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~ NOTICE ~

Refresher Training as well as annual review sessions will be conducted
to ensure that all field employees are consistently following standard
procedures. Collections management will distribute communications as
well as schedule and host weekly staff meetings to discuss policy and
procedural changes as they occur.

The following tag-line information will appear on the bottom of any
weekly communications and/or agendas by managers, supervisors, and
team leads. “The Agency will not tolerate any violation of law,
corruption, neglect of duty, misconduct or unethical behavior, acts of
fraud, theft, waste, abuse of any kind, or any unethical
activity/behaviors. All employees are encouraged to bring suspected
fraud, waste, abuse, and safety concerns to the attention of
management, HR or call the OSIG hotline 800-723-1615 (fraud, waste or
abuse)”.




Introduction

The Virginia Department of Taxation, Office of Customer Relations, Compliance Unit, is responsible for enforcing
compliance with the tax laws of the Commonwealth as set forth in the Code of Virginia §58.1 (see Agency
Organization Chart in TAXi). The Field Collections Guide is designed to assist Field Agents in performing their job
duties in accordance with the agency’s Purpose, Mission, Vision, Values, Goals, Strategies and Code of Ethics. All
Compliance employees are required annually to take and pass an on-line class on Virginia Ethics.

State Tax Field Agents whose primary duties are the enforcement of the statutes administered by Virginia
Department of Taxation (Virginia Tax) have prepared this guide for use. It is not intended to replace directives or
regulations.

Virginia Tax Purpose, Mission, Vision, Values, Goals, Strategies and
Code of Ethics

Purpose
Funding Virginia’s today and tomorrow.

Mission
Serving the public by acting ethically and efficiently in our administration of Virginia’s tax laws.

Vision
To be the nations’ leading tax administration agency through a customer-first focus and a culture based on
accountability, collaboration, and trust.

Values
e Act with Integrity
e Strive for Excellence
e Demonstrate Respect

Goals
e Maximize Cost Effectiveness
e Optimize the Value of Time
e Improve Customer Satisfaction
e Increase and Sustain Employee Satisfaction

Strategies
e Strengthen our Workforce
e Improve Stakeholder Experience
e Optimize and Re-engineer Technology

Code of Ethics

Virginia Tax’s Code of Ethics is not intended to be all-inclusive, but serves as a guide for appropriate business
conduct.


https://law.lis.virginia.gov/vacode/title58.1/

Our employees will uphold these professional and ethical standards in support of the agency's mission, values, and

vision:

e Commit to the highest ideals of honesty, personal and professional integrity, fairness, and ethical values.

¢ Avoid any actual or perceived conflict of interest by not accepting forms of gifts, favors, or items of monetary
value that violate the State and Local Government Conflict of Interest Act.

e Earn respect, trust, and confidence of the public, elected and public officials, and coworkers in providing
professional services.

e Embrace diversity and protect the rights of others by treating all persons in a non-discriminatory, ethical,
dignified, evenhanded, respectful, and courteous manner.

¢ Abide by agency and Department of Human Resource Management (DHRM) policies to include the Standards
of Conduct.

e Protect agency and public resources against their use for personal or private benefit and gain except where
specifically allowed by policy.

e Become entrusted stewards in financial management and the use of other public resources such as electronic
communications and information systems, materials, equipment, and supplies.

¢ Expose any violation of law, corruption, neglect of duty, and misconduct or unethical behavior; and will not
conduct or condone acts of fraud, theft, waste, abuse, or any such activity.

¢ Provide credible, honest, impartial, and objective information according to applicable laws, regulations,
policies, and professional standards.

e Conduct public business that will withstand public scrutiny and Freedom of Information Act (FOIA).

e Develop professional quality excellence through enhancing professional KSAs (knowledge, skills, and abilities)
and competencies through continuous improvement.

e Reflect non-partisanship in professional work and conduct.

e Exercise prudence and integrity in filing and paying taxes, preventing unauthorized use or disclosure of
information, securing and maintaining the confidentiality of tax information, and managing the
Commonwealth's tax revenue resources.

e Hold ourselves accountable for our own decisions and actions and to this Code of Ethics.

NOTE: Collections management will continue to reinforce communications regarding ethics
policy, procedures and training. During staff meetings and training sessions, employees will be
routinely encouraged to bring suspected fraud, waste, abuse, and safety concerns to the

atten

tion of management or call the OSIG hotline 800-723-1615 (fraud, waste or abuse).



https://law.lis.virginia.gov/vacodepopularnames/state-and-local-government-conflict-of-interests-act
https://www.foia.gov/

Chapter 1

Collection Process Overview

When it is determined, that tax is due, an assessment is made and the customer is issued an assessment notice
requesting payment. If a required return has not been filed, the customer is issued a delinquent return/nonfiler
notice. The collections process begins when the assessment is not paid within 30 days of the initial assessment date
or when a delinquent return has not been filed/paid by the due date. At this point, the account is categorized as
delinquent.

Virginia Tax maintains two primary computer systems; Advantage Revenue (AR), the accounting system and
Computer Assisted Collection System for Government (CACSG), the collection system. Delinquent accounts move
from AR to CACSG and CACSG assigns the accounts in accordance with Virginia Tax business rules. Each account is
assigned to an entry state and then is moved to an outcome state which is based on parameter-driven rules.
Accounts can be assigned to the Delinquent Collections Unit (DCU - Central Office collectors),
District Offices or an outside collection agency (OCA).

PAST DUE
As delinquent accounts move through CACSG work states, various steps are taken by staff
and the collections system to collect the delinquent balance. These processes include phone calls, correspondence,
automated and manual third party liens, refund match and debt setoff programs, and legal actions such as
Memorandums of Lien, Revocation of the Sales Tax Certificate of Registration, Padlocks, and Criminal Warrants.

Role of Delinquent Collections Unit (DCU)

The primary role of collections staff in the Central Office in Richmond is the collection of taxes through phone contact
with taxpayers. These collectors handle high volume outgoing and incoming calls related to the collection of
delinquent taxes. Collection staff are assisted by an automated dialing system that manages outgoing and incoming
calls.

DCU collectors have the authority to establish payment agreements, issue correspondence, third party liens,
memorandums of lien, and are involved in the management of the automated third party lien process. DCU
Resources Portal — Click on the link or the DCU Resources Portal Icon below and you will have access to several
different “help” topics as listed below:

Disclosure/
Information
Security

Specialty Calls

Call Resources
& Resources

Technology/

A Application Payment Plans

Resources
DCU Resources Portal

N

Payments/
Remittances

Quality

Monitosng Business Nonfiler

Do You Know ?



http://taxi/compliance/collections/DCU%20Resource%20Portal/Home.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/Home.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/Home.aspx

There are topics listed under each heading that could be resourceful to the Field Agents in performing their duties.
Please keep in mind not all topics will relate to Field Agents.

Call Resources

Call Resources
= Call Transfer Guidelines
= DCU Not Ready Reason Codes
=  DCU Turnaround Times
= Finesse Transferring and Conferencing Quick Reference
= TaxJargon to Avoid
= Requesting Customer's Phone and Email Address (New 7/1/2020)

Phone Numbers/Addresses
= DCU Call Reference Sheet
=  OA Audit Teams - P O Box Phones
= RAP Compliance Codes and Contact Numbers

Specialty Calls

& Resources

Bankruptcy
= How to Handle Bankruptcy Calls
= Discharge Rules for Chapter 11 Bankruptcy
= Discharge Rules for Chapter 13 Bankruptcy
= Discharge Rules of Chapter 7 Bankruptcy
Debt Setoff

=  Debt Setoff Process Timelines

= |RMS Set-Off Agency Numbers

= Set-Off Agency Prefixes

= Set-Off Exception Processing

=  Set-Off Process Error Resolutions
= Set-Off Claim Priorities

=  Processing a Set-Off Claim

Deceased and Incarcerated Taxpayers
= How to work a Deceased Taxpayer Account
= |Incarcerated Taxpayer Account Guidelines

Indexer
= |ndexing and Reassignment Guidelines for Siebel Users

Outside Collection Agency
= Qutside Collection Agency Account Procedures and Guidelines
=  Statement of Your Accounts - Penn Credit Letter (STMPA 39)
* |nformation Requested - Penn Credit (CFIPA-43)
= Broken Promise - Penn Credit Letter (CBPPA-37)
4



http://taxi/toolbox/Quick_Reference_Library/DCU%20Call%20Transfer%20Guidelines.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Not%20Ready%20Reason%20Codes.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Tax%20Turnaround%20Times.pdf
http://taxi/voipsupport/FinessePhone%20Help/Finesse%20Transferring%20and%20Conferencing%20Quick%20Reference_V2.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Tax%20Jargon%20to%20Avoid.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Requesting%20a%20Customers%20Phone%20and%20Email%20Address.docx.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Call%20Reference%20Sheet.pdf
http://taxi/toolbox/Procedures%20Library/OA%20Audit%20Teams%20-%20P%20O%20Box%20Phones.pdf
http://taxi/toolbox/Quick_Reference_Library/RAP%20Compliance%20Codes.pdf
http://taxi/toolbox/Quick_Reference_Library/RAP%20Compliance%20Codes.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Bankruptcy%20Account%20Guidelines.pdf
http://taxi/toolbox/Quick_Reference_Library/Discharge%20Rules%20for%20Chapter%2011%20Bankruptcy.pdf
http://taxi/toolbox/Quick_Reference_Library/Discharge%20Rules%20for%20Chapter%2013%20Bankruptcy.pdf
http://taxi/toolbox/Quick_Reference_Library/Discharge%20Rules%20for%20Chapter%207%20Bankruptcy.pdf
http://taxi/toolbox/Quick_Reference_Library/Debt%20Set-Off%20Process%20Timelines.pdf
http://taxi/toolbox/Quick_Reference_Library/IRMS%20Set-Off%20Agency%20Numbers.pdf
http://taxi/toolbox/Quick_Reference_Library/Set-Off%20Agency%20Prefixes.pdf
http://taxi/toolbox/Quick_Reference_Library/Set-Off%20Exception%20Processing.pdf
http://taxi/toolbox/Quick_Reference_Library/Set-Off%20Process%20Error%20Resolutions.pdf
http://taxi/toolbox/Quick_Reference_Library/Set-Off%20Claim%20Priorities.pdf
http://taxi/toolbox/Quick_Reference_Library/Processing%20a%20Set-Off%20Claim.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Work%20a%20Deceased%20Taxpayer%20Account.pdf
http://taxi/toolbox/Procedures%20Library/Incarcerated%20Taxpayer%20Account%20Guidelines.pdf
http://taxi/toolbox/Quick_Reference_Library/Indexing%20and%20Reassignment%20Guidelines%20for%20Siebel%20Users.pdf
http://taxi/toolbox/Quick_Reference_Library/OCA%20Account%20Procedures%20and%20Guidelines.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Statement%20of%20Your%20Accounts%20-%20Penn%20Credit%20Letter%20(STMPA%2039).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Information%20Requested%20-%20Penn%20Credit%20Letter%20(CFIPA-43).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Broken%20Promise%20-%20Penn%20Credit%20Letter%20(CBPPA-37).pdf
http://taxi/compliance/collections/DCU%20Resource%20Portal/Specialty%20Calls.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/Call%20Resources.aspx

* Paid or Settled in Full - Penn Credit Letter (CPIPC-41)
= Request for Payment - Penn Credit Letter (PA2PC-10)
= Notice of Collection - Penn Credit Letter (NEWI-01)

=  Promise to Pay - Penn Credit Letter (CPPPA-36)

Offer in Compromise
= How to Handle a Request for Offer in Compromise

Treasury Offset Program
= Treasury Offset Program Guidelines

Vendor TOP
=  Vendor TOP FAQ Individual
= Vendor TOP FAQ Business

Disclosure/Confidentiality/Verification
*=  Guide to Individual Verification
=  Guide to Business Verification
= How to Respond to POA Inquiries
= PAR 101 Form and Instructions

Resources

TECHNOLOGY/APPLICATION RESOURCES

Technology Support Portal (Includes help links for Google Mail, Finesse, Office 16, VolP, SailPoint, WebEx, FACSys,
etc.)

Advantage Revenue
= How to Discharge a Debt in Advantage Revenue for Deceased Taxpayers
= How to Perform a Small Business Waiver in AR
= How to Research and Correct Missing Payments in AR
= Tax Codes and Filing Periods

CACSG
= CACSG Case Flow
= CACSG Guide for DCU Collectors
= CACSG - Manual Vs Automated letter Generation
= DCU CACSG Toolbar and Menu Quick Reference
= DCU CACSG Letters Quick Reference
= How to Enter an Email Address in CACSG
= How to Reopen an Inactive CACSG Case
= How to Verify and Enter Third Party Lien Asset Resources



http://taxi/compliance/collections/Internal%20Document%20Library/Paid%20or%20Settled%20in%20Full%20-%20Penn%20Credit%20Letter%20(CPIPC-41).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Request%20for%20Payment%20-%20Penn%20Credit%20Letter%20(PA2PC-10).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Notice%20of%20Collection%20-%20Penn%20Credit%20Letter%20(NEWI-01).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Promise%20to%20Pay%20-%20Penn%20Credit%20Letter%20(CPPPA-36).pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Handle%20a%20Request%20for%20Offer%20in%20Compromise.pdf
http://taxi/toolbox/Procedures%20Library/Treasury%20Offset%20Program%20Guidelines.pdf
http://taxi/toolbox/Quick_Reference_Library/Vendor%20TOP%20FAQ%20-%20Individual.pdf
http://taxi/toolbox/Quick_Reference_Library/Vendor%20TOP%20FAQ%20-%20Business.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Guide%20to%20Verifying%20Individual%20Phone%20Contacts.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Guide%20to%20Verifying%20Business%20Phone%20Contacts.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Respond%20to%20POA%20Inquiries.pdf
https://www.tax.virginia.gov/sites/default/files/taxforms/miscellaneous/any/par101-any.pdf
http://taxi/Pages_2/Tech%20Support.aspx
http://taxi/toolbox/Procedures%20Library/How%20to%20Discharge%20a%20Debt%20in%20Advantage%20Revenue%20for%20Deceased%20Taxpayers.pdf
http://taxi/toolbox/Quick_Reference_Library/How%20to%20Perform%20a%20Small%20Business%20Penalty%20Waiver%20in%20AR.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Research%20and%20Correct%20Missing%20Payments.pdf
http://taxi/toolbox/Quick_Reference_Library/Tax%20Codes%20and%20Filing%20Periods.pdf
http://taxi/toolbox/Quick_Reference_Library/CACSG%20Case%20Flow.pdf
http://taxi/toolbox/Quick_Reference_Library/CACSG%20Guide%20for%20DCU%20Collectors.pdf
http://taxi/toolbox/Quick_Reference_Library/CACSG%20Manual%20vs%20Automated%20Letter%20Generation.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20CACSG%20Toolbar%20and%20Menu%20Quick%20Reference.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20CACSG%20Letters%20%20Quick%20Reference.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Enter%20an%20Email%20Address%20in%20CACSG.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Reopen%20an%20Inactive%20CACSG%20Case.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Verify%20and%20Enter%20Third%20Party%20Lien%20Asset%20Sources.pdf
http://taxi/compliance/collections/DCU%20Resource%20Portal/technology.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/Disclosure.aspx

FAX

Printers

Siebel

FACSys Quick Reference Guide for DCU

Follow Print Taxi Site

How to Access an Account in Siebel Without Receiving a Populated Screen Pop
How to Create a To Do Activity in Siebel as a Reminder

VolP/Finesse/Verint

Basic Phone/Voicemail Instructions

VPN (Cisco AnyConnect Secure Mobility Client)

Payment Plans

PAYMENT PLANS

WEB PPA

Liens

Third Party Lien

Connect to VPN

Quick Reference for Establishing Payment Plans and Issuing MOLs -
Balloon Pay Plan Guidelines

DCU Payment Options

DCU Teleplan Guidelines

How to Handle Defaulted Pay Plans and Reset Pay Plans - Business
How to Handle Defaulted Pay Plans and Reset Pay Plans - Individual
How to Set a Part Pay Agreement

How to Respond to a Web PPA Inquiry

Web PPA Eligibility Guidelines Part Pay Agreement
Web PPA Taxpayer Alerts Part Pay Agreement
Web PPA Online Screen Catalog

Adjusting a Third-Party Lien

How to Verify and Enter Third Party Lien Asset Sources
Third-Party Lien Guidelines

Lien Release Guidelines

Preferred Address Change Job Aid

Memorandum of Lien (MOL)

DCU Memorandum of Lien Guidelines
Creating an MOL Payoff
How to Release a Memorandum of Lien
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http://taxi/toolbox/Quick_Reference_Library/FACSys%20Quick%20Reference%20Guide%20for%20DCU.pdf
http://taxi/technology/PrintServices/SitePages/Home.aspx
http://taxi/toolbox/Procedures%20Library/How%20to%20Access%20an%20Account%20in%20Siebel%20Without%20Receiving%20a%20Populated%20Screen%20Pop.pdf
http://taxi/toolbox/Quick_Reference_Library/How%20to%20Create%20a%20To%20Do%20Activity%20in%20Siebel%20as%20a%20Reminder.pdf
http://taxi/toolbox/Quick_Reference_Library/Basic%20Phone%20instructions_v1.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20connect%20to%20Cisco%20AnyConnect%20Secure%20Mobility%20Client%20-%20VPN.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Collections%20Quick%20Reference%20for%20Establishing%20Payment%20Plans%20and%20Issuing%20MOLs.pdf
http://taxi/toolbox/Procedures%20Library/Balloon%20Pay%20Plan%20Guidelines.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Payment%20Options.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Teleplan%20Guidelines.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Handle%20Defaulted%20Pay%20Plans%20and%20Reset%20Pay%20Plans-%20Business.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Handle%20Defaulted%20Pay%20Plans%20and%20Reset%20Pay%20Plans%20-%20Individual.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Set%20a%20Part%20Pay%20Agreement.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Respond%20to%20Web%20PPA%20Inquiries.pdf
http://taxi/toolbox/Procedures%20Library/Web%20PPA%20Eligibility%20Guidelines.pdf
http://taxi/toolbox/Procedures%20Library/WebPPA%20Taxpayer%20Alerts.pdf
http://vatax-onlinescreens.tax.virginia.gov/ppatraining/
http://taxi/toolbox/Procedures%20Library/Adjusting%20a%20Third%20Party%20Lien.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Verify%20and%20Enter%20Third%20Party%20Lien%20Asset%20Sources.pdf
http://taxi/toolbox/Procedures%20Library/Third%20Party%20Lien%20Guidelines.pdf
http://taxi/toolbox/Procedures%20Library/Lien%20Release%20Guidelines.pdf
http://taxi/toolbox/Master%20Procedures%20Library%20%20DCU/Preferred%20Address%20Change%20Job%20Aid.docx.pdf
http://taxi/toolbox/Procedures%20Library/DCU%20Memorandum%20of%20Lien%20Guidelines.pdf
http://taxi/toolbox/Procedures%20Library/Creating%20a%20MOL%20Payoff.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Release%20a%20Memorandum%20of%20Lien.pdf
http://taxi/compliance/collections/DCU%20Resource%20Portal/payment-plans.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/liens.aspx

Individuals
= OA Compliance Codes and Defending Section
= RAP Compliance Codes

Business
= How to Identify a Converted Assessment Account
= Small Business Penalty Waiver Guidelines

Payments/

Remittances

PAYMENTS/REMITTANCES
= How to research and correct missing payments
= DCU Payment Options
= DCU Payments with iPads

HR [ Admin

DCU Guidelines & Procedures
= Attendance Policy
= Contingency Plan
= Employee Cell Phone Usage
= Reporting Phone or System Issues
* Scheduled Time Off
* Unscheduled Time Off

Organizational Charts
= DCU Organizational Chart

HR Resources
= Virginia Tax Human Resources
=  Employee One-Stop
= COVID-19 Temporary Home-Based Worker Guidelines -

DHRM (Department of Human Resource Management)
= Employee Assistance Program -



http://taxi/toolbox/Procedures%20Library/OA%20Compliance%20Codes%20and%20Defending%20Section.pdf
http://taxi/toolbox/Quick_Reference_Library/RAP%20Compliance%20Codes.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Identify%20a%20Converted%20Assessment%20Account.pdf
http://taxi/toolbox/Procedures%20Library/Small%20Busn%20Penalty%20Waiver%20Guidelines.pdf
http://taxi/toolbox/Procedures%20Library/How%20to%20Research%20and%20Correct%20Missing%20Payments.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Payment%20Options.pdf
http://taxi/toolbox/Quick_Reference_Library/DCU%20Payments%20with%20iPads.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Attendance%20Policy.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Contingency%20Plan.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Collections%20Employee%20Cell%20Phone%20Guidelines.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Guidelines%20for%20DCU%20Reporting%20Phone%20or%20System%20Issues.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Time%20Off%20Guidelines.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Report%20DCU%20Unscheduled%20Time%20Off.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Report%20DCU%20Unscheduled%20Time%20Off.pdf
http://taxi/compliance/default.aspx
http://taxi/HR/default.aspx
http://taxi/hr/Employee%20OneStop/Employee%20One-Stop.aspx
http://taxi/compliance/collections/Internal%20Document%20Library/COVID%20Home-Based%20Workers%20Guidelines%203252020.pdf
https://www.dhrm.virginia.gov/employeebenefits/employee-assistance
http://taxi/compliance/collections/DCU%20Resource%20Portal/bills.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/payments-remittances.aspxhttp:/taxi/compliance/collections/DCU%20Resource%20Portal/payments-remittances.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/human-resources.aspxhttp:/taxi/compliance/collections/DCU%20Resource%20Portal/human-resources.aspx

Do You Know 7

DO YOU KNOW?

Date Title
05-13-19 How to make a tax due payment online without a bill number
03-27-19 Advantage Revenue Notations
03-07-19 AR Relationships with Power of Attorney authority
12-21-18 How to Access AR Offset Information without Closing the Taxpayer's Profile
Window
12-19-18 Address Updates for RAP Review Indicators on AR individual Profile
Date Training / Webinar
02-03-20 Business Verification with AR Navigation and Registration Details
12-11-19 Merchant Credit Card Webinar - Session 1 Paymentus
10-03-19 CACSG Payment Application (Payment Plans)
Date WebEx Training (Recorded Sessions)
01-30-20

Verification (Individual / Business)

Cuality

Monitoring

Forms
*= Phone Monitor Guidelines and Definitions (ended 6/30/2020 refer to DCU TL- Quality Assurance
Score Sheet)
= TL-Quality Assurance Score Sheet (New 7/01/2020)
= Management Feedback Form (New 7/01/2020)

Verint Support Site
= How do | access my call recordings in Verint
= How do | view my Evaluations
= How to search for a call in Verint from a saved link



http://taxi/compliance/collections/Internal%20Document%20Library/How%20to%20make%20a%20tax%20due%20payment%20online%20without%20a%20bill%20number.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Advantage%20Revenue%20Notations.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/AR%20Relationships%20with%20Power%20of%20Attorney%20authority.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/How%20to%20Access%20AR%20Offset%20Information%20without%20Closing%20the%20Taxpayer.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/How%20to%20Access%20AR%20Offset%20Information%20without%20Closing%20the%20Taxpayer.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Address%20Updates%20for%20RAP%20Review%20Indicators%20on%20AR%20Individual%20Profile.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/Business%20Verification%20with%20AR%20Navigation%20and%20Registration%20details.pdf
https://vatax.webex.com/recordingservice/sites/vatax/recording/play/7d96d0e850ae4a34813c201d30d82112
http://taxi/compliance/collections/Internal%20Document%20Library/CACSG%20Payment%20Plan%20Payment%20Application.pdf
https://vatax.webex.com/recordingservice/sites/vatax/recording/67c835d7a18c4e8182b6be07ce15ed9c
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Phone%20Monitor%20Guidelines%20and%20Definitions.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20TL-Quality%20Assurance%20Score%20Sheet%20Guidelines.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/DCU%20Management%20Feedback%20Form.pdf
http://taxi/voipsupport/Verint%20Help/Forms/AllItems.aspx
http://taxi/voipsupport/Verint%20Help/How%20do%20I%20access%20my%20call%20recordings%20in%20Verint%20V15.pdf
http://taxi/voipsupport/Verint%20Help/How%20do%20I%20view%20my%20evaluations%20v15.pdf
http://taxi/voipsupport/Verint%20Help/How%20to%20search%20for%20a%20call%20in%20Verint%20from%20a%20saved%20link%20v15.pdf
http://taxi/compliance/collections/DCU%20Resource%20Portal/Do%20You%20Know.aspx
http://taxi/compliance/collections/DCU%20Resource%20Portal/Quality%20Monitoring.aspx

Business Nonfiler

Guides / Quick References
= Litter Tax Overview
= Quick Reference Guide - BNF
= AR Handout - BNF Bills
= Call Transfer Quick Reference Guide

How To
* How to Handle Phone Inquiries
= How to Find a Worklisted Return
= How to Create a To Do Activity for a Worklisted Return

Letters / Forms
= Return Not Filed
= FormR-1
= FormR-3

Role of Outside Collection Agencies (OCA)

Code of Virginia §58.1-1803 gives Virginia Tax the authority to establish contracts with outside collection agencies for
the collection of delinquent state taxes. Delinquent accounts are assigned to contract collection agencies by the
CACSG system based on established Virginia Tax business rules.

The primary role of OCAs is collection of delinquent taxes through outgoing phone calls and correspondence. The
OCAs have the authority to negotiate payment agreements, but do not have the authority to issue third party liens,
memorandums of lien or legal actions such as Revocation, Padlock, or Criminal Warrants. The OCAs can request that
Virginia Tax issue third party liens or memorandums of lien on OCA assigned accounts.

Role of Field Collections
Field collection units are located throughout the state in the following regions: Northeastern and Central Western
which contain the districts of Northern, Eastern, Central and Western. The compliance enforcement Supervisors and
Field Agents for each district are home based.

The primary role of Field Agents is to handle chronic delinquent accounts or accounts that require a higher level of
collection activity and to enforce compliance with Virginia Tax Laws.

Field Agents collect delinquent taxes and enforce compliance through a variety of procedures including outgoing and
incoming phone calls, correspondence, field visits, third party liens, and legal actions. They have the authority to
establish payment agreements, issue manual third party liens, and initiate legal actions such as Memorandums of
Lien, Revocation of Certificates of Registration, Padlocks, and Criminal Warrants.

Field Agents promote compliance with Virginia Tax Laws by activities such as monitoring proper registration and
payment of taxes by dealers, flea market vendors, carnival operators, festivals, etc.

Every Field Agent is required to review, sign and date the Field Agent Expectations document:


http://taxi/compliance/collections/Internal%20Document%20Library/BNF4-%20HO-Litter%20Tax%20Overview.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF5-%20HO%20Business%20Non%20Filer%20Quick%20Reference%20Guide%20Tax%20Types.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF6-%20Non-Filer%20Bills%20AR%20Handout%20%20for%20BNF%20hc.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF10-%20DCU%20Business%20Nonfiler%20Call%20Transfer%20Quick%20Reference%20(1).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF9-%20How%20to%20Handle%20BNF%20Phone%20Inquiries%20(1).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF12-%20How%20to%20find%20a%20work%20listed%20return%20(1).pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF13-%20How%20to%20Create%20a%20To%20Do%20Activity%20for%20a%20Worklisted%20Return.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF1-%20ARTA005A%20blank%20sample.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF2-%20Form%20R1.pdf
http://taxi/compliance/collections/Internal%20Document%20Library/BNF2-%20FormR3.pdf
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1803/
http://taxi/compliance/collections/DCU%20Resource%20Portal/Business%20Nonfiler.aspx?WikiPageMode=Edit&InitialTabId=Ribbon.EditingTools.CPEditTab&VisibilityContext=WSSWikiPage

."_Virginia Tax

Field Agent Expectations

A.

B.

D.

Leave

1) Leave Balances:
It is the recommendation that employees maintain a balance of five days of leave; family/personal,
annual, and/or sick combined.

2) Annual Leave:
Employees wishing to take annual leave should notify their supervisor of their request via email and/or
phone call at least 24 hours prior to that absence. Annual leave requests should also be entered on your
Gmail calendar. Annual leave is recorded as vacation in Cardinal and should be submitted for approval no
later than noon on Wednesday following the week the leave occurred.

3) Unplanned Sick Leave (lliness):
Employees who will be out of the office for unplanned sick leave (leave other than a scheduled
appointment) should notify their supervisor via phone, email, or text. If you are unable to reach the
supervisor by phone, you may leave a message or send an email. Sick leave is recorded as VDSP Sick
Leave in Cardinal and should be submitted for approval no later than noon on Wednesday following the
week the leave occurred. In the event of an extended, unplanned absence, the supervisor may enter sick
leave requests for employees. Leave used should also be entered on your Gmail calendar 24 hours upon
return from the absence

4) Planned Sick Leave (Scheduled Appointments):
Employees wishing to take planned sick or personal leave (for a scheduled appointment) should notify
their supervisor of the request at least 24 hours (with enough advance notice as possible) prior to that
absence. Planned sick or personal leave requests must be included on your Gmail calendar prior to the
leave date. Sick leave is recorded as VDSP Sick Leave in Cardinal. Personal leave is recorded as VDSP
Personal in Cardinal. Leave should be submitted for approval no later than noon on Wednesday following
the week the leave occurred

Attendance

Employees are expected to be logged into CACSG on time and for the duration of their established shift. They are
expected to return to work from lunch/meal periods at the appointed time. If an employee is unable to report to
work at their normal start time or is going to be late in reporting to work or returning from a lunch/meal period,
the employee must notify their supervisor as soon as possible or a Manager if the supervisor is not available.
Failure to notify the appropriate authority may result in disciplinary action.

CARDINAL

Employees are only required to enter their time in the Cardinal timesheet if there is an exception to report. If the
agent works their normal schedule they do not have to submit anything. Cardinal allows for multiple submissions
throughout the workweek/pay period. Agents may submit entries upon their return from absence or no later
than noon on Wednesday following the week the leave occurred. All leave or time final submissions should be
completed by noon on Wednesday for the prior week. Time entry into Cardinal is essential as it affects employee
pay and the accrual of leave time.

Breaks
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At the discretion of the Collections Supervisor, Field Agents will be allowed two 15 minute breaks, one in the
morning and one in the afternoon. You may not use breaks in conjunction with lunch, leave, or leaving early. If
you need an alternate work schedule, due to unexpected circumstances, you may speak to your Supervisor in
regards to working an alternate schedule for that particular day.

Lunch

VA Tax Policy states that lunches are 45 minutes in length. Field agents are required to log out of CACSG for lunch
and log in after lunch, if they are in the office. Lunch can be taken any time beginning at 11:00 am with the latest
return time of 2:00 pm. Any lunches taken with a later return time after 2:00 pm, will be at the discretion of the
Collections Supervisor. Reducing the length of the lunch period cannot be used to make up time during the work
shift or to leave early. Lunch is to be taken when working in the office and field. You may not work through lunch
to leave early.

Meetings

Communication with our teams are important to safety, engagement, and ensuring accurate information is
provided to our taxpayers. Field agents are required to attend and participate in all scheduled meetings with
their teams. Cell phones should be off or on vibrate and out of sight during in person meetings and conference
calls.

Out of Office

You are expected to monitor your emails and VOIP Voice messages when in the field with your iPad, iPhone or
GMail application. If an immediate return call is needed —the email can be forwarded to your Supervisor or
Manager. All voicemails and emails are to be returned within 48 hours. If you will be out of your office (Leave or
Training) for more than two days, all Field Agents are expected to update their email and voicemail accordingly,
and should make arrangements with another field agent or their supervisor for someone to cover their calls.

All voicemails and emails are to be returned within 48 hours.

Sample Out of Office Greeting:

This is <NAME> with the VA Dept. of Taxation.

I will be out of the office from <DATE> through <DATE>.

Please leave either your FED ID, SS# or client ID, plus a phone number and | will return your call on
<DATE>.

For immediate assistance call <Alternated Field Rep> at 804-XXX-XXXX. Thank you.

Telephones

Cell Phones must be on vibrate or off and out of sight during staff meetings or when meeting with taxpayers.
State phones are for business use. Personal use of state phones is limited to emergencies. See Field Collections
iPhones guidelines.

Professionalism

Field Agents are expected to be professional and respectful to all taxpayers, peers, and management at all times.
Additionally, you must comply with all rules and regulations found in the Attendance, Code of Ethics, Dress Code
and Technology Policies (located on Taxi).

The signature acknowledges that you have reviewed and read these expectations.

Employee Signature:

Date:
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VA Districts

B Western
| Northern

~ Central
" | Eastern
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CITIES

CENTRAL DISTRICT

Caroline

Henrico

Colonial Heights

Charles City

King George

Fredericksburg

Charlotte

Prince Edward

King William

Hopewell

Petersburg

Chesterfield

Prince George

Louisa

Spotsylvania

Richmond City

Cumberland

Lunenburg

Stafford

COUNTIES

Dinwiddie

Mecklenburg

Surry

Fluvanna

New Kent

Sussex

Amelia

Goochland

Nottoway

Brunswick

Hanover

Powhatan

CITIES

EASTERN DISTRICT

Chesapeake

Portsmouth

Greensville

Emporia

Suffolk

Isle of Wight

Franklin

Virginia Beach

Northumberland

Richmond County

James City

Hampton

Williamsburg

Newport News

COUNTIES

Norfolk

Accomack

Poquoson

Essex

Gloucester

CITIES

Alexandria

Winchester

Fairfax City

COUNTIES

Falls Church

Arlington

Manassas

Clarke

Manassas Park

Culpeper

Fairfax County

CITIES

WESTE

Staunton

Bristol

Waynesboro

Buena Vista

Charlottesville

COUNTIES

Covington

Albermarle

Danville

Alleghany

Galax

Amherst

Appomattox

Harrisonburg

Augusta

Lexington

Bath

Lynchburg

Bedford

Martinsville

Bland

Norton

Botetourt

Radford

Buchanan

Roanoke City

Buckingham

Salem

Southampton

King and Queen

Westmoreland

Lancaster

York

Mathews

Middlesex

Northampton

Fauquier

Prince William

Frederick

Rappahannock

Loudoun

Shenandoah

Madison

Warren

Orange

Page

RN DISTRICT

Carroll

Craig

Pittsylvania

Dickenson

Pulaski

Floyd

Roanoke County

Franklin County

Rockbridge

Giles

Rockingham

Grayson

Russell

Greene

Scott

Halifax

Smyth

Henry

Tazewell

Highland

Washington

Lee

Wise

Montgomery

Wythe

Nelson

Campbell

Patrick
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Chapter 2

Initial Steps of the Collection Process

A Field Agent begins the collection process by reviewing the accounts in their CACSG worklist. A worklist
contains the accounts scheduled for collection activity that are assigned to the Field Agent. Most worklists
for Field Agents are associated with one user, but worklists can also be associated with a group of users or
any number of users. User capability level determines access to worklists.

The worklist of a Field Agent contains only those accounts assigned to them based on predetermined
account assignment criteria. However, the worklist of a user with Supervisor level capability may contain
accounts assigned to the user and all accounts assigned to users under their supervision.

Anytime a taxpayer’s account is accessed in CACSG, the account must be documented using the correct
icon or the menu bar option of Actions/Debtor Contact. Comments should be entered that outlines the

reason for accessing the account.

The accounts within the worklist may be divided into several states (a grouping of cases based on similar
required collection action). Some common states found in a Field Agent’s worklist are:

A complete listing of CACSG states and a description of their use is found in Exhibit 2a.

New (DX01)

District Individual (DX10)

Telephone Call (DX20)

Field Visit (DX30)

Follow-up Action (DX35)

Issue Third Party Lien (DX41)

Issue Memorandum of Lien (DX42)
Monitor District Partial Payment Agreement (DX51)
Default District Partial Payment Agreement (DX52)
Pending Fi Fa (DX60)

Pending Padlock (DX70)

Pending Padlock Hearing (DX71)

Monitor Padlock (DX72)

Pending Revocation (DX80)

Pending Revocation Hearing (DX81)
Monitor Revocation (DX82)

Pending Criminal Warrant (DX90)
Prepare and File Criminal Warrant (DX91)
Conversion Action (DX95)

Stops Review (DX98)

Monitor Criminal Warrant (DX92)

Notice to Appear (DX93)

Automatic District Exit (DX99)
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Account Assignments

The majority of accounts assigned to Field Agents are business accounts for which collection efforts by
automated collections, DCU, and/or OCAs have been unsuccessful. Accounts are assigned to Field Agents by
the CACSG system based on established Virginia Tax business rules, but accounts can also be assigned
manually. Accounts are assigned primarily based on the locality of the business. Accounts are assigned to a
particular collection district based on geographic locality parameters. Most districts have elected to have
work assigned to Field Agents based on geographic areas in the proximity of the home base of the Field
Agent. CACSG assigns work by locality (FIPS) code by county or city then zip code of the primary address.

The majority of accounts assigned to Field Agents are business accounts or individual accounts containing
business tax assessments that have been converted to an individual from a corporation, partnership, or
limited liability company.

The following are types of accounts that are assigned to Field Agents:
e Accounts previously worked by automated collections and DCU collectors in which collection
efforts were unsuccessful.
e Accounts with previous Padlock, Revocation, or Criminal Warrant activity.
e Manually routed accounts from DCU. Approval is generally necessary to manually route an account.

Upon entry, district accounts are assigned to a Field Agent’s District New State (DX01). After reviewing the
accounts in this state, the Field Agent or Supervisor may manually route the accounts to a state within the
Field Agent’s worklist for the next level of collection action.

District accounts are moved to CACSG state DX99 when significant collection activities have not occurred
within 180 days of the assighment date. The significant activities that prevent accounts from automatically
exiting district work states include:

e Revocation

e Padlock

e Bond

e Criminal Warrant

In addition, payments received within 180 days and CACSG Actions/Debtor Contacts with the officer,
primary debtor, or secondary debtor will hold an account. The following is a list of significant activities from
the CACSG Actions/Debtor Contacts menu (contact must be with officer, primary or secondary debtor):

e QOutgoing phone call e Field Visit
e Incoming phone call e Office Visit
e letter Received e Non-CACSG letter

An account within the third party lien state (DX41) will be held if regular monthly payments are posted to
the account, such as with a wage assignment. Accounts with significant collection activity documented in

CACSG remain assigned to a Field Agent until resolved or manually routed to another Field Agent, DCU, or
an OCA.
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Establishing Collection Priorities

Field Agent Case Review Scorecard
What: Updated review score card for field cases to ensure we are all working our cases the same way and

creating effective goals.

When: Effective August 1, 2022 (cases worked in July 2022)
Why: Performance measurement for the VA field agents.

How: The Regional Collections Manager will create a Top 50 list (priority cases) based on balance, non-
filers and random selection of field inventories for each agent. The Collections Director will select three to
ten case random numbers between one and fifty. The Supervisors will grade each case based on the 10
“yes” or “no” questions.

IMPORTANT: See FAQs, TIPS & EXCEPTIONS below for clarifying definitions, tips and exceptions.

Part I: Three to ten separate cases will be reviewed based on the Point Value
following Yes or No questions, worth 10 points for each Yes. Yes No
1 | If no verified contact made, did the Field Agent conduct research in 10 0
at least one source and copy/paste results in CACSG within the
month?

2 | Did the Field Agent have 1 verified contact or 2 contact attempts 10 0
within the month?

3 | Did the Field Agent issue a lien, non-filer assessments or receive a 10 0
payment/PPA in the calendar month?

4 | Was the collection case properly staged by placing the account in 10 0
the proper state?

5 | If the business was closed, did the agent either: 10 0

A. Advise taxpayer how to close account and document OR
B. Follow field collections manual on procedure to ELD and

document
6 | Have the responsible officers been identified and the field 10 0
collections guide for converted assessments followed?
7 | Did the Field Agent make a separate history note in CACSG detailing 10 0

a summary of the status of the account, including action taken and
next steps?
8 | Has the intent letter or MOL been issued on all eligible bills? 10 0

The maximum score for each case review is 80.
The average total score of the three to ten random reviews will be used to calculate the Part | total.

Part Il: The following Yes or No questions are worth 10 points for each Point Value
yes, and will be reviewed for each Field Agent overall for the month. Yes No
9 | Was the itinerary completed at least 24 hours prior to the field visit 10 0
and the account documented with the disposition of the field visit

24 hours after they returned to office?
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10

Calls Day per week?

Did the Field Agent do one Field Visit day per week or 35 Outbound 10 0

Part | and Part Il will be added together for the overall score (maximum point value is 100).

RATING CRITERIA
Meets Exceeds Substantially Exceeds
70-84 85-94 95-100

FAQs, TIPS & EXCEPTIONS

EXCEPTION: If an agent is on leave for 80 or more hours in a calendar month, the agent may request to have their
accounts reviewed on a pro-rated basis. The collections director will select random numbers from 1-25 (instead of
1-50) and only the first 25 accounts on the top 50 list will be subject to review

1. | If no verified contact made, did the Field Agent | 6. Have the responsible officers been identified and the
conduct research in at least one source and field collections guide for converted assessments
copy/paste results in CACSG within the calendar followed?
month? Calendar month = first day through last
day of the month being reviewed. If no officers are listed, make sure notes show you
looked for them.

Exception: If verified contact made or If

research was done within past 30 days, no Follow the Field Collection’s Guide on Converted

research required. Put a note in CACSG. Assessments to convert bills based on the status of the
business and the age and tax type of the bills.

TIP: Check AR for officer info, check individual

profiles, use DMV, VEC, SCC and Accurint. Check

returns, eForms & iFile viewer. Google!

2. | Did the Field Agent have 1 verified contact or 2 | 7. Did the Field Agent make a separate history note in
contact attempts within the calendar month? CACSG detailing a summary of the status of the
Calendar month = first day through last day of account, including action taken and next steps?
the month being reviewed.

Must have a separate history note to summarize.
Contact = verification completed
communication with taxpayer by phone, field or TIP: Remember to include any important exceptions,
inbound email. steps taken, next actions, etc.
Attempt = Phone call or field visit ONLY. Left
voicemail, left message with person, no answer
phone call, left card at field visit.
*DO NOT* send COL102 Non-Filer Letter. Agent
may choose to send other letters or email
taxpayer, but it does not count as attempt.
3 | Did the Field Agent issue a lien, non-filer | 8. Has the intent letter or MOL been issued on all eligible

assessments OR receive a payment/PPA in the
calendar month?

bills?
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https://covgov.sharepoint.com/:b:/r/sites/Virginia-Tax/toolbox/Quick_Reference_Library/Field%20Collection%20Guide_Converted%20Assessment.pdf?csf=1&web=1&e=4SiQhr
https://covgov.sharepoint.com/:b:/r/sites/Virginia-Tax/toolbox/Quick_Reference_Library/Field%20Collection%20Guide_Converted%20Assessment.pdf?csf=1&web=1&e=4SiQhr

Calendar month = first day through last day of Send notice of intent letter on all bills. If 10-day notice

the month being reviewed. has been sent, issue MOL.
Anything that is eligible based on tax type, period Anything that is eligible based on tax type, period or
or balance must be done within calendar month. balance must be done within calendar month.

Exception: Verified contact with the taxpayer
granting them more time to file or pay.
4. | Was the Collection case properly staged by | 9. Was the itinerary completed at least 24 hours prior to

placing the account in the proper state? the field visit and the account documented with the
disposition of the field visit 24 hours after they
Leaving in DX01/DX02/DX99 after working will returned to office?

resultin 0. Placing or leaving in “differently used”
state without notes will result in 0.

If account is in DX99 — still needs worked, ask for

it back.
5. | If the business was closed, did the agent either: | 10. | Did the Field Agent do one Field Visit day per week or
A. Advise taxpayer how to close account 35 Outbound Calls Day per week?
and document OR Exception can be made if 20 or more hours of leave or
B. Follow field collections manual Closing leave+holiday are used in a week. This leave must be
(ELD) Businesses and/or Tax Accounts documented on spreadsheet or calendar as required
on procedure to ELD and document. by your supervisor.

TIP: Make sure you note!

CACSG automates many processes to assist Virginia Tax collections staff with the management of accounts.
However, accounts assigned to Field Agents require manual processes including establishing priorities for
collection activity.

New Accounts
Upon entry in the District New State (DX01), accounts must be reviewed to determine the level of priority
and the appropriate collection action. Criteria for determining the priority level of an account includes:

e Dollar amount of assessments ' T ‘

e Number and estimated dollar amount of delinquent returns (nonfilers) ﬁ
Account history A
Business type (e.g., restaurant, convenience store, etc.)
Active/inactive status of a business
e Statute of limitations for assessing unpaid taxes to responsible officers (Chapter 9, Additional

Collection Procedures: Assessing Unpaid Taxes to Responsible Officers).

e Age of assessments

To assist a Field Agent with establishing priorities, CACSG worklists allow accounts in each state to be sorted
based on criteria that includes case balance and number of returns not filed.

Normally, the highest level of priority is given to accounts with the highest dollar assessments, highest
number of delinquent returns that may result in high dollar assessments, and accounts with previous
Padlock, Revocation and/or Criminal Warrant actions. The highest level of priority is also given to an
account when it is determined collection is in jeopardy due to the risk of debtor flight out of the
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https://covgov.sharepoint.com/:b:/r/sites/Virginia-Tax/toolbox/Quick_Reference_Library/Field%20Collection%20Guide_Closing%20ELD%20Businesses%20and%20or%20Tax%20Accounts.pdf?csf=1&web=1&e=MEWF8y
https://covgov.sharepoint.com/:b:/r/sites/Virginia-Tax/toolbox/Quick_Reference_Library/Field%20Collection%20Guide_Closing%20ELD%20Businesses%20and%20or%20Tax%20Accounts.pdf?csf=1&web=1&e=MEWF8y

state/country or risk of liquidation and distribution of assets. Once the priority level of a new account is
established, it must be manually routed to a state for the appropriate level of action.

Existing Accounts
Existing accounts in the various states of a worklist must be monitored on a regular basis for changing levels
of priority. The Field Agent makes the determination of the priority level of existing accounts as the
accounts are moved through various collection processes. Common reasons for a change in an account
priority level are:

e |ncrease in the dollar value of assessments and/or number of returns not filed.

e lack of cooperation from the debtor

e New information received on the account (e.g., information indicating the debtor is going to leave

the state or sale a significant asset).

Understanding and establishing account priority level is a key element of account =
worklist management. Immediate determination of priority followed by appropriate
action optimizes the Field Agent’s ability to resolve accounts.

2

‘,»4.
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Exhibit 2a - Complete Listing and Description of CACSG States

Function State Name Notes about Use
State
BKO1 Create New Bankruptcy If second bankruptcy is entered on case previously in

bankruptcy, then case will move here. If already assigned it
will move to BKO2.

Discharge/miscellaneous

BKO02 Issue Automatic Proof of Cases move here from BK82 and remain until paid,
Claim (POC) discharged or dismissed. TCS handles POC, monitoring, etc.
If user has evidence that bankruptcy is resolved but this is not
reflected in CACSG, contact DCU BANKRUPTY team leader.
DO NOT try to route the case from a BK state. If TCS appears
in the WE HAVE area of the primary screen, a fee will be paid
even if case was improperly routed to some other state.

BKO3 Manual Review High Profile No longer used 4/2011

BK0O4 Attorney Review BK POC No longer used 4/2011

BKO5 Manual Review for Legal No longer used 4/2011

BKO6 Non Filer Manual Review No longer used 4/2011

BKO7 Monitor Chapter 7 No longer used 4/2011

BKOS8 NF Proof Of Claim No longer used 4/2011

BK10 Monitor High Profile No longer used 4/2011

BK11 Monitor Chapter 11 No longer used 4/2011

BK13 Monitor Chapter 13 and 12 No longer used 4/2011

BK81 Bankruptcy Criteria Met Added to handle outsourcing of bankrupt cases to TCS.
Primary entry point for bankrupt cases. Once case has bill/no
>90 days old and is thus eligible for OCA, case moves to BK82
for auto assignment to TCS.

BK82 Bankruptcy OCA Refer Added to handle outsourcing of bankrupt cases to TCS. Auto
assignment state. Once assigned case moves to BK02.

BK89 Bankruptcy OCA Release Added to handle outsourcing of bankrupt cases to TCS. Auto
un-assignment of TCS. Case then moves to LIEN if criteria
met. If PPA is active, case moves PP04.

BK90 Review Bankruptcy Status No longer used 7/2015

BK96 Issue Manual Bankruptcy Cases that move here have a discharge/dismiss date, but

Dismiss/Discharge have another case with those dates missing. They may have
either a bankruptcy HOLD still in place on the case or some
other type of HOLD on the case. If these conditions change,
the case will automatically move to BK97 or BK98. Cases that
have multiple bankruptcies, one of which is new, will move to
BKO1. This state may also need a manual "clean up" effort of
some sort.

BK97 Issue Auto Bankruptcy Cases move here once a discharge date is entered provided.

Cases wait 5 days to allow for situations where the hold must
be removed and then reset. On the 5th day an automatic,
offline, batch COLO87A Dismissed/Discharged letter is
generated and mailed without collector intervention.
Currently only 50 letters are allowed to generate per day.
Cases wait here 180 days then move to BK89 to remove the
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TCS assignment then on to LBO1 or LIO1 Lien Pending. If
another bankruptcy hold is placed, a new bankruptcy case is
entered, the case will move to BKO1 or BK96 depending on
the age or the Last Bankruptcy Received date. The COLO87A
may or may not have generated, depending on the timing.

BK98

Issue Bankrupt Dismissal

Cases move here once a dismiss date is entered provided.
Cases wait 5 days to allow for situations where the hold must
be removed and then reset. On the 5th day an automatic,
offline, batch COLO87A Dismissed/Discharged letter is
generated and mailed without collector intervention.
Currently only 50 letters are allowed to generate per day.
Cases wait here 30 days then move to BK89 to remove the
TCS assignment then on to LBO1 or LIO1 Lien Pending. If
another bankruptcy hold is placed, a new bankruptcy case is
entered, the case will move to BKO1 or BK96 depending on
the age or the Last Bankruptcy Received date. The COLO87A
may or may not have generated, depending on the timing.

BK99

Review Activity for Release

No longer used 7/2015

CAO1

Pending OCA

Cases auto move here to await assignment to OCA's. Users
may manually move cases here for assignment to OCA.
Newly entering small balance cases move after 16 days in
NWO1. Cases move when bank and wage lien sources
exhausted or unproductive in LI, and LB states if not field
worthy. (Field assignment is determined by balance and ELD
condition.) Cases move here after district exit in DX99 if
balance is too small to lien (<$100) or if all bus tax types ELD.
By design, small balance and <5 NF's cases wait in CAO1 until
balance or NF's send to district or assign to OCA or they self-
cure. Cases must be reviewed by a Supervisor before putting
into this state.

CAO02

Assigned to OCA

If OCA ID is present cases move here unless bankrupt, OIC, or
criminal investigation holds exists. If OCA sends TAX a lien
source, cases move to CA09, 10, or 11. Cases return to CA02
once liens are auto generated. If OCA id is removed or case
is paid or too many NF's accumulate on non-ELD cases, move
CA99 for recall. If cases are routed from CAO2 by user, they
will return auto. If recall is needed contact OCA DCU team
leader. DO NOT try to route the case from CA02 state. If OCA
name appears in the WE HAVE area of the primary screen, a
fee will be paid even if case was improperly routed to some
other state. Cases must be reviewed by a Supervisor before
putting into this state.

CA03

Returned from OCA

Cases move from CA99 to CAO3 when the return code is "R"
but case not worthy of field assignment or MOL (has ELD, out-
state, discovery bills, >525<1000). After 60 days, they route
PUOL1 to repeat collection process.
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CAO4

Review Bad OCA Indicator

Cases move here from PUO1 if a new bill becomes open and
OCA id is already present. Clean up may be needed or the
case will return to OCA if actually still assigned.

CAO05

Review Field Audit Out State

Cases pending OCA assignment that have field audit bills
move here. Collectors review for action if assigned to do so as
"project". If there is a lien source younger than 6 month they
get consolidated bill at HO95 and then move to lien.

CAO6

Review Field Audit in State

Cases pending OCA assignment that have field audit bills
move here. Collectors review for action if assigned to do so as
"project”. If there is a lien source younger than 6 month they
get consolidated bill at HO95 and then move to lien.

CAO09

Review for OCA Lien

If OCA lien source is received for a secondary SSN or on a case
on active PPA which is in CA02 assigned to OCA, case moves
here for review in 6 days, then back to CA02. If the lien
source name contains an *, case moves here for clean-up.

CA10

Issue OCA Lien Bank

If OCA sends bank lien source, cases move to CA10, where
COL222G prints then cases move back to CA02.

CAll

Issue OCA Lien Employer

If OCA sends wage lien source, cases move to CAl11, where
COL220G prints then cases move back to CA02.

CA91

OCA Criteria Met

Cases auto move CAO01 to CA91if not pay in 60 days, not audit
(106 ran) bill, balance >$25, <15 NFs on open bus case. Cases
wait here for the monthly OCA assignment job that runs on
3rd Tues of each month. If conditions described change
before the monthly assignment, case will leave CA91.

CA92

Referred to OCA

Handle outsourcing of cases to OCA (Penn Credit 7/2015).
Auto assignment state. Once assigned case moves to CA02.

CA98

Write-Offs Assigned to OCA

No longer used 7/2015

CA99

Released from OCA

Cases route here if Paid or OCA balance becomes too young;
If OCA id is removed by recall; If OCA return code is "W"
(write off or "R" (return); If NF # for recall is met; If OCA
return code is missing, cases route after 16 days to NW99 for
COL037 letter.

CBO1

Call Business Case

No longer used. Was intended to be used by predictive dial
campaigns.

CB10

Non-filer Only Cases

Entry state for nonfilers sent by AR.

CB20

Contact Non-filer Only

System holding area for non-ELD cases with fewer than 5
ST/WH NFs, fewer than 31 other tax type, estimated value
less than $15,000. If thresholds are exceeded, cases move to
district.

CB30

Out of State Non-filer Only

Collectors review for action if assigned to do so as "project".

CB33

Out St NF Recalled from OCA

Collectors review for action if assigned to do so as "project".

CB35

Out St NF with Sm Balance

Collectors review for action if assigned to do so as "project".

CB40

Issue High Priority NF Letter

No longer used-- AR sends letters.

CB50

Non-filer Cases to Delete

Users move business cases from field inventory here. Cases
will stay even if there are non-ELD tax types. Documentation
on case should reflect user’s intent.
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CB51 NF ELD Cases for Purge Users move business cases from field inventory here. If case
has any non-ELD tax types the case with not stay.
Documentation on case should reflect user’s intent.

CB52 NF Cases audit in Progress Users move business cases from field inventory here if there
is an audit in progress. The case will stay until manually
reclaimed unless a 106 new/open bill exists in which case it
will move PUO1, etc.

CB98 Low Priority NF System holding area for NF only cases not in CB20. Originally
held lower priority NFs such as LT, VA6 identified by STRATA
(no longer used). See CB20 for exit info.

Clo1 Day Call to Individual Case No longer used. Was intended to be used by predictive dial
campaigns.

Clo2 Evening Call to Individual Case | No longer used. Was intended to be used by predictive dial
campaigns.

Clo3 Call Individual Small Balance No longer used. Was intended to be used by predictive dial
campaigns.

CRO1 Criminal Investigations No longer used 7/2015. Unit disbanded holds removed.

CVv99 Conversion Conversion from STARS system.

DX01 District XXXXX New Cases route thru DO01 holding state to DX01 state based on
the district code on the primary demographic screen. Cases
previous with padlock, revocation, bond or CWAR flags are
routed directly here. Cases with more than 15 nonfilers and
open cases >3000 are typically routed.

DX10 District Individual Cases with tax type "I" individual route here from DX01.

DX20 Phone Call Cases can be manually routed by field users to organize cases.

DX30 Field Visit Cases can be manually routed by field users to organize cases.

DX35 Follow-up Action Cases can be manually routed by field users to organize cases
beginning 9/9/15.

DX41 Issue Third Party Lien Cases can be manually routed by field users to organize cases.

DX42 Issue MOL Cases can be manually routed by field users to organize cases.

DX50 Approve District PPA See PPO1.

DX51 Monitor District PPA See PP02.

DX52 Default District PPA See PPO3.

DX53 Monitor PPA-No Introduction | See PP04.

Letter

DX60 Pending Fi Fa Cases can be manually routed by field users to organize cases.

DX61 Execute Legal Action Cases can be manually routed by field users to organize cases.

DX70 Pending Padlock Cases with padlock flag route here from DX01.

DX71 Pending Padlock Hearing Cases can be manually routed by field users to organize cases.

DX72 Monitor Padlock Cases can be manually routed by field users to organize cases.

DX73 Padlock Results No longer used 9/9/15.

DX80 Pending Revocation Cases with revocation flag route here from DX01.

DX81 Pending Revoke Hearing No longer used 9/9/15.

DX82 Monitor Revocation Cases can be manually routed by field users to organize cases.

DX83 Revocation Results No longer used 9/9/15.

DX90 Pending CWAR Cases with criminal warrant flag route here from DX01.

DX91 Prepare and File CWAR No longer used 9/9/15.

DX92 Monitor CWAR Cases can be manually routed by field users to organize cases.
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DX93

Notice to Appear

Cases can be manually routed by field users to organize cases.

DX95

Conversion Action

Cases can be manually routed by field users to organize cases
beginning 9/9/15.

DX97

District 2 Bond Review

Cases can be manually routed by field users to organize cases.

DX98

STOPs Review

If all bills on district case are on stop, case routes here. Cases
return to DX01 if stops are released.

DX99

Automatic District Exit

Cases automatically move here after 6 mo. for review by
Collection Manager unless payments are being received
within 6 months, the case has a CWAR, Padlock, BOND or
REVO flag, or there are significant contact entries that have
reasonable hope of generating payments within 6 months.
Only the significant actions shown in Actions/Debtor Contact
menu in combination with a significant party contacted of
"officer", "primary debtor" or "secondary debtor" hold cases.
The design of district exit is to allow collectors to work cases
according to the district's work plan/priorities and to keep
cases that field reps can't get to in motion. Manger has 10
days to review, direct action, give more time because the
case is worthwhile, and address training needs, before the
case is automatically moved to central office lien or pending
OCA assignment. If lien sources are not found or the case
meets district NF assignment criteria, the case will return to
the district.

HOO01

Small Balance Cases

Case with balance .01 to 24.99 and no nonfilers remain here
until self-cure or balance/NF situation changes.

HO10

Deceased Cases

Cases can be manually routed. Documentation on case
should reflect user’s intent.

HO20

Incarcerated Cases

Cases can be manually routed. Documentation on case
should reflect user’s intent.

HO30

Keep Safe Cases

Cases that are not to be collected for a special reason can be
manually routed. Users should discuss with managers and
review periodically for changes in situation. Documentation
on case should reflect user’s intent.

HO32

Military-Special Handling

Cases that are not to be collected due to TP's military service
can be manually routed. Users should discuss with managers
and review periodically for changes in situation.
Documentation on case should reflect user’s intent.

HO35

Correspondence Approval
Needed

HO39

Field Refer to Central Office

Cases can be manually routed by field agents for collection by
DCU when all field efforts have been exhausted.
Documentation on case should reflect user’s actions/intent.

HO40

Audit Review Tax Policy

Users route cases to this state in order to move to another
state where they intend to pursue further action.

HO50

Federal Agencies

Federal type GF & GO. It is possible for t/p to register as
government in error.

HO51

State Government Agencies

State type GV & GS. It is possible for t/p to register as
government in error.
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HO52

Local Government Agencies

Local type GL. It is possible for t/p to register as government
in error.

HO60

All Bills on STOP

All bills are on stop, balance on cases are zero. No nonfilers.

HO70

Bad Flags on Cases

No longer used

HO77

Negative Balance with NF

No longer used

HO80

Bad Phone Numbers

No longer used

HO81

Bad Asset Source

System holding area for cases in LI03 that have VEC sources,
for either the primary or secondary SSN, that been identified
by management as having issues with our TPL's are auto
routed here. The source is manually end dated and the case
manually routed to LIO1 for attempts against other sources.
Once the issues with our TPL's are resolved, the source
identifier is removed from the workflow routing rules.

HO83

Review Demographic Data

System holding area for cases that come from AR with
demographic of TAXPAYER, No add avail go here for manual
research to find the name and address and resend of
consolidated bill to good address or other needed correction.

HO85

Issue CBill-HO98 Reinstate

Reinstated cases will auto move from various holding states
such as HO98, LI10, BK89 where there may not have been a
consolidated bill in quite some time to HO85 where a
Consolidated Bill will be automatically batch generated by
the system. Then the cases will move into the collection
workflow such as the NW states or lien states.

HO88

Neg. Balance with no NF

No longer used

HOS0

Default

System uses as default. Manual review may be need for
clean ups if cases accumulate here as it would indicate a
workflow issue.

HO9%4

OCA Write-Off Recent Activity

If payment, contact activity, new NF or new debt in last 90
days case moves from HO97 here and then on to HOS8S5 for a
consolidated bill, or NW99 if payment was in last 30 days.

HO95

OCA Write-Off Fails-Business
ELD

System holding area for OCA return cases that
won't/shouldn't write off---at least one bus tax type un-ELD's.
Collectors review for action if assigned as "project".

HO9%6

OCA Write-Off Fails-
Converted

System holding area for OCA return cases routed by workflow
to HO97 that won't/shouldn't write off---relationship with
have to be removed if bills are not valid or case may need to
just stay if valid. Collectors review for action if assigned as
"project".

HO98

Written Off Cases

Cases have a zero balance and closure code of write off.

HO99

Pending Inactive Hold

Case move here from PUO1 before going to INO1 when paid
so they will return as new cases if another bill joins. Cases
with zero balance but open bankruptcy or paid with HOLD
still in place remain here. Once bankruptcy is closed/HOLD
removed, cases go to INO1.

INO1

Inactive and Closed

Holding area for paid cases. Cases here can me manually "set
up" in order to issue a letter, lien release or enter history on
the case. The case moves INO1 to PUO1 so user can take
action, then returns auto to INO1 when nightly batch runs.
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LBO1

Pending 3PL Business

Cases are manually routed here when a promise to pay is
received on a business case assigned to DCU states. They
automatically route here after letter attempts (NW99, etc.),
from district exit states (DX99), from PP03, BK98, and BK97.
Cases recycle from LBO3 for another lien attempt. Lien
sources come from AR in a daily batch job. Cases remain here
for 30 days if payments are not being received then route to:
LBO3 for another lien, LI03 if sole prop for VEC lien attempt,
district if active and >$3,000 or >15 NFs or >5 nonfilers with
small balance, OCA if >525. By design, cases wait here until
eligible to route by the forgoing criteria or some other
condition (HO60, HO01, OCO1, BKO1, etc.) routes them
elsewhere. It is essential that users mark bad lien sources so
that multiple liens will be attempted properly as cases loop as
described.

LBO2

Review 3PL Business

Cases with move that 4 bus locations move LBO1 to LBO2 and
then to District for asset association review and manual lien.

LBO3

Issue 3PL Business

Cases move to LBO3 if not resolved after 30 days in LBO1, an
unused bank source remains, and the balance is >$100. On
the first day, an auto batch, off-line lien COL122G prints, is
signed from a pool of DCU digitized signatures, and is mailed
without user intervention. The lien does not reference any
new, stop or held bills or nonfiler periods. It is in effect for 15
days. If no pays are received in 60 days, cases loop back to
LBO3, or move to LI03, district or OCA as indicated in LBO1
criteria.

LB23

Issue Non Amnesty Bus Lien

Parallel lien machine that can be used for cases with non-
amnesty bills.

LIo1

Pending 3PL Individual

Cases are manually routed here when a promise to pay is
received on an individual case. They automatically route here
if >1,000 or after letter attempts (NW99, etc.), from district
exit states (DX99), from PP03, LI10, BK98, and BK97. Cases
recycle from LI03, LIO4 and LIO5 for multiple lien attempts. It
is essential that users end date bad lien sources so that
multiple liens will be attempted properly as cases loop as
described below. Lien sources for cases in LI01 come from
IRMF in a monthly batch job and are stored for use in
LI04/LI06.

LI02

Review 3PL Individual

Cases route to LI02 from LI01 and HOS85 if >$50K and multi
secondary SSN's.

LIO3

Issue 3PL to Primary VEC

Cases with balance >$100 move to LI03 from: LIO1for lien/re-
lien, LBO1/LBO3 (sole props). Lien sources for the last 3 gtrs.
come from VEC in a batch job run three times a week. If on
the 5th day in LIO3 there is no VEC source, cases auto move
LI04/LI06 for a bank lien attempt or HO81 if source needs
review. On the 6th day an auto batch, off-line COL122G
prints, is signed from a pool of DCU digitized signatures, and
is mailed without user intervention. The source chosen is the
highest wage VEC one without an end date. AR validation
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checks history, payment and worklist databases. The lien
does not reference any new, stop or held bills. Itis in effect
for 30 days. If no pays are received in 60 days, cases loop
back to LIO1 for another lien attempt. It is essential that users
end date bad lien sources so that multiple liens will be
attempted properly.

Lio4

Issue 3PL to Primary IRMF

Cases move in from LIO3 (no VEC). The lien prints on the 3rd
day in LI04 (seeLB03 and LIO3 description). Cases move to:
LI01 for another attempt, LIO5 for manual VEC attempt on
secondary SSN, district office if no more sources and active
sole prop, or OCA if no more sources and no secondary or if
inactive sole prop and no more sources. LI04 is the main exit
from the automated lien process. It is essential that users
"end date" bad VEC and mark "bad" bank lien sources so that
multiple liens will be attempted properly.

LIOS

Issue 3PL Secondary VEC

Cases move from LI04 when there is no source from the
primary, but a secondary SSN exists. VEC sources are
obtained as indicated in LI03 above. If no VEC for secondary
exists, the case will move to LIO6 for a bank attempt on the
secondary or to OCA. Any liens placed are done on-line.

LIO6

Issue 3PL Secondary IRMF

Cases move from LIO5 when there is no VEC source for the
secondary SSN and from LIO3 if a bank source exists for the
secondary or to OCA if not. Any liens placed are done on-line.

LIo7

Issue 3PL VEC Reinstate

If automated search finds current VEC asset on case in HO98
it is reinstated, moved to HO85 for consolidated bill, then to
LIO7 for employer lien after 60 days. If no pay in 120 days,
moves back to HO97 for auto write off.
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LIO8

Issue 3PL IRMF Reinstate

If automated search finds current IRMF asset on case in HO98
it is reinstated, moved to HO85 for consolidated bill, then to
LIO8 for bank lien after 60 days. If no pay in 120 days, moves
back to HO97 for auto write off.

LI10

CS7/PPA for Lien

Cases in DCU states are manually routed here if a CS7
hardship arrangement exists with the employer. Cases with a
balance of >5100 are routed back to LIO1 for another lien if
payments are not received in 60 days. This does not apply to
cases that have converted 129 bills because the accounting
entry for them can be ABMT rather than PYMT depending on
which side the money is applied. Manual review for failure to
pay will be needed for converted bill cases. Cases between
$25 and $100 remain here until a balance change causes
routing to HOO1 or LIO1.

LI15

Issue 3PL Release

Cases move from LI10 here when the "collectible" balance is
zero or less (means we can release the lien if open bills are
paid, but new or stops could exist). Manual releases are
faxed/mailed to prevent employer from continuing to
withhold and remit payments on paid cases. Manual review
will be need to handle any new/stop bills left after a release.

LI23

Issue Non-Amnesty Individual
Wage

Parallel lien machine that can be used for cases with non-
amnesty bills.

LI24

Issue Non-Amnesty Individual
Bank

Parallel lien machine that can be used for cases with non-
amnesty bills.

MLO2

Issue MOL

Originally cases auto moved to MLO2 from MLO1 instead of to
HO97 for auto MOL (COL119G) on 1st day in state. Auto MOL
process is disabled due to various problems with courts.

MLO3

Manage MOL

Originally cases auto moved ML0O3 from MLO2 after the auto
MOL was sent and waited here for the docket info to be
entered. Once entered, cases auto moved HO97 for write-
off. Auto MOL process is disabled due to various problems
with courts.

MLO4

Get Page/Docket Info

Cases move here from everywhere if balance is zero and MOL
is active, but no docket information is available. Once it is
entered, cases auto move MLO5 for auto release.

MLO5

Issue MOL Release

Cases move here from everywhere if balance is zero and MOL
is active and docket information is available. MOL is auto
released (COL125G) on 1st day is state. If another open MOL
exists cases cycle back to ML04, then back to MLO5 until all
MOL's are auto released before case moves to INO1
inactive/paid state.

NWO01

New Open Case

When bill ages from new to open, case routes from PUO1 to
NWO1. NWO01 is most typical area where consolidated bill is
issued. Cases wait here 16 days before moving, typically to
NW99.

NWO03

Issue Medium Risk Letter

No longer used

NWO04

Issue Low Risk Letter

No longer used

NWO5

Issue Out of State Letter

No longer used
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NW99

Issue No Contact Made Letter

After 16 days in NWO01, cases route NW99. Cases with
balance >1000 are fast-tracked to LBO1/LIO1 since
consolidated bill was typically just issued and amount is
typically within lien threshold. Cases with 100 to 999 balance
remain 31 days and receive a COL037 general contact letter
before moving into lien stage.

0oco1

Pending Offer in Comp

If a DT2000 date is present or stop for OIC exists, cases move
here from everywhere but Bankruptcy and Criminal states.
Cases remain here unless paid, written-off, Bankruptcy or
Criminal flag added. If both stops and DT2000 date removed
and balance <S$25 cases move to HOO1 auto. If PPA is set up
cases move auto to OC02 (thru PPO1 first if approval
required). General: PPA's in OC states can be set 120 days in
advance. Once OIC is complete, user removes both stops and
DT2000 key activity date and manually routes the case. Offer
cases assigned to OCA that go bankrupt move from the OC
states to CA99 to be recalled from the OCA then to BK81 and
TCS assignment. Note: 7/2015 DT2000 date is almost
obsolete.

0Co2

Approve/Monitor OIC

Cases auto move here from OC01 and OCO3 if PPA approved
on case with OIC stop. If approval needed, case routes PP01
then back to OC02 once approved. If PPA is broken and/or
there are no pays in 60 days, case auto moves OC03. All OIC
PPA's will break by design.

0co3

Check for Compliance

If PPA is broken and/or there are no pays in 60 days, cases
auto move OCO03. All OIC PPA's will break by design so
manual cleanup to reflect the OIC terms can be done. If
broken PPA is reset, case auto moves back to OC02.

0co4

Review Old DT2000 Date

If case reopens with DT2000 date, case moves from PUO1
here for review. Date is reviewed. If bad, it is removed and
case manually routed PUO1; if good, it is revised as needed
and case manually routed OCO1. Note: 7/2015 DT2000 date is
almost obsolete.

PPO1

PPA Approval Needed

Central office PPA's "pending" supervisory approval move
here. District cases move to appropriate district's pending
state (DX50). Approval Rules: Central >26 month/S50k; Field
Rep >26 month/$100k; Sup/TL 99mo/maxS. If final pay is <$5
case moves here. If not approved before 1st COL093 is due, it
will go anyway so approvals/denials need to be done timely.
Once the PPA is approved the case moves to PP02 or DX51,
unless the approval is for a case on stop for OIC, in which case
it moves to OCO2.
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PPO2

Monitor PPA

Central office Active/ Approved PPA's generally move here;
District's move DX51. This is also true if Teleplan set up the
PPA. PPA's on cases in Criminal Investigation, Bankrupt, OIC,
and OCA areas can exist outside PP02. On 1st day in
PP02/DX51, COL103 PPA Intro letter is auto sent. PPA
reminder/voucher COL093 is auto sent by a batch process 14
days before each due date. If PPA does not come to
PP02/DX51, no intro letter will go, but COL093 will. Change
was made 9/03 to send COL093 even if TP pays ahead. Ifa
PPAis "broken" (pay 60 days overdue) the case moves to PP03
or DX52.

PPO3

Defaulted PPA

If central office PPA is "broken" case moves here. An
automated letter (COL031) is sent 10 days after case enters
PP0O3. If PPA is re-established, case auto moves back to PP02.
If no pays are received in 15 days, case moves to lien pending
(L101 or LBO1) where case waits another 30 days before lien is
attempted. If district PPA is "broken" case moves DX52. There
is no auto default letter at DX52; field rep decides best action
on case. Broken rules: new bill not on the PPA moves open;
bankruptcy filed; bad check; nonfiler joins case, pay >60 days
late, or underpay (<99% of amount due).

PPO4

Monitor PPA-No Intro Letter

Holding area for cases put on PPA in CAO2 or in a BK state for
example after Bankruptcy was discharged/dismissed so intro
letter COL103 would not go and confuse TP on previously
established PPA. If PPA is "broken" case moves PP03.

PUO1

New Case Early Purge

CACSG from AR initial entry state. Cases remain until bill
moves from new to open, typically after 30 days from
assessment date.

ROO1

Pending Responsible Officer
Conversion

Cases may be manually routed to ROO1. If all bills are
converted cases move auto to R099. If there is a mix of
converted and non-converted, case will move RO98.

RO02

Create Responsible Officer
Conversion

Used to move cases manually routed to RO01 to either RO98
or RO99.

RO96

Individual Conversion -Do
Not Collect

Individual side of conversion cases can be manually routed
(generally by field) to protect them from collection. Example
is business is still open/bills converted to officer(s) as
precaution.

RO97

Business Out Statute - Do
Not Collect

Business cases can be manually routed (generally by field) to
remove from inventory when the bills are too old to convert,
but for some reason the case cannot be written off or
discharged.

RO98

Business Partial Conversion

Business cases with mix of converted and non-converted bills
will move here. They will remain if no new bill, new nonfilers
or new payments are reflected on the case. If they are, the
case will return to active collection state.
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RO99 Business Conversion Hold | Business converted cases move here auto if all bills converted,
no NF's, all tax types ELD, not OCA, BK, CR and not CWAR,
REVO, PDPL, OIC, Hold, Lien or PPA. Cases routed manually to
RO01/R0O02 as above will enter RO99 and remain even if the
was a field CWAR, REVO, etc.
SK01 Verizon Phone Match No longer used
SK02 Skip Trace for Phone No longer used
TRO1 Treasurer Pending Temp use states for Treasurer Pilot project
Assignment
TRO2 TREASURER ASSIGNED as | Temp use states for Treasurer Pilot project
OCA
TRO9 Treasurer Lien Review Temp use states for Treasurer Pilot project
TR10 Treasurer Lien Bank Temp use states for Treasurer Pilot project
TR11 Treasurer Lien Employer Temp use states for Treasurer Pilot project
TR30 TREASURER-Keep Safe Temp use states for Treasurer Pilot project
Cases
TRI1 Treasurer Criteria Met Temp use states for Treasurer Pilot project
TR92 Treasurer Referral as OCA | Temp use states for Treasurer Pilot project
TR93 Treasurer Control Holding | Temp use states for Treasurer Pilot project
TR99 Treasurer Released as Temp use states for Treasurer Pilot project

OCA
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Chapter 3

Taxpayer Contact

The first step of the collections process is attempting to establish contact with the taxpayer. There are
several methods of contact available to Field Agents including phone calls, secure emails, correspondence,
and field visits. Anytime a taxpayer’s account is accessed in CACSG, the account must be documented using
the correct icon or the menu bar option of Actions/Debtor Contact. Comments should be entered that
outlines the reason for accessing the account.

Phone calls are generally the preferred method of initial contact with a taxpayer. Phone contact can be
initiated by the Field Agent or by the customer. All customer contact should be conducted in a professional
manner and confidentiality of customer records must be maintained.

Use of personal cell phones are strictly prohibited for any official tax business. All communication with
taxpayers is to be conducted using state issued email, secure messaging and state issued devices. The use
of personal emails, personal phones and personal fax are prohibited.

A violation of this policy is an agency disclosure violation and will be subject to the disciplinary actions
associated with this violation. No exceptions will be tolerated.

Incoming Telephone Calls
Field Agents receive incoming calls from many sources including taxpayers, accountants, attorneys, local
officials, and other state agencies, etc. Calls relating to issues other than collections and/or related to
accounts not assigned to the Field Agent should be referred to the proper unit/department for resolution.

When receiving a phone call the Field Agent must take steps to identify the caller as the taxpayer or a
person with authority to discuss/receive confidential tax information for the taxpayer. To assist in
identification account specific information such as the name of the business, address, phone number,
account balance/delinquent periods, Virginia tax account number, FEIN, SSN, etc. should be requested. If
identity cannot be positively established the Field Agent cannot release/discuss confidential tax information
by phone. If the caller indicates they have the authority to discuss the taxpayer’s tax account the account
should be reviewed for a power of attorney or a request must be made for a power of attorney from the
caller, see Address Updates Guidelines below.

Guidelines for resolving an account by phone listed under outgoing phone calls should
be followed for incoming phone calls. All incoming phone calls should be documented
in CACSG using the incoming call icon or the menu bar option of Actions/Debtor
Contact. Comments should be entered that outline the results of the phone call.

Outgoing Telephone Calls

Outgoing phone calls are initiated by the Field Agent and are usually the first method of contact with a
taxpayer. The objective of an outgoing phone call is to resolve the account without additional contact or
collection action. Accounts assigned to Field Agents may have had prior call attempts that have not resulted
in resolution or there is no phone number listed for the account.
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Not all outgoing calls made by Field Agents are initial contacts. During the course of resolving an account it
may be necessary to make several phone calls to the taxpayer. However, collection activity should not be
limited to phone calls. If phone calls do not produce results within a reasonable period of time the Field
Agent MUST move on to the next step in the collections process.

Prior to making a phone call the Field Agent should review the account to become familiar with the current
or updated status of the account.

The following is a list of areas that should be reviewed prior to contacting a taxpayer regarding a delinquent
account:

e History: Review the account history in CACSG and AR.

e Account Balance: Review the account balance in AR and determine if assessments are from
returns, an audit, estimated assessments, etc.

e Returns: Review return filing status in AR to determine if all returns are filed to date.

e Registration/Customer Profile: Review the tax registration and customer profile information to
determine if business is currently operating or closed, to find the primary contact for the account,
and the preferred method of contact.

e Establish a contact phone number: If there is a phone number listed for the taxpayer review
history for previous contact results. Review the customer profile and tax account contact in AR and
CACSG demographic information for a contact person and preferred method of contact. If there is
no phone number listed, the Field Agent should search for a phone number. The following are
some sources available for finding phone numbers:

o Directory Assistance

o LexisNexis Accurint

o Internet Directory Assistance, internet information sites, and business websites

o Cross-reference to sole proprietor, officer, or partner tax roll/customer profile information
for home phone numbers or phone numbers of other businesses owned by taxpayer.

o Reviewing returns and correspondence from eFormes, ifile viewer, and Image Retrieval for
phone number information.

When phone contact is made, the Field Agent must identify themselves and establish that the person
contacted is the taxpayer or has authorization to discuss the account. Prior research of the account will
identify any powers of attorney on file and anyone other than the taxpayer that is authorized to discuss the
account. Ask account specific questions such as the business name and address, the type of activity
conducted by the business, account number, FEIN or SSN to establish identity.

Once identity has been established the Field Agent should clearly state the purpose of the call and request
the information and/or payment needed to resolve the account. The following are guidelines for account
resolution by phone:
e Establish if the business is still operating and if there are any changes such as address, changes in
corporate officers, partners, or owners.
e State the balance due, delinquent tax types, and provide a list of all returns that have not been
filed.
e Request full payment and taxpayer to file all missing returns.
e Establish time frames if full payment and all returns cannot be provided immediately (e.g., all
returns to be filed within five days and full payment to be received within ten days).
e Explain consequences for failure to comply with the request for payment, returns, or information.
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e Document the results of the phone contact in CACSG using the outgoing call icon or by the menu
bar option of Actions/Debtor Contact. Enter comments in history outlining the phone contact to
include the phone number, with whom you made contact, details of the conversation, and when
information or payment is to be received, etc.

Not all outgoing calls result in contact with the taxpayer. The results of failed phone contact attempts can
be categorized as no answer, busy, phone disconnected, or left message to call on voice mail or with
employee, spouse, etc. If attempts to make contact by phone continue to be non-productive, the Field
Agent should cease this method of attempting contact and move to the next step in the collections process.

Address Updates

Field Agents cannot change any type of address in AR unless the Field Agent is performing skip tracing and a
new address is located. In which case, the Field Agent would need to copy and paste the new address
from the skip trace source into the CACSG notes. You can copy and paste one of the following ways:
e Simultaneously hit CTL “C” to copy in Accurint, Clear, VEC, DMV etc. and then CTL “V” to paste to
notes screen in CASCG;
e Copy by highlighting the new address and then pasting into CACSG; if you are unable to use copy
and paste to CACSG then;
e Take a screen-print, add the screen-print to a Word document then send document to be
backscanned.

If the taxpayer makes the Field Agent aware of a new address the Field Agent would inform the taxpayer on
how to change their address on our website, www.tax.virginia.gov, complete an R-3 or recommend that the
taxpayer contact or fax Customer Service and have them update their address.

Instructions for Updating Address on iFile:
o Click “Log-In” at the top right corner [y
e Select Business Account purces

O Login v

Don't have an individual account?
Sign up now

O

Don't have a business account?
Sign up now

e Enter iFile Login (select Tax)



http://www.tax.virginia.gov/

iFile Login

Account Type @ TAX O VEGC?

Account# 123456789 @

Forgot my TAX Account #
Forgot my VEC Account #
User ID

Forgot my User ID

Passuord ”

Forgot my Password

e This brings you to your home page on iFile

Business iFile

Important Notices

= Visit Coronavirus Updates
= New Local Tax Information for Halifax County is effective July 1. 2020. Read more at Tax Bulletin 20-6
= Sales tax increase in central Virginia: Beginning Oct. 1, the sales tax will increase to 6% in several loc:

Welcome i
File and/or Pay Tax Returns and Payments FEIN .
File/Pay Retail Sales and Use Tax Primary Business Address Edit @

Make a Bill Payment and Review Bill History
Create or Manage a Payment Plan
Make a Return Payment using Web Payments Primary Mailing Address Edit ¢

Update Your Business Profile

Update Addresses i

Update Contact Informafiln Primary Contact Edit G
Update Responsible Parties

Add a Business | ocation

Close Your Business

End Liability for a Tax Account

Add a new Tax Type to Existing Account

Manage Your Account

User Maintenance

Update Bank Account

Assign a Tax Preparer

Tax Preparer Maintenance

Change My Password

Update My Email Address

Link My Tax Account to a VEC Account

Print a copy of your Sales Tax Certificate (ST-4'
Send or Receive a Secure Email

Update Marketplace Facilitator

Virginia Sales and Use Tax Dealer Lookup

e You can click on “Edit” by the address, which needs to be updated on the right or click on “Update
Addresses” under the second header “Update Your Business Profile”. Here the taxpayer can update
their Primary, Physical, Primary Mailing or Tax Mailing addresses.
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Update Address(es)

Legal Business Name FEIN

Select Address to Change: |7
Type of Address Address

] Primary Business Address
PORTSMOUTH. VA 23701-1030

[ Primary mailing Address
PORTSMOUTH, VA 23701-1030

['] sales and Use Tax Physical Address
10- F-001 PORTSMOUTH, VA 23702-2310

[ sales and Use Tax Mailing Address
10- F-001 PORTSMOUTH, VA 23701-1030

Return to Home Page

Customer Service Contact Information:
e Customer Service: 804-367-8037
e Customer Service Fax: 804-254-6111

If a new address is discovered during the course of a field visit or padlock hearing, the Field Agent should
have the taxpayer complete an R-3 form, which the Field Agent can provide, or instruct the taxpayer on
how to update their address on iFile. The Field Agent should send the R-3 to Registration or Customer
Service for the account address to be updated. Field Agent should mark their calendar to follow up after 14
days to make sure the information has been updated.

Business Location Update:

If the taxpayer upon registration did not enter the business location, the Field Agent can add the business
location ONLY if it is confirmed by another source such as CLEAR, Accurint, etc. In which case, the Field
Agent would need to copy and paste the new address from the skip trace source into the CACSG notes.
See above for ways to copy and paste into CACSG.

How to Correct an Account in the Wrong District:

If there is an account, which is listed in the incorrect district in CACSG the field agent can correct the district
by changing the zip code ONLY to another zip code, save then enter the correct zip code back on the
account. This process will update the district on the account to the correct district. Account must be
notated in AR and CACSG for the reason of the change. You can contact your Supervisor or Manager if you
need assistance with this.

FAQ’s:

QUESTION: | am in the field and the taxpayer gives me a change of address, can | update it when | return to
the office?

ANSWER: No, you must give the taxpayer an R-3 or advise them to go into their iFile account and update it
using the steps above or they can call customer service.
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QUESTION: The suite number was left off the address can | update it?
ANSWER: No, you must give the taxpayer an R-3 or advise them to go into their iFile account and update it
using the steps above or they can call customer service.

QUESTION: | am doing skip tracing on an account and | locate a new address for the taxpayer’s business.
Can | update it?

ANSWER: Yes, you can update the address to the new one however; you must copy and paste the new
address from the skip trace source into the CACSG notes by using one of the above methods.

QUESTION: | have an old sales tax account where | need to enter a zero return in order to close the
account out. The business location is not listed so | am unable to enter the return. Can | enter the business
location?

ANSWER: Yes, you can update the business location however; you must copy and paste the new address
from the skip trace source into the CACSG notes by using one of the methods mentioned above.

Incoming Correspondence

Field Agents receive incoming correspondence via faxes and secure emails from various sources including
taxpayers, accountants, financial institutions, attorneys, local officials, etc. Incoming correspondence
includes imaged letters, notices, faxes, secure emails and returns. Correspondence and/or faxes not
intended for the Field Agent should be forwarded to the appropriate department or unit (e.g., Customer
Service, Bankruptcy, Offer in Compromise, etc.) or referred to a Supervisor.

Incoming correspondence and/or faxes should be properly maintained to protect confidential tax
information. The sender must be identified as the taxpayer or a person authorized to receive the taxpayer’s
confidential tax information before a response can be initiated. The Field Agent must review, process, and
respond to the incoming correspondence within seven (7) days.

Incoming correspondence and/or faxes must be documented in CACSG. In some instances, the Field Agent
may wish to send the correspondence and/or faxes to Central Office for back scanning. The document can
be back scanned so that an image is captured and electronically archived for future reference. The Field
Agent and/or Supervisor determines which documents need to be backscanned and which can be
destroyed.

Field Agents should check their activities in Siebel daily for any correspondence which may be assigned to
them and conclude the activity within seven (7) days. In addition, if Field Agents resolve correspondence
(INFORMATION RECEIVED) associated with an account they are working the Field Agent needs to check
Siebel to make sure the correspondence is marked “DONE”".

History:

Indicators | Date Time |Ac’livity | State | Date | User Name Letter | Descriptor
e} 04/01/21 0912 History Text Lio4

. T _
] - mgLa miis Gank Lien

03101/21 17:36 Credit Adjustment LI04 IntOffsetAppl

e Once the correspondence is completed, go to Siebel and open the account.
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Customer

Q CACSG | AR - Customer Profile

]
ﬁ Name:,

ssSN/FEIN| Enter FEIN/SSN

Fhone #;

e Go to Activities and double click on Correspondence.
Activities =3

ue Activity Type Destination Category Createdaw Receive Date Customer #/ CC# Audit Case Status
I Correspondence - |. Collections Lien Source 3/19/2021 04:31:02..3/18/2021 12:00:00.. Mot Started I
Call - nd Collections Lien Source 3/8/2021 02:30:00. Done
AR Corresnondence /412021 073734 None

e You will get the following screen:

Activity <=3

Activity Type:./Correspondence - Inbound hd
__ |lmage Received
Description;|
r —_—
Customer ‘ Y ‘ Category] Lien Source hd
SSN/FEIN ¢Stmus Not Started |V
Priority v Due: =
Assigned To = $ Image Key:

Destination;| Collections A Rescan Reason v
Received Date|3/18/2021 12:00:00 Out Of Order Reason v

Rescanl ]

e Once the correspondence has been completed you should copy the Image Key number and paste
into CACSG with note stating the correspondence has been completed, with a brief description of
what was done.

e Change Status to “DONE".

Outgoing Correspondence

A common method of communication with taxpayers is outgoing correspondence. Outgoing
correspondence includes letters, notices, faxes, secure emails, liens, legal notices, forms, faxes, requests for
information, etc. AR, SIEBEL and CACSG contain correspondence modules. Correspondence and/or faxes
can be system generated or manually issued by a Field Agent, DCU Collector, Customer Services
Representative, or Auditor.

Field Agents send correspondence, send secure emails, and/or faxes to various sources including taxpayers,
accountants, attorneys, financial institutions, employers, and courts. Field Agents often use outgoing
correspondence and/or faxes to resolve accounts that have not been resolved by phone contact. Steps
must be taken to insure that correspondence, secure emails, and/or faxes are being issued to the taxpayer
or a person authorized to receive the taxpayer’s confidential tax information.

Most collection correspondence issued by Field Agents are generated from CACSG. Templates have been

established in CACSG for issuing various types of collection notices and legal actions. Field Agents generate
CACSG correspondence by opening a case and selecting the Initiate Correspondence and/or Initiate Legal
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Actions icons. CACSG correspondence usually requires the Field Agent to enter only a minimum amount of
information in specified fields. The types of correspondence available to a Field Agent are determined by
the current CACSG work state of an account and/or the user’s level of authority. Some CACSG letters
require Supervisor approval. Exhibit 3a is a complete listing of CACSG letters.

When correspondence is generated through CACSG and/or AR, the action is automatically documented in
taxpayer history. The correspondence can be viewed and reprinted if needed by going through outbound
correspondence history in AR or by selecting the correspondence in CACSG History and selecting History,

Correspondence View.

If a letter must be generated in Word, the official Virginia Tax letterhead must be used (see example
below). All efforts must be used to create the letter in Word and then copy over to the “Free-Format”
letter in CACSG so there is documentation of letter. If letter has to be manually processed, a copy of it must
be sent to backscan (Chapter 17, Calendars and Miscellaneous Policies). Field Agent should ensure all
written and oral communications are consistently tactful, courteous and professional. Your Supervisor can
order official Virginia Tax letterhead using control # 9900750.

COMMONWEALTH of VIRGINIA

Department of Taxation

Email Documentation

Any emails received from a taxpayer or sent to the taxpayer by the Field Agent must be documented in
CACSG as an inbound or outbound call. Under the descriptor enter INBOUND EMAIL or OUTBOUND EMAIL.
Entering the email details will allow the information to cross over to AR during the nightly run.

Outbound Inbound

= @@ tﬂﬂ)@

Incoming Call -
graphicy arty Ci Primary Debtor .. Pla
Descriptd: INBOUND EMAIL
History Text Control Das: Dlan EET Denrm To Fl
Outgoing Call -~"""" =777 ""°"

Demographic: || . | Party Contacted: Primary Debtor |.. | Place Other - See Histc ..
ey Descriptal: OUTBOUND EMAIL
Copy and Paste email here. .
History Text Control Pay Plan EFT Prom To File

~|  Add =

< Copy and Paste outbound email here! , Cancel
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Exhibit 3a — Listing of CACSG Letters

LETTER ID TEMPLATE DESCRIPTION LETTER ID TEMPLATE DESCRIPTION
COoLoo1 Free Format Letter COL05S Criminal Warning - 5 Day Certified
CoLooz Third Party Lien Release COL0S6 Memorandum of Lien Vacate
CoLoo3 Third Party Lien Follow-up COoLos7 Memorandum of Lien Partial Vacate
COLD0S Maotice of Intent to File MOL (10 Day Letter) JCOLOSS Memorandum of Lien Subordination
Offline
COLD06 Notice of Intent to File MOL (10 Day Letter) JCOLOGO MOL-Affidavit of Partial Release
Online
COLDo03 MNotice of Personal Responsibility COLoG2 Request for Postal Information
COLDOBA |Motice of Personal Responsibility-Hearing  JCOLOB3 Padlock Hearing Motice (PL-1)
COLo09 Request for Writ of Fl FA - Interrogatory COoLoe4 Padlock Order of Padlock and Motice of Distraint
COoL010 Request for Fl FA Levy COLoaS Padlock and Revocation Hearing Notice (PL-3)
CoLo11 Request for Fl FA Levy-5Special Request COL0BR Padlock General Provisions (PL-1 & PL3 Attachment)
coLoi2 Revocation of Registration COLOGT CWAR - Criminal Complaint {DC-311)
coLoi3 Part Pay Denied - Missing Returns COLOBR CWAR - Request for Witness Subpoena (DC-325)
CcoLoi4 Request for Information on Deceased COL0ES CWAR - Plea Agreement
COoLo15s Pre-Revocation Warning CoLo71 CWAR - Affidavit to Confirm Non-Filer
COoLo16 Revocation Hearing COoLo72 CWAR - Affidavit to Confirm Unpaid Tax
COLD18 Assessment Explanation COLO73 CWAR - Motion for Show Cause (DC-635)
COoLo1% MOL Prior to PPA coLo74 CWAR - Court Order Satisfied
coLo21 MNotice to Appear in Lieu of Summons COLO77 ludgment Lien Release (Suit Cards)
CoLoz23 Request for Sales Tax Bond or Surety COLos0 summaons for Operating without a Sales Tax Certific
CcoLo24 Decedent's Request CoLoel Receipt for Hand Delivered Mail
COLD28 Confirmation of MOL Release COLD82 Subpoena Duces Tecum
CoLoz9 Part Pay Denied-Full Payment Requested coLos4 Bankruptcy Mon-Filer
COL030  |Judgment Payoff COL0ES Bankruptcy Disposition Inquiry
CoLo31 Part Pay Default COL08R Bankruptcy Intent to File Dismiss Motion
coLo32 Part Pay Denied - Income Tax Non-Filer COLOE7 Bankruptcy Dismissal/Discharge
COL035 Part Pay Pending Default COLOB7A [Bankruptcy Dismissal - Offline
COoL036 Perzonal Responzibility Questionaire COLOBE Bankruptcy Request for Plan of Arrangement
CoLo37 Legal Action Pending - Offline COoLoag Bankruptcy Responsible Person Assessments
COLO38 Third Party Lien - Wage - Online - Source coLoso Responsible Person Asszessment Abatement
COLO38A |Third Party Lien - Wage - Online - TP CcoLoal Bankruptcy - Withdrawl of Claim
COoLo39 Third Party Lien - Bank - Online - Source CcoLoaz Bankruptcy Proof of Claim - Online
COLO39A |Third Party Lien - Bank - Online - TP CoLogs Part Pay Monthly Reminder/Coupon
COLD40  |Vacate to Name Only CoLo9d Statement of Personal Responsibility
CoLo43 Fax Cover Letter COLo95 Revocation Hearing Rejection
COLD44  |Third Party Lien Adjustment COL096 Lien Search Report-Liens not Found
COoLD4s Offer In Compromise - Reqt For Addl Info COL096A |Lien Search Report-Liens Found
COoLD46 Offer in Compromise Received coLoa7 Padlock Hearing Rejection Letter
COoLo47 Offer In Compromise rec'd with money COL0S7PH [Padlock Phone Hearing Rejection Letter
COLD48 Offer in Compromize-Restricted Check COLOg9g Financial Questionaire-Business
COLOs0 Padlock Hearing Agreement CoLo9g Financial Questionaire-Individual
COLO50PH |Padlock Phone Hearing Agreement COLDAAL |Authorized Agent - with Assessment Explanation
CoLos1 Padlock Failure to Comply COL0OAAZ  |Authorized Agent - with NO Assessment Explanation
COLo52 Revocation Hearing Agreement Letter COLOAAS |Authorized Agent with Non Filed Tax Detail
COL0s3 Revocation Failure to Comply COLOAAL  |Authorized Agent with TOP Detail
CoLos4 Request for Corporate Information-5CC COLOAAS  |Authorized Agent - Debt Assessment Only
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LETTER ID TEMPLATE DESCRIPTION LETTER ID TEMPLATE DESCRIPTION
COLOAAE |Authorized Agent - US Treasury Vendor CcoL20z MOL Release - To T/P - Offline
Offset
COLOAAT |Authorized Agent - Vendor Offzet Notice CcoL203 MOL Release - To T/P - Online
COLDAAS |Authorized Agent - Vendor Offset W /O COoL205 MOL - Te Court - Online
Notice
COL100 Expedite Form COL206 MOL - To Court - Offline
CcoLio1 MNon-Filer Only-Business Tax - Offline coL2o7 MOL - Ta T/P - Online
coLio2 Non-Filer- Online CoLz08 MOL - To T/P - Offline
COL103 Part Pay 1st Letter - Intro CcoL21z Part Pay -Request for Add'| Info-Individual
coLio4 Consclidated Notice - Online CoL213 Part Pay -Request for Add'| Info-Business
COL105 Bankruptcy - Confirmed Plan - missing coLzi4a Part Pay Interim Letter -Voucher Inserts
payment
COL106 Part Pay Denied - Non-Filer CoLz20 Third Party Lien-OCA-Wage-5ource-offline
CoL107 Consclidated Notice - Offline COoL221 Third Party Lien -OCA-Wage-Offline-TP
COL108 Padlock Failure to Comply (No Show) CcoL222 Third Party Lien-OCA-Bank-Offline-5ource
COoL109 MNotice of Estimated Perzconal Liability COL223 Third Party Lien-OCA-Bank-Offline-TP
COoL110 Revocation Failure to Comply (No Show) coLz24 Bankruptcy Proof of Claim 2 - Online
CoLi11 Padlock Process Closure (WULL) COL230 PPABill Motice
CcoLi12 Revocation Process Closure (NULL) CcoL23l PPA Mew Bill Motice - Busn
CoL113 MOL Process Clozure (MULL) CcoL23z PPA Web Notification
CcoL1i4 CWAR Process Closure (NULL) COL233 PPA Web Notification - Busn
COL118 Third Party Lien Release - C57 Auto Thank coLz34 Legal Action Pending - Online
You
CoL119 Third Party Lien Release - C57 Manual CoL23s Part Pay Arrangement - Final Pmt Due
COL120  |Third Party Lien - Wage - Offline - Source COLATAC2 |Attachment - Detailed Stmnt of Liabilities - Onlin
CcoL121 Third Party Lien - Wage - Offline - TP COLATTAS |Attacht - Det. Stmnt of Liabilities - Offln - Padl
coLi22 Third Party Lien - Bank - Offline - Source COLATTAC |Attachment - Detailed Stmnt of Liabilities - Offln
CoL123 Third Party Lien - Bank - Offline - TP COLPEN1 [Small Busn Penalty Waiver
COL123 MOL Cover Letter - To Court - Online COLTOPL [TOP Certified Letter
CoL129 Bankruptcy Proof of Claim - Offline COLTOPZ |Treasury Vendor Offset
coLi3i Bankruptcy Amended POC- online COLTOP3 |Vendor Offset Notification
COoL132 Bankrupcy Administrative POC-online COWWCHRL (Third Party Lien Voucher
COL200 MOL Release - To Court - Offline COVER Cover Sheet used for some documents
CoL201 MOL Release - To Court - Online COVERLG |Cover Sheet for some documents - Legal size
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Exhibit 3b — Required Phone Verification
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Exhibit 3b — Required Phone Verification - Continued
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Chapter 4

Field Visits, Meetings, and Incidents with Taxpayers

Field Agents should typically hold meetings at the taxpayer’s place of business. Field Agents should not
conduct meetings with taxpayers in their homes. The Field Agent or Supervisor must look for alternative
locations to conduct meetings. The safety of all Field Agents is priority with Virginia Tax. The Field Itinerary
must be completed at the beginning of each week of planned field visits and submitted to the Supervisor
for approval, Exhibit 4a.

Field Visit or Meeting Preparation
To minimize cost, the Field Agent should check if a fleet vehicle is available for use. The Field Agent should
review the account in AR and CACSG then make a history notation stating account was reviewed for field
visit. There is a maximum of two field visits per business to be made within a six (6) month period without
prior supervisory approval. Field Agent should print out the following for the field visit:

e Business Name and t/a name

e Business Location

e Responsible Officers Name

e Account Balance

e Nonfilers for all tax types

A Field Itinerary should be prepared in Google Sheets with the required taxpayer information. Instructions
for downloading the Google Sheets app and how to complete the itinerary are listed below in Exhibit 4b. A
Statement of Expectations must be given anytime there is face to face contact with the taxpayer or their
legal representative, Exhibit 4c. If you have not previously met with the taxpayer/responsible officer you
should request to see some sort of identification and notate the itinerary with the type of identification
seen. Field Agents will be given labels with the Department of Taxation, P O Box 1775, Richmond, VA 23218
address. These labels will be attached to envelopes and provided to taxpayers seen in the field as an option
to mail in payments and or returns.

Post Field Visit or Meeting

The Field Itinerary must be completed as soon and safely after the field visit as possible. The Field Itinerary
is updated in real time. The Field Agent should document the events of the visit to include but not limited

to date, location, with whom you made contact, any promises or demands
! yP TE> =[S

made, and any other pertinent information related to the visit. Agent should
also notate if a Statement of Expectations was given to the taxpayer. If the
taxpayer refuses the Statement of Expectations, the Field Agent must

document the refusal in CACSG. These notes can be copied from the Field Itinerary into CACSG using the
field visit icon. The details of the visit with the taxpayer should be documented in CACSG within 24 hours.
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Field Safety

A Field Agent should NEVER visit a taxpayer if they have a concern for their safety. If the area is a known

area to have issues then it should be avoided or two Field Agents should go
@ @ together.

When going into the field you should be aware of your surroundings and watch for
any suspicious activity. Park your vehicle where you can make a quick exit if
needed.

iPhones

All Field Agents are provided an iPhone which is to be used for official tax business only. iPhones are to be
used for business purposes during business hours. Care should be taken to adequately secure iPhones being
used in the field and at home. Never leave an iPhone unattended in a car. Lost or stolen iPhones are to be
reported immediately to your Supervisor and the proper authorities. There should be no expectation of
privacy on a tax issued mobile device. Internal audit or management can request your cell phone to review
calls, search, and all usage history at any time.

e Field Agents are responsible for making sure the most recent setting updates are installed on their
iPhone. Updates must be done within two days of receiving notification.

e For safety and security purposes, field agents are required to enable location sharing with their
supervisors and they are required to take the phone with them in the field. Location sharing also
enables the device to be easily located in the event it is misplaced.

Note: Cell phones are specifically for work purposes away from your office or home. The VOIP
phones should be the primary means of communication with taxpayers. Your supervisor should
be made aware immediately of any ongoing issues that prevent staff from using their VOIP
phone as the primary method of communication while in office.

Acceptable use of iPhone during field work:

e Contacting a supervisor, senior or another agent for questions or help with an account.

e Reporting a situation such as a threatening taxpayer or a vehicle accident/incident.

e If needed prior to entering a business (i.e. a business sign that states to call to be let in).

e Updating itinerary, using Google maps, and checking Virginia Tax email.

e Contacting responsible officers while at business location to arrange a meeting or obtain verbal
permission to discuss with employees who are present.

e C(Calling back a taxpayer if you receive a call or message from them while you are in the field

o Verification procedures must still be followed if contact is made with a taxpayer via iPhone.

e Dropping a pin on map, sharing your current location via text, or calling a coworker or management
to inform of your location if you are visiting an area that feels unsafe.

e Taking pictures during a padlock for inventory purposes and to document the condition of the
building or premises.

e Use as a mobile hotspot.

Acceptable use of iPhone in home office:
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Contacting a supervisor, senior or another agent for work related issues and questions.
As a backup for taxpayer phone calls if experiencing issues with VOIP hard phones. (This must be
reported to your supervisor)

o \Verification procedures must still be followed if contact is made with a taxpayer via iPhone.
Use as a mobile hotspot.

Caution should be taken when communicating with taxpayers via cell phone.

Limiting taxpayer access to your phone number prevents taxpayers from contacting you outside of
work hours or attempting to communicate with you via text message.

Blocking your phone number from displaying on the caller ID can be achieved by dialing *67 prior to
dialing the taxpayer phone number. If you are waiting to receive a call you can forward your VOIP
calls to your cell phone.

Important Reminders:

Never use the phone in a way that violates our standards of conduct.

It is never acceptable to communicate via text message with a taxpayer.

Do not record or store confidential data.

Do not take photos of taxpayer documents or data, such as returns, W2s, invoices, etc.

The use of the camera or audio and video recording is prohibited on company premises and taxpayer
meetings without the express prior consent of management and of the person subject to the
recording.

Do not access inappropriate, illegal or obscene material on company phones.

Do not use it while driving unless on handsfree or bluetooth. Employees who are charged with traffic
violations resulting from the use of their iPhone while driving will be solely responsible for all
liabilities that result from such actions.

Always refer to the code of ethics when making a decision regarding the work issued iPhone.

Additional Resources:
Set-up iPhone to access G Suite Support Issues: Virginia Tax Service Center

How to forward VOIP calls to your iPhone: VolP Phone Reference Guide NEW PHONE

a

b.

c.

Blocking calls

1. How do | block Caller ID for a specific call?

You have the aption to block Caller 1D either temporarily or permanently.

To block your number from being displayed temporarily for a specific call

You've successfully blocked Caller ID for a specific call

Note: Calls to 800 numbers and 911 won't use Caller ID Blocking.

Expand All

Enter *67.
Enter the number you wish to call (including area code).

Tap Call. The words "Private,” "Anonymous,” or some other indicator will appear on the recipient’s
phone instead of your mabile number.
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Incidents with Taxpayers

Any incidents with taxpayers include threats, bribe attempts, assaults and harassment by taxpayers and
must be reported to the Field Agents Supervisor immediately. If a Field Agent deems the incident warrants
reporting, they should leave the scene of the incident and call their immediate Supervisor. If the Supervisor
deems the incident warrants official reporting, the Supervisor will direct the employee to complete a brief
incident report. If possible, the Supervisor should make note on the account so other personnel will be
aware of the problem with the taxpayer.

The Supervisor as well as Office of Compliance Administration and Human Resources will determine if the
police should be notified and if other action is warranted.
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Exhibit 4a - Itinerary in Google Sheets

Field Collection Itinerary

Date Site Vist
15t Visit /
Follow-up/ | NOTES (to include - Time at location - Person spoken too - Action
Business Name CACSG Case # Business Address Closed items - Funds collected - Funds promised - Comments
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Exhibit 4b — Instructions for Installation and Application of Google Sheets on Tax Issued iPad

Instructions for Installation and Application
Of Google Sheets on Your Tax Issued iPad

e Go to App Store on the i-Pad

e Search for Google Sheets

e Select “Get”

e You will need your Apple i-Pad password to install the Google Sheets Application

e Once the application has been installed on your i-Pad, you will need to log in with your
tax.virginia.gov credentials. This allows Google sheets to sync the data files

o The Field Itinerary Template will be accessed in Google Sheets.
o The Field Itinerary Template will be shared with each Field Agent
= Each Field Agent will have to make a copy of the Field Visit Itinerary Template
in Google Sheets and rename it First Initial, Last Name and beginning week date
of when the field work will be performed (example: “J. Doe Week of
1/1/2021”)
e Field Agents will share their Field itinerary within the district that they are assigned and their
Supervisor. The following is the email address that you will share your itinerary with:
o tax-hampton fieldcollections@tax.virginia.gov
o tax-northern fieldcollections@tax.virginia.gov
o tax-richmond fieldcollections@tax.virginia.gov
o tax-western fieldcollections@tax.virginia.gov

e Field visit itineraries must be completed no less than 24 hours before going to the field. Please
plan your field visits in sequential order, as best as you can.

e Field visit itineraries will be created on a weekly basis, so the field agent must create a Google
sheet for each week of field visits. The Itinerary may be edited through the week or while in the
field. Examples include registration checks, adding additional accounts, unable to visit all that
was planned.

o Field Agents will set up the Field Itinerary on their laptops and save the file. Once in the field,
the spreadsheet will be accessible and editable on your i-Pad for documenting field visits.

o Please enter field visit results as promptly and safely as possible after field visit; the
data entered saves in real time, meaning that once data is entered and saved, it is
available for viewing.

How to create a Google Sheet

e You will create the Google Sheet from your laptop
e Open anew tab on Google Chrome
e |nthe top right hand corner, you will see the icon to select Google Apps.

49



mailto:tax-western_fieldcollections@tax.virginia.gov

Gmail  Images

Google apps

e C(Click on Google Apps and scroll down the options until you see Google Sheets, then click on it.

=

Drive

&

Photos

~

Finance

Slides

Gmail

Calendar

o

Duo

Docs

Books

ses
Images § 122

Trinslal

o

sShippjfig

Sheets

S

Blogger

e Once you click on Google Sheets, you will see the available files. You should see your template

saved here.

= Sheets Q| search

Start a new spreadsheet Template gallery :
I [rer Time Sheet Expense Report
Blank Invoice Weekly time sheet Expense report

Today

Owned by anyone ~ Last opened by me HH A:Z (]

Official Field Itinerary Template

Richard J..  3:32 PM <: :

e C(Click on the “Official Field Itinerary Template”. Below is an image of the Field Itinerary:
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Field Collection lfinerary

Date Site Vist
1st visit /
Follow-up/ | NOTES (to include - Time at location - Person spoken too - Action
Business Name CACSG Case # Business Address Closed items - Funds collected - Funds promised - Comments

e Once the template is accessed: Click file then click make a copy.
. e &
B Edit View Insert Format Data Tools

[ Share 0 .00 123~ I

MNew > c

L E Open Ctrl+0

(5]

Import

w

ltinerary

Make a copy

#
lo|

5 Email as attachment
C3G Case #

e Rename the worksheet using first initial, last name, and date field visits are being made, see
example below:

Copy document X

Name

JDoe Field Itinerary 01/01/21] @ |

Folder

B My Drive

D Share it with the same people

[J copy comments

e Once the spreadsheet has been duplicated and renamed from the original template, it will need to
be shared with each districts email:
o tax-hampton fieldcollections@tax.virginia.gov
o tax-northern fieldcollections@tax.virginia.gov
o tax-richmond fieldcollections@tax.virginia.gov
o tax-western fieldcollections@tax.virginia.gov
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= Note: If your Supervisor is out on leave, please share itinerary with Acting
Supervisor and district email.

e Inthe top right hand column, click on Share. This is where the Field Agent will enter the appropriate
email address for the district they work.

- R N DR "R Nl B R ~ g
F G H
site Vist
(to include - Time at location - Perzon spoken too - Action
e Share with people and groups o
ai\dd people and groups
(you)

@tax.virginia.gov

Send feedback to Google

e The Field Itinerary is now ready for information to be entered.
o You have three choices as shown below (1% Visit, Follow Up or Closed).
Field Collection ltinerary

site vist
1st Visit /
Follow-up/ | NOTES (to include - Time at location - Person spoken too - Action
Business Name CACS3G Case # Business Address Closed items - Funds collected - Funds promised - Comments
ABC Company CO00000000000 | 123 Main Street, Richmond 232138
1st Visit
Follow Up Drop down box gives you these
Closed options to choose from.
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Date

Field Collection lfinerary

Site Vist

Business Name

CACSG Case #

Businesz Address

1st visit /
Follow-up/
Closed

NOTES (fo include - Time at location - Person spoken too - Action
items - Funds collected - Funds promised - Comments

Gi

ABC Company

C000000000000

123 Main Street, Richmond 23218

lst Visit =

9:30 am Field visit and spoke with Mr. Doe at ABC Company. Mr. Doe
established a payment plan of $300.00 per week beginning xx/xx/xx
until PIF. Each payment is to be deducted on Friday. He will get the
missing 5T return for April 201 filed and paid by xx/xocb0c Mr. Doe
requested pavments be made electronically each week. Mr. Doe gave
me the bank name, account and routing number. He does not want an
email confirmation.

Once the Field Itinerary information has been entered,

Main Page for Google Sheets.

X 8 docs.goegle.com/spreadsheets/d/1VImBFKozDad1FxhL69x

S5 Apps DB Page numbers start..

&)

w

click the back button. This will take you the

Field Collection ltinerary

The Field Itinerary is now ready to be accessed in the field with your VATAX assigned I-Pad.

Helpful Reminders

To enter text in Google Sheets Field Itinerary, you will need to double- tap in the text box to edit.

Once Field Agent completes field visits and returns to the office to document CACSG and AR, the
field visit notes can be copied and pasted to eliminate duplicate data entry.

When sharing the Sheet, double check the email address you are sharing it with.
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Exhibit 4c - Statement of Expectations (English and Spanish)

COMMONWEALTH of VIRGINIA
Department of Taxation

Field Collections Statement of Expectations

What to Expect:

As a taxpayer in the Commonwealth of Virginia and customer of the Virginia Department of Taxation (Virginia Tax), when a Field
Agent comes to your place of business or home you should always expect:

-

-
L]

We will present an official photo ID identifying the Field Agent as an employee of Virginia Tax.

To be treated with respectand dignity in a professional manner.

We value your time and will try to minimize disruptions or significant impacts to your business operations. Ifyou prefer
toset an appointment, you can contact your agent in advance of future field visits.

Safeguarding of all sensitive infarmation againstfraud, abuse, and unauthorized disclosure.

We are committed to the highest level of professionalism in increasing regulatory compliance and meeting the needs of our
taxpayers. If you have questionsor concerns regarding our visit, please call 804.786.1879.As a reminder, the Taxpayer Bill of
Rights is available in the *About Virginia Tax" sectionof our homepage located at www.tax.virginia.gov.

Making Payments:

-

We have streamlined our payment options, our field agents accept electronic payments (i.e. electronic checks and credit
card payments). This allows your payments to post faster.
We do not accept cash paymentsunless you have secured preauthorization in advance and there are two Virginia Tax
Field Agents present.
Our field agents will always provide a receipt.
o Ifyou provide an email address, we will send a confirmation receipt notice to thatemail address.
o If you do not provide an email address, we will provide a paper receipt or a confirmation number.
If you choose to send a payment via mail, please include (1) the account number and bill aumber on the check and (2)
relevant copies of documentation to ensure the payment is made to the correct corres ponding account(s). The mailing
address for all paymentsis:
Virginia Department of Taxation
P.0O.Box 1775
Richmond, VA 23218-1775

File returns and make payments conveniently online on our website at www.taxvirginia. goy

SOE — Rew. 05/2020
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COMMONWEALTH of VIRGINIA
Department of Taxation

Declaracién de Expectativas de Coleccién de Campo

Agente de Campo - Nombre: Nidmero de Teléfono:

Que Debe Esperar:

Como Contribuyente en el Commonwealth de Virginia y cliente del Departamento de Impuestos de Virginia (Virginia Tax),
cuando un Agente de Campo viene a su lugar de negocios u hogar, siempre esperard lo siguiente:

Ser tratado profesionalmente, con respeto y dignidad.

Minimizar cualguier interupcidn o impacto significativo en las operaciones de su negocio

Proteccidn de toda la informacidn sensible contra el fraude, el abuso y la divulgacidn no autorizada.

Un documento de identificacidn con foto presentado a su llegada identificando al Agente de Campo como empleado de |
Depto. de Impuestos de Virginia.

Si se solicita, se proporciona un ndmero de teléfeno adjunto en este documento para verificar que el Agente de Campo es
unempleado actual del Depto. de Impuestos de Virginia.

# 5ilas declaraclones anteriores no han sido adheridas, por favar contdctenos al 804.786.1879.
# LaCarta de Derechos del Contribuyente estd disponible en la seccidn "About Virginia Tax” de nuestra pdgina de inicio

www.virginia.tax.gov.

Realizacion de pagos:

Hemos simplificado nuestras opciones de pago. Nuestros Agentes de Campo aceptan pagos electranicos (P. ej. Chegues
Electrénicos (EFT) y Tarjeta de Crédito) Esto permite gque sus pagos se apliguen mas rapido.
Los pagos en efectivo nose aceptan, a menos que se autoricen por adelantado ydos Agentes del Depto. de Impuestos de
Virginia estén presentes.
Siempre recibird un recibo cuando realice un pago a un Agente.
o Sl proporciona una direccidn de correo electrénico, se enviardun aviso de confirmacién de recibo a esa direecidn
de correo electrénico.

o Sino hay direccidn de correo electrénico disponible, se proporcionaraun recibo en papel o un ndmero de
confirmacidn.

También puede elegir uno de los siguientes servicios de pago parapagar en linea.
o QuickPay (informacién de cuenta de banco)
o Pagocontarjeta de créditoen linea
Puede presentar sus devoludones en linea, utilzando uno de los diferentes métodos de servicio en linea Individualesy
Empresariales.
5i decide enviar un pago por correo ~incluya el nimero de cuentay de factura en el chegue e incluya las copias
pertinentes de la documentacidnpara asegurarse de que el pago se realiza a lafs) cuenta(s) correspondiente(s). La
direccidn postal es:
Virginia Department of Taxation
P.0. Box 1775
Richmond VA 23218-1775

SOE - Espafiol —Rev. 52020
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Chapter 5

Collection Tools

Field Agents collect delinquent taxes and enforce compliance through a variety of processes and
procedures including phone calls, secure emails, correspondence and/or faxes, field visits, and legal actions.
There are many tools available to assist the Field Agent with collections and enforcing Virginia Tax Laws.
Actions such as making estimated tax assessments, accepting and establishing payment agreements, issuing
third party liens, issuing subpoenas and summonses, and initiating legal actions such as memorandums of
lien, Revocations of Certificates of Registrations, Padlocks, and Criminal Warrants are useful tools in
collecting unpaid assessments.

Collection Notices

Collection notices are types of correspondence sent to the taxpayer stating there is a delinquent balance
due and/or returns that have not been filed. These notices warn the taxpayer of actions that may be taken
by Virginia Tax if the balance is not paid and/or past due returns are not filed and paid. These notices range
from requests for information, returns or payment, to warnings of civil or legal actions.

Collection notices are generated through CACSG and mailed from Central Office through a batch mailing
process. Some notices are subject to Supervisor review and approval. CACSG records issuance of collection
notices in the account history and copies of the correspondence can be viewed and printed by selecting
CACSG History and Correspondence View. Batch printing is the preferred option over local printing
whenever possible.

Payment Agreements

Field Agents are authorized to accept and establish payment agreements when
taxpayers cannot pay the full amount of the balance due. (Code of Virginia §58.1-
1817) A payment agreement can be an effective collection tool. Payment
agreements can be established by phone, through the automated Tele-Plan system,
and online through the tax website. Penalty and interest continue to accrue on the
outstanding balance during the term of the agreement. See Chapter 16 — Payments
and Payment Agreements for detailed information regarding establishing a
payment plan for both individual and business debt. New Payment Agreement guidelines went into effect
on August 14, 2020.

Reviewing an Account Prior to Establishing a Payment Agreement

The Field Agent must review the account prior to accepting a payment agreement from a taxpayer. All
returns must be filed and assessed before a payment agreement can be established. The following should
be reviewed when considering a payment agreement:

e Account History: If there is, a history of defaulted payment agreements the Field Agent may
decline the request or require the payments to be received via Collectors App (iPad), EFT payment
plan option, or certified funds. Field Agent should identify if the taxpayer is a non-habitual or
habitual offender as defined below.

o Non-Habitual (NH) is defined by:
=  First payment arrangement, and no prior defaults due to non-payment,
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Review of AR (not all show in CACSG) to ensure all current taxes are filed and paid
prior to keying payment plan,

Supervisor Approval required beyond 24 months, review would happen upon entry
on the supervisor’s worklist.

o Habitual (H) is defined by:

Prior payment arrangements defaulted due to non-payment,

Defaults due to the creation of sales or withholding nonfilers or failure to pay
current taxes,

Resets are permitted over three times for defaults due to (new nonfiler for litter,
corporate tax or VA6)

Review of AR (not all show in CACSG) to ensure all current taxes are filed and paid
prior to keying payment plan,

Supervisor Approval required beyond 24 months, review would happen upon entry
on the supervisor’s worklist.

o Field Agent must uncheck the Re-establish eligible box when creating a new payment plan
to limit accessibility for the habitual offenders from creating multiple plans online or tele-

plan.

e  Current Memorandum of Lien on File: Payment agreements may be established without issuing a
MOL, but it is recommended especially for high dollar and/or high-risk accounts or accounts where
previous payment agreements have defaulted.

Individual Income Tax — Require 10% down payment

Balance Due Maximum PPA Length
0-5999 12 months
51,000-54,999 24 months
55,000-59,999 36 months
510,000 and above 48 months

Business Taxes — Require 20% down payment

Non-Habitual (NH) Habitual (H)
Balance Due Maximum PPA Balance Due Maximum PPA
Length Length
0-54,999 12 months 0-52499 & months
55,000-514,999 24 months 52,500- 59,999 12 months
$15,000-534,999 36 months 510,000- 517,999 18 months
$35,000 and above 48 months 518,000k and above 24 months

Discussing/Negotiating Payment Agreements with the Taxpayer

When discussing and negotiating payment agreements the Field Agent must establish the agreement within
the payment plan terms. A supervisor must approve any payment plans that exceed 24 months. The Field
Agent must explain that the agreement is being established to resolve delinquent taxes and all current
taxes must be filed and paid timely.

Creating a Payment Agreement
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Payment agreements are created and monitored in CACSG. Agreements can be created with monthly or
semi-monthly payments. Agents are encouraged to set payment agreements with electronic financial
transactions (EFT). When a payment agreement has been established in CACSG the system issues a letter
outlining the terms of the agreement. EFT agreements with an email address will receive a notification a
few days before the payment is processed. If the agreement is non-EFT, a reminder notice with a payment
voucher is sent to the taxpayer 15 days prior to the due date. Therefore, the initial payment should be no
less than 15 days from the date it is set up to allow time for the introduction letter and first payment
voucher to be received by the taxpayer. Semi-monthly payments are established be setting up two days (1%
and 20™") of the month for each payment to be due.

EFT Payment Plans

All payment agreements may be set-up for electronic financial institution debits. Any taxpayer that has
defaulted a prior non-EFT payment agreement more than one time should be considered for an EFT
payment agreement. The taxpayer's financial institution information is listed on the second page of the
CACSG payment plan set-up screen. The EFT option must be accepted after the financial institution
information is entered. When setting up an EFT payment plan get the taxpayer’s email address and enter it
under contacts in AR. This will allow the taxpayer to get payment reminders.

If there are issues with the EFT payment plan in CACSG and the payments are not being deducted, delete
the payment plan then reset and monitor to make sure payments are deducted. If you continue to have
issues get with your Supervisor.

iPad Payment Plans

Payment plans may be set up for payments to be processed through the Collectors Application on the Field
Agent’s tablet (iPad). The Field Agent will accept payments on the iPad when the taxpayer wants to pay
with terms that the CACSG system is unable to accept. See Chapter 16, Payments, for detailed information
on how to process iPad payment plans.

Approving Payment Agreements

Field Agents have the authority to create payment agreements for a period up to 24 months and a liability
up to $100,000.00. Agreements over and above these limitations will be routed in CACSG to the Supervisor
for approval. If payment plan needs Supervisor approval then Agent must notify their Supervisor to
approve the payment plan.

Denying Payment Agreements
Payment agreements may be denied based upon prior payment defaults, returns that have not been filed,
or an unreasonable request.

Monitoring Payment Agreements
The CACSG system monitors accounts in payment agreement status. Any failure to meet terms of the
agreement triggers the system to move the account to default status.

Defaulted Payment Agreements

Payment agreements will default upon failure of the taxpayer to remain current with all tax filings. New
assessments on the account and/or failure to maintain timely payments will also cause the payment
agreement to default. Once the default occurs, the CACSG system will automatically route the account to a
default state for collection action. Unlike payment agreements established by DCU, or via Teleplan, plans
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assigned to Field Agents will not automatically be sent a payment agreement default letter. It is the
responsibility of the Field Agent to issue the payment agreement default letter.

Online Payment Agreements (Web PPA)

Taxpayers may login to their iFile account to setup a payment agreement or to view details of the existing
payment agreement (next payment amount, due dates, current balance, payment history, and payment
method) and make changes to the agreement.

Tele-Plan

Taxpayers may call (804) 440-5100 to establish a payment agreement through Virginia Tax Tele-Plan
System. Tele-Plan will request certain prompts from the taxpayer and if certain criteria are met, the
taxpayer will be permitted to establish a payment agreement via phone. Tele-Plan will not allow payment
agreements if the account is in legal status, if the requested period for payoff is too long, or if the amount
of payment is too small. Accounts with denied Tele-Plan requests are routed to DCU.

Third Party Lien

A third party lien is a claim that is issued to a third party (asset or lien source) such as a financial institution,
employer, or any person holding the taxpayer’s interest and assets. Field Agents have the authority to issue
third party liens as a claim against monies held for, or due to be paid to taxpayers. These payments
received are applied to the taxpayer’s delinquent taxes. (Code of Virginia §58.1-1804)

Prior to issuing a lien, the field agent is required at least one contact attempt documented via phone, field
visit or legal action letter (e.g. consolidated bill notice, legal action pending letter, MOL intent letter or
conversion letter) on the account within 30 days of the lien being issued. Third Party Liens can be issued if
the balance is under $100.00 (i.e. balances that meet threshold without a payment plan, promise to pay).
Third Party Liens should only be issued on one financial institution at a time unless the taxpayer is a
habitual offender and supervisor approval is received as well as documented on the account.

A wage lien applies to 25% of the net wages, commission or salary due to the taxpayer named on the lien,
until paid in full.

A bank and/or property lien applies to 100% of the amount of funds available, rent, commission or interest
due up to the balance including taxes, penalties and interest for the taxpayer named on the lien. These liens
will seize all available funds up to the balance due.

Finding Lien Sources/Assets
An asset (lien source) must be recorded in CACSG before a third party lien can be issued. An automated
process captures financial institution information and stores it in CACSG when checks are received as
payment. Field Agents often use various other sources to locate assets or lien sources and manually enter
them in CACSG Assets. Below are examples of possible lien sources/assets:
e Employers: Entering the taxpayer’s social security number in the Virginia Employment
Commission (VEC) system may provide a wage lien source;
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e Bank Accounts: Entering the customer’s/taxpayer’s social security or FEIN numbers in the
Department of Motor Vehicle (DMV) system and making a current vehicle lien inquiry may provide
a possible source for additional financial institutions;

e Image Retrieval/Image Viewer: Viewing tax returns and other information may reveal financial
institutions or employer information;

e Credit Cards: The Field Agent can make note of any proof of credit cards accepted at the
business. If the taxpayer accepts credit cards such as American Express or Discover Cards, a third
party lien can be issued for any payments due the taxpayer from these companies;

e Discovery through Routine Field Work: During the course of routine fieldwork and contact
with taxpayers, Field Agents often find lien sources such as individuals/businesses making rent or
lease payments to the taxpayers, accounts receivables, individuals or businesses making sales on
behalf of the taxpayer (e.g., consignments, auctions), etc.;

e AR: Check financial institution and routing information screens and cross reference to individual
banking and routing information for sole proprietor, partners, or officers associated with an
account;

e LexisNexis: The Field Agent can run a LexisNexis report which will provide collection information.

Third Party Liens and Taxpayer Contact
When a third party lien is issued, taxpayers often contact field agents requesting a payment agreement in
lieu of the third party lien, claiming exempt funds or advising the lien causes a hardship.

Third Party Lien Adjustments

A Third Party Lien Adjustment (COL044) can be issued through CACSG if there is a need to adjust the
balance, extend the due date, or adjust the amount being deducted. If hardship is claimed and the taxpayer
is compliant with the filing (not necessarily paying) of the last three years/periods, the Field Agent may
agree to reduce the garnishment deduction to 12% of net wages each paycheck until the account balance is
paid in full. If the taxpayer is not compliant, they must provide a financial statement, copies of major bills,
and a letter explaining their hardship to receive the same reduction in percentage. This documentation
must be attached to the account upon providing a reduction for non- compliant taxpayers. Bank lien
modifications can be completed at the discretion of each field agent with the compliance requirement or
hardship documentation provided. Agents will refer to Third Party Lien Release and Adjustments
Procedures.

Supervisor approval is needed for exceptions to the filing or document requirement. The approving
supervisor must note the account of this approval. The penalty and interest continue to accrue on the
account unpaid balance. For these accounts, a payment agreement is not established in CACSG. The
account remains in the third party lien state provided regular payments are received.

Assets Exempt from Third Party Liens

Federal and State law prohibits certain property from seizure by a third party lien. If the Field Agent
receives information indicating assets are exempt, they must request documentation (i.e. copies of forms,
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letters or bank statements of deposits of any of the following events) that supports the claim. The following
is a list of some third party lien exemptions:

Social Security and Supplemental Security Income (SSI);
Veteran’s Benefits;

Federal Civil Service Retirement Benefits;

Black Lung Benefits;

Longshoremen and Harbor Workers Compensation Act Benefits;
Unemployment Compensation Benefits;

Public Assistance Payments;

Worker’s Compensation;

Custodial accounts established for minors;

Child support payments;

Any liens issued against the property listed above should be released by a supervisor. Agents will refer to
Third Party Lien Release and Adjustments Procedures.

Third Party Lien Release

A third party lien can only be released by a supervisor or above. Field agents will not have access to the
letter “Third Party Lien Release” (COLO02 or COL119). Agents will refer to Third Party Lien Release and
Adjustments Procedures. Regardless of available system access, NO collector other than a supervisor or

higher is authorized to release a lien.

Third Party Lien Follow-Up

When a third party lien is issued, the Field Agent must follow-up with results from the lien. Bank liens are
issued for a period of 14 days, wage liens are issued for a period of 30 days and credit card liens are issued
for a period of 30 days. If the lien source/asset holder does not respond by sending payment, or notification
as to why payment was not made by the due date listed on the lien, the Field Agent must contact the lien
source. Contact can be made by phone to inquire about the status of the lien or a Third Party Lien Follow-
Up Letter (COLO03) may be issued to the lien source/asset through CACSG. Batch printing is the preferred
option over local printing whenever possible.

In cases where there is no response or a refusal to honor a lien, a summons may be issued for the lien
source/asset to appear in court. If the lien source/asset refuses to honor or respond to the lien, the Field
Agent should refer the matter to their Supervisor. Results of a third party lien must be entered in CACSG
history.

Lien Source/Asset Contact

The lien source may contact the Field Agent with questions about the lien. Employers may have questions
about hardship claims and the Hardship Table that is included with the third party lien. Confidentiality /
disclosure procedures should be followed, but the Field Agent may discuss the information on the Asset
Source copy of the lien and answer questions about the process.
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Memorandum of Lien

A Memorandum of Lien (MOL) is a claim against real property docketed in
a county or city court for payment of debt, obligation, or duty. The lien on
real estate becomes effective at the time the MOL is recorded and serves
as a judgment in favor of the Commonwealth of Virginia. A MOL is valid
for 20 years and stays on a taxpayer’s credit history for seven years. (Code
of Virginia §58.1-1805) A docketed MOL protects the Commonwealth’s
claim for payment of a debt and is an effective collection tool. MOLs are
issued through CACSG by initiating a legal action. DO NOT file an MOL in
response to an irate or uncooperative taxpayer. This is not a punitive action. The MOL is filed to protect
our ability to collect a debt. A MOL is filed in the circuit court clerk’s office of the county or city in which
the taxpayer’s place of business is located, or in which the taxpayer resides. If the taxpayer has no place of
business or residence within the Commonwealth, the MOL may be filed in the Richmond Circuit Court.

Criteria for Issuing a Memorandum of Lien

A MOL can be issued for assessments over $1,000.00 and have not been paid within 30 days from the date
of assessment, attempts to collect the balance have failed, nonpayment, payment plan defaults, and are
also delinquent in their filings. The MOL should be issued on bills not included on a previously filed MOL. A
new MOL should be filed prior to the term limit of enforcement with the Courts. Inform the taxpayer of our
automated process of filing a MOL one year before statute of limitations expires. Do not issue MOL if the
balance is under $1,000.00 unless approved by Supervisor.

The taxpayer must be given a minimum ten day written notice of intent to file a MOL, Code of Virginia
§58.1-1805. A MOL should be issued within 90 days of the date of a notice of intent to file a MOL. A notice
of intent to file a MOL is not required if the Tax Commissioner determines the collection of any tax,
penalties, or interest will be jeopardized by the provision of a ten day notice. When such a determination
has been made, notification of intent to file a MOL can be provided to the debtor concurrent with the filing
of the MOL, Code of Virginia §58.1-314.

Memorandum of Lien Statute of Limitations
e 7 years on assessments created on or after July 1, 2016
e 6 years from assessment date of individual income tax, Code of Virginia §58.1-313.B
e No statute of limitations on business tax assessed prior to July 1, 2016.

Memorandum of Lien on Converted Assessments
A MOL must be issued on converted business debt under the individual account 30 days after the date of
assessment and within 90 days after a notice of intent to file an MOL has been issued.

Memorandum of Lien on Pass-Through Entity

A MOL can NOT be issued solely on Pass-Through Entity (PTE) bills consisting of penalty and interest only
(Code of Virginia §58.1-1805) nor when none of the bills within the case have tax due. If the bill has PTE Tax
included with the penalty and interest, or the penalty and interest only bill is part of multiple bills with tax
included then the procedure for filing a MOL should be followed (Do not remove penalty and interest only
bills from the MOL action when there are other eligible bills.

Triple Seal Memorandum of Lien
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At this time, we are awaiting a final decision from the Attorney General's office on the process for Triple
Seal MOL’s. Until further notice, continue to handle TRIPLE SEALS MOL's as you have in the past.

Handling Memorandum of Lien Inquiries

The Field Agent may receive contact from taxpayers, financial institutions, accountants, attorneys, etc.,
regarding a MOL. When a MOL is recorded in the city or county court it becomes public record. Therefore,
information on the lien can be discussed without a power of attorney.

Taxpayer Inquiries

Taxpayers may request information about MOLs and/or request release of a MOL. Generally, a MOL is not
released until the current balance of all assessments listed on the MOL are paid. If there is indication of an
error on the MOL or if the taxpayer is requesting a partial release, the matter must be referred to a
Supervisor.

Inquiries from Attorneys, Financial Institutions, and Loan Institutions

Virginia Tax often receives requests for the current balance of bills on a MOL, the pay-off balance, from
attorneys and financial institution officers when they are working on closing loans and/or real property
transfers. Balance updates, lien modifications and payoffs may be sent to a verified third via secure email or
fax. MOLs are documents of public record and the balance for bills included on a MOL can be provided.
However, the person making the inquiry must provide the Field Agent with the date that the MOL was
recorded, the county or city where it was recorded, and the docket/instrument number or book and page
number of the recording. A Judgment Payoff letter, COLO30, is available in CACSG Legal Action, Take
Subsequent Legal Action.

Memorandum of Lien Payoff
1. Open the case in CACSG.
2. Select Case and Legal Actions View from the menu bar. The List of Legal Actions window opens
displaying all legal actions taken on the case.
'F_ List of Legal Actions - 000100

Date Type Recipient Status
0818120 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
02/28/20 Padlock Open
09/10/19 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
05/16/19 Criminal Warrant Open
04/24/18 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
020117 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
06/03/13 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
11107112 Memorandum of Lien CHESAPEAKE CIRCUIT COURT Open
051111 Memorandum of Lien VIRGINIA BEACH CIRCUIT COURT Open

3. Search for the Memorandum of Lien for which the request is made and double click the action. The
Legal Action windows opens.

7 Legal Action - 000100 =N = =]

Type: Memorandum of Lien Document: MOL Initiate - Online

Status: Open Outcome: ||
Events Recording Dates Debts Hon-Filed In Re
Date Document Amount User
04/2418 MOL Initiate - Online 345,450.73 |
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4. Select the Debt tab. Verify the original amount and debts to insert into the letter.

™7 Legal Action - 000100 - o] o] w3
Type: Memorandum of Lien Document: MOL Initiate - Online
Status: Open Outcome: ||

Events  Recording Dates Debts Hon-Filed In Re

Debt Type | Origination Id |Ba|ance ~

Empl Withholding
06457 ) §264.94
aren ) §820.40
11487 ) §657.97
44534 ) §785.25
68393 ) §474.65
45053 | §930.67

v
Original Amount: §45,459.73

5. Select Case and Payment Plan from the menu bar. If there is an existing PPA on the account, delete
the PPA.

6. Select Debts in the Payment Plan window. The Debt List window opens.

Payment Plan - 000100 - DNT2
Demographic: «+ Party Contacted: Primary Debtor |.. Place: e
Descriptor:
History Text Control Pay Plan EFT
’— Monitoring and Approval Status —H— Mem T
r Financial Summary
Date: Tax: Interest: Penalty: Balance:
12124120 §48,342.43 $6,677.32 $14,937.17 §68,956.92
Cancel
r Payment Details
Frequency: #Pmts: Amount: Starting On: Payment Day(s):
(@ Simple | Monthly - - 5.00 12121/20 = +
() 2-Part
Total Pmts: Plan End Date: | 00/00/00
Email: Re-Estabilsh Eligible:

Calculate Accept Reset Reset to Last Calc Debts... @wn:...

Crrmnn Maw Mantain Cadaral Infarmatian

7. Compare the debts listed in both the Debt List and Debt Tab.
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F' Debt List - 000100 - ¥
Debt Period | Balance P
Open Debts
Empl Withholding $11,430.15

09/01/20 - 09/30/20
08/01/20 - 08/31/20
1210119 - 1213119
11101119 - 11130119
09/01/19 - 09/30/M19
05/01/19 - 08/31/19

02101119 - 0212819
01101119 - 1/31119

1200118 - 1243118
M08 - 1113018

03/01/15 - 08131118

Selected Amount Total: I $65,956.92

Payment Plan - 000700 - - DN72

8. Select only the debts included on the original MOL. Click OK to include all MOL debts in the
Payment Plan Debt window. The balance selected will appear in the Balance field under Financial
Summary in the Payment Plan window.

Demographic: - Party Contacted: |Primary Debtor |- | Place: [«

Descriptor:| |
History Text  Control Pay Plan EFT

Monitoring and Approval Status - M

oK

[ il | | I
Financial

Date: Tax: Interest: Penalty: Balance:

[ sas3a2a3 [ sserrsz | s1493747 | $65956.92

Cancel

reroRs

Frequency: #Pmts: Amount:

e [E—T
() 2-Part
Plan End Date:

Total Pmts: | |

Starting On: Payment Day(s):

Email: | | Re-Estabilsh Eligible:

Accept Reset to Last Calc

Debts...

Instaliment...

9. Select the “Frequency” as Monthly. Enter 1 in the “#Pymts” field and select the payoff date in the
“Starting On” field. The “Payment Day(s)” should match the “Starting On” day. Select calculate.

Write down the amount displayed in the “Amount” field.

Total Pmts: 1|

Plan End Date:

 Financial Summary
Date: Tax: Interest: Penalty: Balance:
1221120/ | $48,342.43 | $5,878.11 | $15528.41 | $60,748.
™ e
- Payment Details v 5
Frequency: #Pmts: Amount: Starting On: Payment Day(s):
@® simple | |Monthly 1Tl sesrsass pursm 1] 15 1] )
(O 2-Part

10. Cancel out of the Payment Plan window. If there was an existing PPA on the account, reset the

PPA.

11. Select Legal Actions then Take Subsequent Action from the menu bar.
a. Select the Judgment Payoff — COL0O30 letter from the drop-down menu.
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b. Click the recipient from the address drop-down menu and populate the Recipient tab. Click
“Add” to include the address in the Recipient field.

c. Select the Printing Destination to Batch and click OK. The letter opens in MS Word.

d. Enter the “Calculated To” date and the payoff amount written down from Step 9 in the
designated letter fields and select Print. The BALANCE DUE field populates when printed.

Commeonwealth of Virginia
Department of Taxation

JUDGMENT PAYOFF

December 23, 2020

Taxpayer Name:
Trading Name (if any):
SSN/FEIN (if any):

BALANCE DUE: $0.00

Thank you for your inquiry concerniflg this case. With interest calculated to January 15, 2021, the
amount due for the judgment recorged 08/31/20 in the CHESAPEAKE CIRCUIT COURT is $69,748.95.

Memorandum of Lien Follow-Up

The court’s copy of the MOL includes a court acknowledgement copy that is returned to Virginia Tax
containing court recording information. When a MOL is issued by a Field Agent the MOL is batch printed
and a stamped, self-addressed envelope will be forwarded to the court. The court acknowledgement copy
will be returned directly to Virginia Tax. The Field Agent must review the account to ensure the date of
recording, book and page number and/or instrument/docket number is located under Legal Actions in
CACSG.

This is important, because the recording information must be in place when executing the padlocking
process and when releasing a MOL. If the recording information has not been provided within 30 days from
the date of issuance the Field Agent should follow-up by contacting the court clerk for recording
information.

Releasing a Memorandum of Lien

A MOL will be automatically released by CACSG if there are no unpaid assessments. The Release is mailed
to the circuit court clerk of the recording location and a copy is mailed to the taxpayer. Automatic releases
do not involve any action from the Field Agent.

Some situations will require manual release of a MOL by a Field Agent. The decision to manually release an
MOL is determined on a case-by-case basis by the Field Agent and their Supervisor. A manual release is
issued through Legal Actions in CACSG.

Partial Vacate or Vacate Memorandum of Lien

When it is determined that a taxpayer is not responsible for debts included on a recorded MOL, the MOL
can be vacated. The determination to vacate a MOL must be approved by a Supervisor. Vacating or partially
vacating a MOL should not be discussed or offered to a taxpayer without prior discussion with a Supervisor.
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The customer must provide documentation to prove they are not responsible for the recorded MOL debts
(e.g., a military leave and earning statement or a tax return filed in another state). This documentation is
forwarded to a Supervisor who then issues the Vacate through Legal Actions in CACSG.

If a secondary taxpayer’s name has been included on a recorded MOL and they are not responsible for the
recorded debt(s), a Memorandum of Lien Partial Vacate as to Name Only letter is issued to the circuit court
where the MOL was recorded. The Memorandum of Lien Partial Vacate is issued through Legal Actions in
CACSG and will be routed to the Supervisor for approval. The taxpayer must provide the necessary
documentation to prove they are not responsible for the recorded MOL debt(s).

Acceptable documentation for proving no responsibility for the bills listed on a MOL includes:
e Corporate charter
e Divorce Decree
o Military leave and earnings statement
e Tax return filed in another state for the year(s) in question

Memorandum of Lien Subordination

Virginia Tax may agree to subordinate a MOL in certain situations, e.g., a taxpayer owns two tracts of real
property. One tract of the real property is in foreclosure and Virginia Tax agrees to subordinate the MOL for
the tract of property in foreclosure to the Deed of Trust held by the financial institution. A Memorandum of
Lien Subordination (COLO58G) is issued through Legal Actions in CACSG and will be approved by the
Supervisor.

Expunge a Memorandum of Lien

Expunging a MOL is the removal of the document from court records at the Order of a Judge. An actual
hearing before a Judge may be necessary to expunge a MOL. All requests must be referred to the
Supervisor.

Notice to Appear in Lieu of Summons

The Notice to Appear in Lieu of Summons (Notice to Appear) is a collection tool used to establish personal
contact with a taxpayer and to obtain returns, payments, or information. The Notice to Appear in Lieu of
Summons (COL021G) is issued from CACSG and can be sent by regular or certified mail or personally
delivered to the taxpayer. A Notice to Appear instructs the taxpayer to bring the requested information to
the Field Agent at a specific location, at a specific date and time. The Field Agent must arrange to meet with
the taxpayer at a place which is adequate for confidential tax account discussions such as a local
Commissioner of the Revenue office or State agency.

If the taxpayer fails to respond to the Notice to Appear the Field Agent may refer the account to their
Supervisor for issuing a summons to compel the taxpayer to come forward and provide the missing returns
and/or information (Chapter 6, Hearings, Padlock, and Revocation).

Subpoenas and Summonses
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The Tax Commissioner may, in all matters within his jurisdiction, issue and have
SUBPOENA served, any writ, notice, process, order, or order of publication which by law may
= be awarded by or to any court in the Commonwealth of Virginia for the purpose of
compelling the attendance of witnesses, production of records, and for the
enforcement of his findings, orders and judgments. (Code of Virginia §58.1-216)

Subpoena Duces Tecum

A Subpoena Duces Tecum is an avenue used by the Tax Commissioner, or his delegates (currently
Supervisors), to summon a taxpayer, taxpayer representative, or any related record keeper to produce
certain books and records to the assigned Field Agent by a certain date.

Subpoenas may request the following:
e Bank signature cards
e Cancelled checks, financial institution statements and deposit tickets.
e Actual records of the taxpayer which may include accounts receivables, sales invoices, payroll ledger,
or disbursements ledger.

A subpoena may be used to force the taxpayer to produce records for actual tax assessments, to determine
responsible officers, and find additional lien sources. The subpoena is also used to gather information to
support evidence of intent in criminal cases.

Subpoena Duces Tecums are generated in the CACSG by the Supervisor. The Supervisor’s signature must be
notarized. The Subpoena is then delivered by the Field Agent or law enforcement officers. Circumstances
will dictate if the requested records may be forwarded by mail to Virginia Tax or collected by the Field
Agent.

Writ of Fieri Facias

A Writ of Fieri Facias is a legal document signed by the Tax Commissioner, or his delegates, which
commands the Sheriff to levy the goods and chattels of the taxpayer and make the amount a judgment.
Prior to issuing a Writ of Fieri Facias a valid MOL must be on file and recorded in the circuit court. The
recordation of the Writ of Fieri Facias perfects the MOL and allows it to be enforceable against the personal
and business assets of the taxpayer. The Writ of Fieri Facias allows Virginia Tax to seize and sell personal
and capital assets of the taxpayer such as automobiles, business equipment and/or business inventory.

The use of a Writ of Fieri Facias is often a last resort and careful consideration must be given to the process.
Investigation by the Field Agent should determine adequate equity in the personal and/or business
property to justify the action. The investigation process may involve detailed research of financial
statements and the priority of other judgments at the circuit court clerk’s office. It is the decision of the
Supervisor to recommend this type of action to the Tax Commissioner.

The Writ of Fieri Facias is generated from CACSG (COLO10G) by the assigned Field Agent and routed to the
Supervisor for review. If approved, the Supervisor routes the document to the Compliance Support Unit
(CSU) in Central Office to be processed and routed to the Tax Commissioner for signature.

Upon receipt of the approved Writ, the assigned Field Agent delivers the document to the Sheriff. In turn,
the sheriff’s office visits the physical premises, takes an inventory of the personal property, and records the
Writ in the circuit court clerk’s office. The sheriff’s office will advertise the items for sale in the local
newspaper in such a way to comply with legal requirements. An auctioneer will handle the sale and the
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proceeds are distributed based on priority of recorded judgments after payment of the administrative
costs.

Jeopardy Assessments

Jeopardy assessments are issued under circumstances where it is determined that the collection of income,
employer withholding, or sales and use tax, including penalty and interest, will be jeopardized by delay.
(Codes of Virginia 58.1-313, §58.1-473, and §58.1-631)

The jeopardy assessment process is an effective collection tool when there is reason to believe the taxpayer
may be a flight risk or may be in the process of liquidating assets that could be used to pay delinquent
taxes. This process bypasses or expedites processes that ordinarily require Virginia Tax to give the taxpayer
notice and a specified time period in which to respond before collection action is initiated.

When a Field Agent has reason to believe the collection of taxes are at risk if there is a delay in initiating
collection action, the Field Agent should refer the account to a Supervisor. If the Supervisor agrees, then a
request for having the deficiency in tax declared to be in jeopardy should be submitted to the CSU
Supervisor. The CSU Supervisor will begin the process and complete the necessary forms for review and
signature by the Tax Commissioner. If the Tax Commissioner declares collection of the tax, penalty, and
interest to be in jeopardy, the signed declaration will be returned to the CSU Supervisor and then to the
Supervisor. The Field Agent will deliver the notice demanding immediate full payment upon receipt of the
jeopardy declaration. A Notice of Intent to File a Memorandum of Lien letter may be delivered concurrent
with the demand for payment. If payment is not received the Field Agent can deliver the MOL to the court
clerk for recording.

STOPS

Field Agents no longer have the ability to place a STOP on an account in AR. If a STOP in AR is needed the
Field Agent would need to contact their Collection Supervisor and/or a Customer Service Representative.
The Field Agent would need to let the Collection Supervisor and/or Customer Service Representative know
how long they want the STOP on the account. Field Agents should limit any STOP to 30 days.

Field Agents should utilize the follow-up date in CACSG if an account needs review and/or no action at a
later date. If this method is used remember the account will not appear back in your inventory until that
date.
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Exhibit 5a — Quick Reference for Establishing Payment Plans and Issuing MOL’s
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Exhibit 5b — Third Party Lien Release and Adjustment Procedures
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Chapter 6

Hearings, Padlock, and Revocation

Virginia Tax uses Padlocking, Revocation of Sales Tax Certificates of Registration and Criminal Warrants for
resolving high risk, chronically delinquent accounts. These are the highest level, most serious collection
activities of the collection/compliance enforcement process. The Padlocking and Revocation processes
and/or Criminal Warrants are initiated as a last resort when all other collection efforts have failed. Hearings
are conducted to determine if a business should be padlocked, if the Sales Tax Certificate of Registration
should be revoked, or to determine the responsible party of the business.

Padlock Process

If standard collection efforts and actions do not produce results to resolve an account, the account may
need to be referred for a hearing (Revocation Hearing, Code of Virginia §58.1-613.D)

A Padlock Hearing is an administrative process conducted by a Hearing Officer. The Hearing
Officer has the authority to make agreements for resolution, determine responsible party
for unpaid taxes, require a cash or surety bond as a condition of continued operation, and
to order the business to be padlocked or the Sales Tax Certificate of Registration revoked.

Purpose

The purpose of this document is to outline the steps required by Virginia Tax Field Agents before, during
and after padlocking a business. All of the procedures should be adhered to as written unless justification
and written authorization is provided at the Collections Director level and attached to the account.

Virginia Tax pursues Padlocking as a last resort for resolving high risk, chronically delinquent, open business
accounts. Virginia businesses may be padlocked for the habitual delinquency of any type of tax. The
Collections Director level is the only authority to override any requirements in this procedure.

Padlocking entails the closing of the business and may include seizure of the business’ property to sell at a
Sheriff-led public auction to resolve the delinquency.

Relevant Code or Virginia Administrative Code (VAC)
Given the high risk, sensitive nature and legal ramifications of padlocking a business, it is imperative that
Field Agents understand and strictly adhere to the following:

Code of Virginia § 58.1-1805 C

Authorizes Virginia Tax to padlock a business as a last resort to collect delinquent taxes.

Virginia Administrative Code 23VAC10-20-143

Outlines padlock policy and process requirements.

Virginia Regulation VR 630-1-1805.1

Outlines process requirements (Referenced in Tax Commissioners Ruling 90-72 and included in the
Notice of Intent to Padlock sent to the taxpayer).

Businesses Not Subject to Padlock
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Field Agents shall not pursue padlocking as a resolution for businesses located outside of Virginia. Virginia
Tax also does not pursue padlocking for the following types of businesses:

Pet Stores

Independent/Assisting Living/Nursing Home facilities

Healthcare Providers to include Doctors’ Offices, Medical Providers and Urgent Care Centers
Mobile businesses that do not have a brick and mortar location

However, Virginia Tax, may per Code of Virginia §58.1-613.D, revoke a Sales Tax Certificate of Registration
for retail businesses as a remedy to prevent continued sales tax delinquency (See Revocation Procedure).

Required Padlock Prerequisite Actions
Field Agents must ensure that ALL of the following have been completed prior to requesting permission
from their Supervisor to schedule a padlock hearing:

Reviewed the account to identify any bills on stop and subtract those amounts from the total tax
liability.

Executed at least one field visit to discuss payment of the liability within the 30 days prior to initiation
of padlock proceedings.

Issued a Third Party Bank Lien that was unsuccessful.

Issued a Memorandum of Lien on the account that includes all bills on the account that are in an
open status in CACSG (over 30 days old).

Review any documented taxpayer complaints and ensure they are properly addressed and
documented in CASCG.

Send a Conversion letter and converted bills to responsible parties, if applicable.

Determined that the taxpayer has defaulted on a minimum of three Part Pay Agreements within the
last 2 years, the taxpayer continues to have unfiled returns, or both.

Determined that the aggregate amount of delinquent taxes exceeds $1000.

Padlock Hearing

Once the prerequisite requirements have been satisfied, the Supervisor may proceed with scheduling a

Padlock Hearing. A Padlock Hearing is an administrative hearing that the taxpayer is required to attend and

provides the taxpayer with one last opportunity to either:

Show cause why their business should not be padlocked.
Propose an acceptable payment and/or filing schedule.
Make payment in full or post a qualified bond.

Supervisor Review and Approval

The Field Agent will route the account in CACSG into their DX71 state, Pending Padlock Hearing, then
complete and submit a Padlock Referral Form to the Supervisor to request approval to proceed with a
padlock hearing.

The Supervisor reviews the account and the Padlock Referral Form to ensure all prerequisite
requirements have been satisfied and that a hearing is appropriate. Additional factors to consider
for approval include, but are not limited to:

o The taxpayer’s history of chronic delinquency in remitting required returns or payments.
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o The likelihood that continued operation of the business may increase the amount of sales
or withholding tax collected from others, but not paid to Virginia Tax.
o The likelihood that padlocking the business may adversely affect the business operation of
other taxpayers whose business may share the same business location.
If approved, the Supervisor routes the account to their Pending Padlock Hearing state, DX71 in
CACSG.
If all prerequisite requirements have not been completed, the Supervisor will refer the account
back to the Field Agent to complete the remainder of the required prerequisite collection actions.

Assignment and Scheduling

Collections Regional Managers review accounts in the Pending Padlock Hearing state in CACSG and
assign a Supervisor to handle the padlock process for each account.

Collections Regional Managers act as the Hearing Officer for the hearing schedule the hearing dates
using the Padlock Hearing Schedule in Google Sheets and reserve a space at a Virginia hearing site
for each hearing scheduled. There may be instances when a virtual hearing may be warranted.

At any time, a Supervisor may contact a Collections Regional Manager to request a hearing date
when special circumstances apply such as a large balance or high—risk. High-risk is described as
when a business is in jeopardy of closing (notice of foreclosure or eviction) and Virginia Tax is not
able to seize the assets.

Delivery of the Notice of Intent to Padlock
Once a Supervisor is assigned and a hearing date has been determined, the Supervisor/Field Agent must,
per Administrative Code 23VAC10-20-143:

Generate the Notice of Intent to Padlock from CACSG and enter the date, time and location of the
scheduled hearing into Legal Actions in CACSG.

Prepare a Receipt for Hand-Delivered Mail (COL081) to be provided with the notice and the
Supervisor/Field Agent must submit the Receipt for back-scanning once received.

Deliver the Notice of Intent to Padlock in person during the business’ normal operating hours
within ten (10) business days prior to the scheduled padlock date. Per 23VAC10-20-143(B):

o If the owner of the business is present, the Notice shall be presented to the owner.

o Inthe absence of the owner, the Notice shall be presented to the person having
responsibility for the operation of the business.

o If neither the owner nor the operational manager are present, the Notice must be posted
and a copy sent certified mail to the owner ten (10) business days prior to the scheduled
hearing date.

= The certified mail return green card should be completed with all required
information by the Supervisor or Field Agent and the Sender information should be
Virginia Department of Taxation, Collections Support Manager, PO Box 5771,
Richmond, Virginia 23220. The Supervisor or Field Agent should write the
Taxpayer’s Client Identification number on the bottom left of the front of the card.
The Collections Support Manager or staff would document CACSG upon receipt of
the green card and then have the green card sent for backscan to the Taxpayer’s
record.
Explain that the taxpayer may be accompanied or represented by anyone of their choosing at the
hearing and if they choose to do so, they must have a completed Permission to Attend Hearing
Form and/or Form PAR 101. These forms will be provided upon request to the business owner
prior to the hearing.

76


https://law.lis.virginia.gov/admincode/title23/agency10/chapter20/section143/

o If the taxpayer appoints someone to attend the hearing on his/her behalf, the
representative must have submitted a properly completed Form PAR 101 prior to the
hearing date.

o Enter documentation regarding the exact circumstances of delivery of the Notice in CACSG
History under Field Visit. Notes should include name and position of the person receiving
the Notice; the date and time of delivery; and, when a copy of the Notice was mailed and
how it was mailed (regular or certified mail) if neither the owner nor the manager was
there to receive it.

Provide the Collections Regional Manager with a Padlock Referral Form and Hearing Record, as
shown in the Field Collection Portal under Legal Processes, for each account scheduled for a
Padlock Hearing.

o If deemed appropriate, prepare a Sales Tax Bond and forward it to the Collections Regional
Manager. The Bond amount is calculated by adding the last six months sales tax or last six
months nonfiler assessments liability plus 25%, rounded up to the nearest hundred.

Send a Google Meet invitation to the Collections Regional Manager, Supervisor and Field Agent.

The Collections Regional Manager may attend virtually if the hearing location is a significant

distance (50 miles or more) from the Hearing Officer’s work location or to expedite due process to
the taxpayer. The Supervisor and Field Agent assigned to the case are always required to attend in
person all virtual hearings at the hearing location.

o If the taxpayer contacts the Field Agent and states that he/she cannot attend on the
scheduled date, the Supervisor/Field Agent can evaluate the taxpayer’s extenuating
circumstances and may agree to do a Hearing with all parties virtually via Google Meet/
WebEx or reschedule for another hearing date.

Correction of Erroneous Assessment Filed After Delivery of the Notice of Intent

The taxpayer may file an application for correction of an erroneous assessment pursuant to §58.1-
1821 of the Code of Virginia if the taxpayer has reason to believe the assessment is erroneous.

o Per 23VAC10-20-144(A)(3), if the taxpayer files an application after Virginia Tax has issued
the Notice of Intent, it is presumed that one of the reasons for filing the application is to
prejudice or to render wholly or partially ineffectual the proceedings to collect the
delinquent tax. In this case, Virginia Tax may determine that it is in the best interest of the
Commonwealth to continue efforts to collect the delinquent tax during the time that it is
considering the application for correction, unless the taxpayer posts a bond in an amount
and with security satisfactory to the Tax Commissioner.

Conducting the Padlock Hearing

The objective of a Padlock Hearing is to determine if the business should be padlocked due to failure to

comply with Virginia Tax Laws and to give the business a final opportunity to become compliant. The

Padlock Hearing is conducted in person or virtually by the Collections Regional Manager, who serves as the

Hearing Officer, and must always, be attended by two Field Agents, usually the assigned Supervisor and
Field Agent.

Prior to the start of the meeting, the Collections Regional Manager must ensure:
o Receipt of a completed and signed Permission to Attend Hearing Form if the taxpayer
chooses to have someone present at the hearing.
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o Receipt of a properly completed Form PAR 101 if the taxpayer chooses to have an authorized
representative at the Hearing.
= The Form PAR 101 must be reviewed for completeness by the Supervisor/Field Agent
and submitted to Customer Service for processing.
e The Collections Regional Manager, acting as the Hearing Officer will:

o Outline the reasons for the padlocking action and quote applicable code sections.

o Refer to the Notice of Intent for a list of the unpaid assessments and/or returns that have
not been filed as reason for the padlock.

o Advise the taxpayer of findings of any additional business or income tax liabilities and include
these balances in discussions regarding payment and compliance.

o Ask the taxpayer to explain why the taxes have not been filed and/or paid timely and how
they propose to resolve the matter and guarantee compliance in the future.

e The Supervisor or Field Agent will:

o Provide information regarding the collections efforts, account history, etc. and may ask the
taxpayer pertinent questions.

e The Collections Regional Manager will propose a resolution of the account with the taxpayer.

o If an acceptable payment resolution is reached, the Collections Regional Manager prints a
Padlock Hearing Agreement Letter (COL0O50) during the hearing and presents it to the
taxpayer to sign. The Collections Regional Manager will review this agreement thoroughly
with the taxpayer and inform the taxpayer that all current returns must be timely filed and
paid, and that after reaching an acceptable agreement, the Padlock action will cease
provided the taxpayer adheres to the terms of the agreement.

o If the payment proposal is rejected, the Collections Regional Manager prints a Padlock
Hearing Rejection Letter (COLO97) and presents it to the taxpayer to sign. The Rejection letter
stipulates that full payment must be made within three (3) business days from the scheduled
date of the hearing to prevent the Padlock action from moving forward.

e If the hearing officer cannot print a Padlock Hearing Agreement Letter (COLO50) or Rejection Letter
during the hearing, the letter will be hand delivered to the business by the Supervisor no later than
the next business day.

Failure to Attend the Hearing
e If the business owner or authorized representative does not appear for the hearing, the Collections
Regional Manager will execute a Failure to Show Letter (COL108) and the Supervisor will deliver this
letter, along with a Receipt for Hand-Delivered Mail (COL081), to the business no later than the next
business day, and mail a copy of the letter to the taxpayer.
e The letter stipulates that the taxpayer has fourteen (14) calendar days from the scheduled date of
the missed hearing to comply or the business will be padlocked.

Monitoring the Hearing Agreement
The Supervisor or Field Agent will route the account in CACSG into DX72, Monitor Padlock, then review the

account in CACSG and AR monthly to ensure:

e All returns and return payments are being filed timely and paid by the due dates.
o Ifthereisareversed payment (e.g. insufficient funds), this constitutes a failure to pay timely.
o All payment plan payments are being paid in full by the due date(s) previously agreed to in the
Padlock Agreement.
e If the taxpayer fails to comply with the timely filing and payment of returns and Payment Plan
payments, this constitutes a breach of the Padlock Agreement and the Supervisor will generate the
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Notice of Failure to Comply, which outlines the taxpayer’s options to prevent the Padlock action from
moving forward.

o The agent will determine the timeframe stipulated in the notice by which the taxpayer must
comply.

o The Notice of Failure to Comply must be hand delivered to the taxpayer either by the
Supervisor or by the Field Agent.

o AReceipt for Hand Delivered Mail should be signed by the taxpayer or person in charge if the
taxpayer is not available. The Field Agent must submit the Receipt for back-scanning once
received.

o Document this action in CACSG Notes.

o Ifthe taxpayer does not bring the account into compliance by the date in the Notice of Failure
to Comply, the Supervisor should refer the account to the Collections Regional Manager to
determine the appropriate action to take.

Scheduling and Preparing for the Padlock
Padlocking action moves forward when resolution from all collection actions has failed and/or the terms of
the Padlock Hearing Agreement have been breached.

Scheduling the Padlock
The padlock should take place during the business’ normal operating hours. The Supervisor or Field Agent
will do the following to schedule the Padlock:

e Contact a Locksmith Company (Compliance Support has a list of approved companies) and the local
Sheriff’s Department to coordinate a time and date.

e Provide the Locksmith and Sheriff with the:

o Name and addresses of all business locations to be padlocked
o Time and date for the padlock
o Contact information (phone number) of the Supervisor

e Provide the date, time and location to the Supervisor and Collections Regional Manager. A Collections
Regional Manager must be present. A Supervisor or Field Agent will accompany them. All must be
physically present for the Padlock or it must be rescheduled.

o At least 24 hours prior to the Padlock Hearing, the Field Agent or Supervisor must email a Padlock
Summary to apprise the Collections Manager, Collections Director and Virginia Tax Communications
Director of the padlock. The summary must include:

o Legal name of the business.

Physical address of all business locations where the padlock(s) will take place.

Federal Employee Identification Number (FEIN).

Current balance on the account to include any non-filed periods.

Date and time for the scheduled padlock.

Brief summary of the account delinquency to include all prerequisite attempts to collect on

the debt.

O O O O O

Preparing for the Padlock
The Supervisor/Field Agent will do the following before the day of the Padlock:
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e Print copies of the Padlock Inventory Sheet to use to record inventory.

e Charge their IPads the night before so pictures/video can be taken of the premises and business’
inventory.

e Complete the Order of Distraint in CACSG.

e Print several copies of the Notice of Intent to Padlock and Order of Distraint to take to the business
to post. The notice will be taped to the inside window or an appropriate location visible to the public.

Padlocking

At the scheduled date and time, the Collections Regional Manager and a Supervisor or Field Agent must:

e Arrive on time at the business location to be padlocked. Ensure that all parties are present before
entering the business— Required Virginia Tax Collection staff (Collections Regional Manager,
Supervisor or Field Agent), Locksmith and Sheriff.

e Enter the premises and ask to speak to the owner, partner or corporate officer of the business. If this
person cannot be reached, the Notice of Intent and Order of Distraint may be served and explained
to the manager or person in charge of operating the business.

o A signed Receipt for Delivery of the Notice must be obtained if served on someone other
than the sole proprietor, partner or corporate officer of the business.

e Request that the owner, partner or corporate officer close the business and give the employees and
customers 20-30 minutes to gather their personal belongings and leave the premises.

e Tape the Notice of Intent to Padlock and Notice of Distraint to all entrances of the business—
preferably to the inside of the glass on the entrance (If that is not possible, then tape to the entrance
in a manner that the weather will not destroy it). Pictures/videos must be taken to show the Notice
of Intent has been posted properly.

e Secure (lock) all entrances to the business in order to ensure that no one enters to remove inventory,
merchandise, or other property.

e Instruct the Locksmith to change all locks and/or chain lock all entrances to the business and provide
the Supervisor with all the new keys. The Supervisor must keep the keys in a secure place in his/her
home office.

o If gas, kerosene or propane pumps are located at the business “Do Not Enter” yellow caution tape
must be wrapped around the pumps.

e Request dates and times for any upcoming pre-scheduled routine maintenance required for the
property from the owner, officer, or manager and then contact the maintenance company to arrange
to let them into the premises.

e Take inventory of the assets on the premises before leaving.

o Attempt to verify with the owner, officer, or manager what the taxpayer owns inside and
outside of the building.
o Using the Padlock Inventory Sheet in Google Sheets, record the description and quantity of
items in which Virginia Tax may be able to sell at auction to offset the tax debt.
= Take pictures/video of items — a general guideline would be to take pictures for
smaller inventories and a combination of pictures with video for larger inventories
in which it is impossible to inventory every item (e.g. grocery store).
= Always take pictures/videos of assets/inventories even if there is none to reflect such
status.

o If there is a cash register or other cash found at the business, the taxpayer is given the opportunity

to give the cash to the Field Agent to apply to their tax liability.
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o If the taxpayer agrees to apply the cash to the tax liability, the Supervisor must provide a
receipt to the taxpayer immediately (The Supervisor must convert the cash to a money order
or cashier’s check no later than the next business day, and mail the money order or cashier’s
check with a Daily Transmittal to Richmond.

o Ifthe taxpayer chooses not to apply the cash to the tax liability, the taxpayer must be allowed
to take the cash with them when leaving the premises.

e Prior to leaving the premises, the Collections Regional Manager, Supervisor or Field Agent must
ensure:

o All persons have left the property.

o Heaters, coolers, and/or freezers required to maintain the property and/or inventory are
working.

o Pictures/Videos must be taken to show the condition of the inside and outside of the building
at the time of padlock.

o There are no discernable fire hazards or safety concerns.

o All lights, except lighting for security purposes, are turned off and all doors are locked.

After the Padlock
Following the Padlock, the Supervisor/Field Agent must:

e Record detailed Notes in CACSG of the padlock action.

e The Supervisor or Field Agent should scan the invoice from the locksmith, send it to backscan, and
attach it to an email to Compliance Support, P O Box 5771, Richmond, VA 23220-0771. A copy of the
email and invoice should be kept by the Supervisor or Field Agent.

e Using the pictures/video, complete in more detail the Padlock Inventory Sheet

o Determine an estimated value of the inventory using Goodwill’s donation value guide located
at https://goodwillnne.org/donate/donation-value-guide/when appropriate and for other
specialized equipment consult with Collections Regional Manager to come up with an
alternative evaluation system.

o Print pictures and attach to the Padlock Inventory Sheet

e Mail a copy of the Padlock Inventory Sheet with attached pictures to the owner within three (3)
business days after the padlock informing the taxpayer that the values listed on the Padlock Inventory
Sheet reflect an estimated value of the inventory using the Goodwill Donation Value Guide and are
not an official valuation of the assets.

o Notify the landlord by phone that Virginia Tax has padlocked the business. Provide the landlord with
the Supervisor's/Field Agent’s name and phone number to call if access is needed. The
Supervisor/Field Agent must provide the landlord with access to the building, upon request, for the
duration of the padlock.

e Document all actions taken after the padlock in CACSG.

e Never leave sensitive phone messages for taxpayers with detailed Padlock information and always
use recorded phone-line communications with Padlock taxpayers.

e Always use secure email messaging when communicating with Padlock taxpayers.

Writ of Fieri Facias Levy to Sell Assets at Auction
If the business has not paid in full (including payment of tax, penalty and interest for any returns that have

not been filed) within three (3) business days from the date the business was padlocked, the
Supervisor/Field Agent should initiate steps toward the sale of the business’ assets. Business
inventory/assets should only be sold using the local Sheriff’'s Department.

81


https://goodwillnne.org/donate/donation-value-guide/

e The Supervisor/Field Agent should determine if a Writ of Fieri Facias Levy is appropriate. The Writ of
Fieri Facias Levy is a request for the Sheriff to levy and sell the assets of the business on behalf of the
Commonwealth. The proceeds of the sale will be applied to the business’ tax liability.

O

O

O

The Field Agent should review the business’ records at the Circuit Court Clerk’s office and
record the name, amount and date of any judgments filed against the business.
If there are judgments filed in the Circuit Court that are ahead of Virginia Tax and the
estimated value of the assets is below the cost of the average Sheriff’s sale, requesting a Writ
of Fieri Facias may not be in the best interest of the Commonwealth and revocation of the
business sales tax certificate, if applicable, may be pursued. When this occurs, the Supervisor
or Field Agent will:
= Proceed with steps to revoke the business’ Sales Tax Certificate (See Revocation
procedure).
= Remove the Padlock and return the keys to the Landlord.
=  Document this action in CACSG Notes.
If it is determined that after other judgments that proceeds from the sale of the business’
assets appear to be larger than the average Sheriff’s sale and are significant enough to apply
to the business’ tax liability, the Supervisor or Field Agent will:
= Generate a Writ of Fieri Facias Levy from CACSG.
= Attach a copy of the Writ and the documented judgment information created in
Word to an email and send to the Collections Regional Manager.
The Collections Regional Manager submits to Compliance Support to take to the Compliance
Assistant Commissioner to obtain the Tax Commissioner’s signature.
= |f the Tax Commissioner does not sign, then the Supervisor or Field Agent should
record the result in CACSG Notes and pursue revoking the Sales Tax Certificate, if
applicable.
If the Tax Commissioner signs, the original is mailed to the Supervisor or Field Agent to
execute the Writ.
= |nform the landlord that the business’ assets will be sold at auction and direct
him/her to the Sheriff’s department with questions concerning the sale.
= Deliver the signed Writ of Fieri Facias Levy to the Clerk of Court in the business
locality.

o If the business has a mixed beverage or wine and beer license with ABC, the
Supervisor or Field Agent must contact the ABC special agent that handles
that territory to notify him/her of the business being padlocked and the
assets will be sold.

e Request a meeting with the ABC special agent at the business so open bottles
of alcohol, wine or beer can be destroyed (Unopened bottles of alcohol, wine
or beer can be sold at auction to another business that has a mixed beverage
or wine and beer license with ABC only).

e Document this meeting in CACSG Notes.

Application of monies from sale of assets
e After the assets of the business have been sold, the Sheriff will deduct any applicable fee for his/her
services and then will mail a check to Compliance Support Unit, P O Box 5771, Richmond, VA 23220.
The Sheriff will forward any proceeds from the sale minus the monies applied to the business tax
liability to the taxpayer.
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e The Supervisor or Field Agent should scan the invoice from the locksmith, send it to backscan, and
attach it to an email to Compliance Support, P O Box 5771, Richmond, VA 23220-0771. A copy of the
email and invoice should be kept by the Supervisor or Field Agent.

e Document Notes in CACSG.

Removing the Padlock
After the sale of the assets has concluded, the Supervisor or Field Agent must:

e Remove the Notice of Distraint from all the entrances.
e Return the keys to the Landlord when possible.
o If unable to make contact with the landlord (or the landlord is out of state) promptly review
with the Regional Manager and Collections Manager for possible alternative resolution.
e Document the actions in Field Visit Notes in CACSG.

Conducting a Show Cause Hearing

The purpose of a show cause hearing is to determine the officer, partner, member, employee, etc.,
responsible for unpaid taxes of a corporation or partnership. The CACSG Notice of Personal Responsibility
Hearing, COLO08A, is generated through general correspondence. A Show Cause Hearing may also be
conducted after an individual has been personally assessed for the unpaid taxes of a corporation and/or
partnership. This occurs when officers and/or partners fail to respond to a Notice of Personal Responsibility,
but contest the determination after receiving an assessment notice (Chapter 9, Additional Collection
Procedures, and Assessing Unpaid Taxes to Responsible Officers).

The hearing is conducted by a Hearing Officer and attended by the Supervisor at a Virginia Tax hearing
sight. The taxpayer may be accompanied or represented by anyone of their choice. If the taxpayer appoints
someone to attend the hearing on their behalf, the representative must have a power of attorney.

Role of the Hearing Officer

The Hearing Officer makes a determination regarding the responsibility of the officer, partner, or employee
for unpaid taxes of the business. Prior to the hearing, the Hearing Officer reviews the account history and
documentation in CACSG. The Hearing Officer conducts the hearing and evaluates all evidence presented by
the taxpayer and the Supervisor.

During the Hearing

The hearing begins with the Hearing Officer introducing themselves, the Supervisor attending the hearing,
and provides an explanation of the process. The Hearing Officer determines if the person representing the
business is authorized to discuss confidential tax information and represent the business. A power of
attorney form may be requested before the hearing can continue. If an attorney, CPA, etc., is accompanying
the taxpayer, a power of attorney will be requested for future discussions when the taxpayer may not be
present. The taxpayer will be provided with information of the reason why Virginia Tax believes they may
be responsible for unpaid bills of the business.

The taxpayer is given an opportunity to provide an explanation and/or evidence about their role in the
business. The Supervisor can ask questions and/or provide evidence regarding the account.
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The Hearing Officer will discuss the issues with all parties in an effort to make a determination of
responsibility. If a determination is made during the hearing, the Hearing Officer will explain the
determination and the taxpayer’s rights of appeal. In some situations, additional information may be
requested before a determination is be made and a date will be established for providing the information.

Conclusion of Hearing

The Supervisor will monitor the account for compliance with the Hearing Officer’s determination. The
Hearing Officer or Supervisor will generate a free format letter from CACSG (COL001) notifying the taxpayer
of the Hearing Officer’s determination. Documentation of the hearing results will be entered in CACSG.

Revoking a Certificate of Registration

Purpose

The purpose of this document is to outline the steps required by Virginia Tax Field Agents before, during
and after revocation of a sales tax certificate of registration for a Retail business in Virginia. All of the
procedures should be adhered as written unless justification and written authorization is provided at the
Collections Director level and attached to the account.

Virginia Tax pursues revocation as a last resort for resolving high risk, chronically delinquent, open sales tax
accounts to prevent continued delinquency. Revocation entails the removal of the business’ Certificate of
Registration. This action forces the business to cease operations, which serves as a remedy to prevent
continued sales tax delinquency.

Virginia Tax has the authority to revoke a Sales Tax Certificate per Virginia
Code of Virginia §58.1-613.D,

Businesses Not Subject to Revocation
e Field Agents should not pursue revocation as a resolution for businesses
located outside of Virginia.
e Virginia Tax also does not pursue revocation for businesses not registered for sales tax.

Required Revocation Prerequisite Actions
Field Agents must ensure that ALL of the following have been completed prior to requesting permission
from their Supervisor to schedule a revocation hearing:

e Reviewed the account to identify any bills on stop and subtract those amounts from the total tax
liability.

e Executed at least one field visit to discuss payment of the liability within the 30 days prior to initiation.

e Issued a Third Party Bank Lien, if applicable, that was unsuccessful.

e Issued a Memorandum of Lien, if applicable, on the account that includes all bills on the account that
are in an open status in CACSG (over 30 days old) that was unsuccessful.

e Sent a Conversion letter and converted bills to responsible parties, if applicable.

e Determined that the taxpayer has defaulted on a minimum of three Part Pay Agreements within the
last 2 years, the taxpayer continues to have unfiled returns, or both.

Revocation Hearing
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Once the prerequisite requirements have been satisfied, the Field Agent may proceed with scheduling a
Revocation Hearing. A Revocation Hearing is an administrative hearing to provide the taxpayer with one
last opportunity to attend and either:

e Show cause why their Certification of Registration should not be revoked.
e File all nonfilers and propose an acceptable payment and/or filing schedule.
e Make payment in full or post a qualified bond.

Supervisor Review and Approval
The Field Agent completes and submits an Administrative Hearing Referral Form to the Supervisor to
request approval to proceed with a hearing.

o The Supervisor reviews the account and the Administrative Hearing Referral Form to ensure all
prerequisite requirements have been satisfied and that a hearing is appropriate. Additional factors
to consider for approval include, but are not limited to:

o The taxpayer’s history of chronic delinquency.
o The likelihood that continued operation of the business may increase the amount of sales
tax collected from others, but not paid to Virginia Tax.

e If approved, the Supervisor routes the account to the Pending Revocation (DX80) state in CACSG.

e If all prerequisite requirements have not been completed, the Supervisor will refer the account back
to the Field Agent to complete the remainder of the required prerequisite collection actions before
initiating revocation action.

Assignment and Scheduling

e Collections Regional Managers review accounts in the Pending Revocation state in CACSG and assign
a Supervisor to handle the revocation process for each account.

e Collections Regional Managers, acting as the Hearing Officer for the hearing, schedule the hearing
dates using the Administrative Hearing Schedule in Google Sheets and reserve a space at a Virginia
hearing site for each hearing scheduled. There may be times when a virtual meeting is warranted.

e Atanytime, a Supervisor may contact a Collections Regional Manager to request a hearing date when
special circumstances apply, such as a large balance or high—risk. High-risk is defined as when a
business is in jeopardy of closing (notice of foreclosure or eviction) and Virginia Tax is not able to
seize its assets.

Delivery of the Notice of Hearing on Revocation
Once a Supervisor is assigned and a hearing date has been determined, the Supervisor/Field Agent must,

per Administrative Code 23VAC10-20-142(B) required under 58.1-613 of the Code of Virginia for revocation:

e Generate the Notice of Hearing on Revocation or Suspension (COLO16G) from CACSG and enter
the date, time and location of the scheduled hearing into Legal Actions in CACSG.

e Prepare a General Receipt for Hand-Delivered Mail (COL081) to be provided with the notice.

e Deliver the Notice of Hearing on Revocation or Suspension in person during the business’ normal
operating hours within ten (10) business days prior to the scheduled revocation date. Per Virginia
Code 58.1-613(D):

o Ifthe owner of the business is present, the Notice shall be presented to the owner.
o Inthe absence of the owner, the Notice shall be presented to the person having responsibility
for the daily operation of the business.
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o If neither the owner nor the operational manager are present, the Notice must be posted
and a copy sent certified mail to the owner ten (10) business days prior to the scheduled
hearing date.

e The certified mail return green card should be completed with all required information
by the Supervisor or Field Agent. The Sender information should be: Virginia Department
of Taxation, Collections Support Manager, P.O. Box 5771, Richmond, Virginia 23220. The
Collection Field Agent and/or Supervisor should write the taxpayer’s Federal
Identification number on the bottom left of the front of the card. The Collections Support
Manager or staff must document CACSG upon receipt of the green card and then have
the green card sent for back scan to the Taxpayer’s record.

Explain that the taxpayer may be accompanied or represented by anyone of their choosing at the
hearing. If they choose to do so, they must have a Permission to Attend Hearing Form and/or PAR
101 Form completed. These forms will be provided upon request to the business owner prior to the
hearing.

o Ifthe taxpayer appoints someone to attend the hearing on his/her behalf, the representative
must have submitted a properly completed Form PAR 101 prior to the hearing date.

o The Field Agent must enter documentation regarding the exact circumstances of delivery of
the Notice in CACSG History under Field Visit. Notes should include name and position of the
person receiving the Notice; the date and time of delivery; and, when a copy of the Notice
was mailed and how it was mailed (regular or certified mail) if neither the owner nor the
manager was there to receive it.

Provide the Regional Manager with a Hearing Record (Located in the Field Collection Portal under
Legal Processes), for each account scheduled for a Revocation Hearing and the Administrative
Hearing Referral Form.

o If deemed appropriate, prepare a Sales Tax Bond and forward to the Collections Regional
Manager (The amount of the Bond is calculated by adding the last six months sales tax or last
six months non-filer assessments liability plus 25%, rounded up to the nearest hundred).

Send a Google Meet invitation to the Collections Regional Manager, Supervisor and Field Agent. The
Collections Regional Manager may attend virtually if the hearing location is a significant distance (50
miles or more) from the Hearing Officer’s work location or to expedite due process to the taxpayer.
The Supervisor and Field Agent assigned are always required to attend in person and virtual hearings
at the hearing location.

o If the taxpayer contacts the Field Agent that he/she cannot attend on the scheduled date,
the Supervisor/Field Agent can evaluate the taxpayer’s extenuating circumstances and may
agree to do a Hearing with all parties virtually via Google Meet/ WebEx or reschedule for
another hearing date.

Correction of Erroneous Assessment Filed After Delivery of the Notice of Intent
The taxpayer may file an application for correction of an erroneous assessment pursuant to §58.1-1821 of

the Tax Code of Virginia if the taxpayer has reason to believe the assessment is erroneous.

O

Per 23VAC10-20-142(C) Application for correction, the taxpayer may file an application for correction
of an erroneous assessment pursuant to § 58.1-1821 of the Code of Virginia if he has reason to
believe that the assessment is erroneous. However, if a taxpayer files an application after the
department has issued a notice of intent to padlock the business enterprise, it is presumed that one
of the taxpayer's reasons for filing the application is to prejudice or to render wholly or partially
ineffectual proceedings to collect the delinquent tax. In this case, the department may determine
that it is in the best interest of the Commonwealth to continue efforts to collect the delinquent tax

86



during the time that it is considering the application for correction, unless the taxpayer posts a bond
in an amount and with security satisfactory to the Tax Commissioner.

Conducting the Revocation Hearing
The objective of a Revocation Hearing is to determine if the business’ Certificate of Registration should be

revoked due to failure to comply with Virginia Tax Laws and to give the business one final opportunity to

become compliant. The Hearing is conducted in person or virtual by the Collections Regional Manager, who

serves as the Hearing Officer, and must always be, attended by two Agents, usually the assigned Supervisor

and Field Agent.

O

O

Prior to the start of the meeting, the Collections Regional Manager must ensure:

Receipt of a completed and signed Permission to Attend Hearing Form if the taxpayer
chooses to have someone else present at the hearing.

Receipt of a properly completed Form PAR 101 if the taxpayer chooses to have an
authorized representative at the Hearing.

The Form PAR 101 must be reviewed for completeness by the Field Agent and submitted
to Customer Service for processing.

The Collections Regional Manager, acting as the Hearing Officer will:

Outline the reasons for the revocation action and quote any applicable code sections.
Refer to the Notice of Hearing on Revocation or Suspension for a list of the unpaid
assessments and/or returns that have not been filed as reason for the revocation.
Advise the taxpayer of findings of any additional business or income tax liabilities and
include these balances in discussions regarding payment and compliance.

Ask the taxpayer to explain why the taxes have not been filed and/or paid timely and
how they propose to resolve the matter and guarantee compliance in the future.

The Supervisor or Field Agent will:

Provide information regarding the collections efforts, account history, etc. and may ask
the taxpayer pertinent questions.

The Collections Regional Manager will propose a resolution of the account with the taxpayer.

If an acceptable payment resolution is reached, the Collections Regional Manager prints
a Revocation Hearing Agreement Letter (COLO50) during the hearing and presents it to
the taxpayer to sign. The Collections Regional Manager will review this agreement
thoroughly with the taxpayer explaining that all current returns must be filed and paid
timely and that after reaching an acceptable agreement, the revocation action will cease
provided the taxpayer adheres to the terms of the agreement.

If the payment proposal is rejected, the Collections Regional Manager prints a
Revocation Hearing Rejection Letter (COL097) and presents it to the taxpayer to sign. The
Rejection letter stipulates that full payment must be made three (3) business days from
the scheduled date of the hearing to prevent the Revocation action from moving
forward.

If the hearing officer cannot print a Revocation Hearing Agreement Letter (COLO50) or Rejection
Letter (COL097) during the hearing, the letter will be hand delivered to the business by the Supervisor
no later than the next business day.

Once terms are agreed upon by the taxpayer, the Collections Regional Manager sends another
Revocation Hearing Agreement Letter (COL050) from CACSG to the taxpayer detailing the final
agreed expectations.

Failure to Attend the Hearing
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e |f the business owner or authorized representative does not appear for the hearing, the Collections
Regional Manager will execute a Failure to Show Letter (COL110) and the Supervisor or Field Agent
will deliver this to the business no later than the next business day, and mail a copy of the letter to
the taxpayer.

e The letter stipulates that the taxpayer has fourteen (14) calendar days from the scheduled date of
the missed hearing to comply or the Sales Tax Certificate will be revoked.

Monitoring the Hearing Agreement

The Supervisor will route the account to the Monitor Revocation (DX82) state in CACSG. Agreements
include a 12-month probationary period during which the Supervisor or Field Agent will review the account
in CACSG and AR monthly to ensure the taxpayer is adhering to all the terms set forth in the Agreement,
which include:

e All returns and return payments are being filed timely and paid by the due dates.
o Ifthereis a reversed payment, this constitutes a failure to pay timely.

e All payment plan payments are being made in full by the due dates previously agreed to in the
Revocation Hearing Agreement Letter.

e Providing all financial information requested by the date stipulated in the agreement.
e Failure to remain in contact with the Field Agent if stipulated in the agreement.

The taxpayer is allowed three violations. After each violation, the Supervisor generates and hand delivers
the Notice of Failure to Comply (COL053), which outlines the taxpayer’s options to prevent the Revocation
action from moving forward. The Supervisor will determine the timeframe stipulated in the notice by which
the taxpayer must comply.

e 1stViolation - The first violation requires the taxpayer to file any missed returns and make any missed
payments by the specified date.

e 2nd Violation - The second violation requires the taxpayer to file any missed returns, make any
missed payments, and post a bond by cashier’s check to be held in trust for 12 months or a Surety
Bond from an insurance carrier that can be drawn upon to pay the sales Tax debt over the course of
12 months should their account become delinquent again.

e 3rd Violation - The third violation requires the taxpayer to pay the entire sales tax debt in full by a
specified date.

A Receipt for Hand Delivered Mail (COL081) must be hand delivered to the taxpayer by either the
Supervisor or Field Agent. The receipt should be signed by the taxpayer or person in charge if the taxpayer
is not available. The Field Agent must:

e Submit the Receipt for back-scanning once received.
e Document in CACSG Notes the date it was delivered and the name of the person who signed for it.
If the taxpayer does not bring the account into compliance by the date specified in the Notice of

Revocation Failure to Comply (COL053), the Supervisor should refer the account to the Collections
Regional Manager to determine the appropriate action to take.

Scheduling and Preparing for the Revocation
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Revocation action moves forward when resolution from all collection actions and/or three violations of the

terms of the Revocation has occurred.

Scheduling the Revocation
The Revocation should take place during the business’ normal operating hours. The Supervisor or Field

Agent will do the following:

Generate a Certificate of Registration Immediate Action Required letter (COL012) from CACSG.
Provide the date, time and location to the Supervisor and Collections Regional Manager. A Collections
Regional Manager and a Supervisor or Field Agent must be physically present for the Revocation or
it must be rescheduled.

Contact local law enforcement to determine if they can accompany you to the business location at
the scheduled time for the revocation if desired for safety reasons (law enforcement is not required
for revocation).

At least 24 hours prior the Revocation, the Field Agent or Supervisor must email a Revocation
Summary to apprise the Collections Regional Manager. The summary must include:

Legal name of the business.

Federal Employee Identification Number (FEIN).

Current balance on the account to include any non-filed periods.

Date and time for the scheduled revocation.

Brief summary of the account delinquency to include all prerequisite attempts to collect on
the debt.

O O O O O

The Collections Regional Manager is responsible for providing this summary to the Collections Director and

Virginia Tax Communications Director.

Revocation
At the scheduled date and time, the Collections Regional Manager and Supervisor or Field Agent must:

Arrive on time at the business location.

Deliver the Certificate of Registration Immediate Action Required (COL012) letter to the owner,
partner, or corporate officer. If this person cannot be reached, ask to speak to the manager or person
in charge.

Request the owner/corporate officer turn over to the Field Agent the Sales Tax Certificate. Upon
receipt of the Certificate, the Field Agent must then provide (2) copies of the Letter of Receipt
(COL081) for signature stating this is for the revocation of the taxpayer’s sales tax certificate of
registration. There should be one copy for the taxpayer to keep and a copy for TAX that the Field
Agent is to keep on file along with the revoked Sales Tax Certificate in a secured location in their
office.

Request that the owner, partner or corporate officer cease operations of the business on the date
specified or they will face criminal charges as a Class 2 misdemeanor for operating under a revoked
sales tax certificate (38.1-613.E). Inform further that each day they continue to operate after their
Sales Tax Certificate is revoked constitutes a separate offense.

Following the Revocation, the Field Agent must record details of the Revocation in CACSG Notes.
(Send all applicable documents to back scan)

Monitoring a Business after Revocation of a Certificate of Registration
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When the Sales Tax Certificate of Registration of a business has been revoked, the Supervisor must monitor

the business for compliance with the revocation notice. The Supervisor or Field Agents must:

e Monitor the business during normal business activity hours to ensure they are not operating. This
may been done by physically visiting the place of business. If the Field Agent is located a significant
distance from the business, local law enforcement may be enlisted to observe the business for any

activity.

O

If business activity is observed, document in CACSG the date, time, and a detailed description
of the type of activity observed. The Supervisor must report the incident to their Collections
Regional Manager via email immediately. The Collections Regional Manager will determine
the action to be taken (Code of Virginia §58.1-613.E).

If the business is found to be operating after revocation, the Field Agent or Supervisor must
notify the Collections Regional Manager to determine if the locality’s Commonwealth’s
Attorney should be notified in order to seek legal remedy. If the business is operating on a
Revoked Certificate of Registration, Criminal Warrants may be issued (See Criminal Warrants
Procedures). All actions must be documented in CACSG.

If the dealer provides a new Certificate of Registration, investigation should be made to
determine if the new business has any connection or relationship with the revoked business.
If requested documentation or information is not provided, Virginia Tax may issue a
subpoena or summons for records needed to make a determination of relationship (Codes
of Virginia §58.1-103, §58.1-216, §58.1-217, and §58.1-219). All actions must be documented
in CACSG.

If it is determined that the revoked business has been sold to a new owner, successor liability
provisions should be examined (Code of Virginia §58.1-629). All actions must be documented
in CACSG. Contact your Collections Regional Managers for guidance.

Remedies for Reinstatement of a Certificate of Registration
When all returns are filed and the balance of all tax, penalty and interest is paid in full, and in some cases, a

Sales Tax Bond is posted; the Sales Tax Certificate of Registration can be reinstated. The Supervisor or Field

Agent will:

e Document in CACSG Notes that the account is in good standing.

e Deliver in person the Certificate of Registration to the business and inform the owner the business may
resume daily operations.

e Provide areceipt for taxpayer to sign stating that his certificate has been returned. Document who signed
the receipt and the date in CACSG.

e Send a copy of the receipt for back scan.
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Exhibit 6a — Hearing Schedule

.J Virginia Tax

Department of Taxation

HEARING SCHEDULE FOR

District: Central Q Drop down

. . box to select
Hearing Officer:

District
Hearing Date: September 20, 2020

Taxpayer Name | Account Number Hearing Time

9:00 AM

9:30 AM

10:00 AM

10:30 AM

11:00 AM

11:30 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

2:00 PM

2:30 PM

3:00 PM

3:30 PM

4:00 PM

4:30 PM
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Exhibit 6b — Padlock Referral

+

'J Virginia Tax

PADLOCK REFERRAL '

LEGAL MAME DeA
FEIM ENTITY TYPE BALANCE DUE
BUSIMESS LOCATION:

| Free Standing Building | | Inside Mall | | Shopping Center/Strip Mall | | Crther

Houwrs

Type of Business

Field Visit Date (within 30 days of referral} and Result:

Business Open | | Business Clozsed | |

Most Recent Memorandum of Lien

Converted|

Recordation Date:

Converted Date:

Amount:

Amount:

| &1l Prior MOLs Recorded

| &l bills Convert=d

Responsible Officer

Status of Income Tax
(nonfilers and/for debt)

Date of Conversion

Reason for Referring Account for Padlock:

Third Party Liens Unsuccessful

Will not enter into formal PPA

Filing Mot Paying

Dishonored payment history

Will not File

Bill{s} cut of statute for conversion

Mumerous PPA Defaults; how many?

Prior Padlock Account

Responsible Party has multiple delinquent accounts Orther
MOMFILERS
Tax Type Tax Periods Tax Type Tax Periods
ST/WH/LT/PTEfCP ST/WH/LT/PTE/fCP
Brief Summary Why Action is Requested
Assigned Agent Motes
Reviewer Motes
Field Agent Date Referred

Senior Field Agent

Date Reviewesd by Senior

Supervisor Review

Date Reviewed by Supervizor

Bond Amount|Computed st Padlock Hearing)
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Exhibit 6¢c — Hearing Record

Hearing Record

Hearing Date/Time: | Hearing Location:
Hearing Type | O PDLE | O REVO | O Bond O Show Cause
Taxpayer Name:
Trading As:
Account #:
Tax O sales | O withholding | O Income | O Other/Misc
Type:
Mailing Address: Physical Location:
Persons in Attendance and Relationship to Business
Social Security # MName Relationship

Hearing Notes:

Hearing Officer:

Information Reviewed with Taxpayer:
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Exhibit 6d — Permission to Attend Hearing

Y/ Virginia Tax

Commonwealth of Virginia
Department of Taxation

Account Number:

L

am the Owner, Member, Corporate Officer, Other of

(Circle az Applicable) (IName of Buziness)

I grant

(Full Name & Relationship to Taxpayer or Business)

permission to attend hearing at

(Location)

(Date)

T understand confidential tax information will be discussed.

Signature Date

Hearing_Representative_Authorization_200609

94



Exhibit 6e —Padlock List

PADLOCK LIST

Customers and employees are allowed to gather their personal belongings and leave the business.

Senior

Field Agent:

Supervisor:

Date of Padlock:

Time:

(include equi

Arrival Time: Departure Time:

Law Enforcement Motified? | YES | NO | Comments:

Locksmith Notified? YES | NO | Company Mame:

Persons Receiving Keys:

Business Name: FEIM:

Business Address:

Cwner/Employees Present:

Cash Removed from Register? YES MO | Amount:
Inventory

pment and furniture)

Upcoming Routine Maintenance

The owner will be given access to the property to perform the maintenance

Item Description Company Mext Scheduled Maintenance Date
Business Checks
Date of Comments Initials | Date of Comments Initials
Check Check

Additional Comments

Prior to leaving the premises check to be sure all persons have left the property and any heaters,
coolers, and for freezers required to maintain the property and/or inventory are working and check
for any potential fire hazards or safety concerns. All lights, except lighting for security purposes,
should be turned off and all doors must be checked to be sure they are properly secured.
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Chapter 7

Criminal Warrants
Virginia Tax has the authority to issue Criminal Warrants for criminal offenses committed under Code of
Virginia §58.1. Criminal Warrants may be issued when there is

. . . . Ler
evidence of refusal or failure to collect or file required taxes, Apary

willful intent to evade the payment of taxes, and/or willful intent wa;ré!n %
to defraud the Commonwealth of any tax due. Titten opq,. ' US
y duthopjy, Jrder fr,
ala_ O Qth. s

Criminal Warrant Types
Generally, Class 1 and Class 2 misdemeanor warrants are issued by Collections Field Supervisors. However,
in some instances, under direction of a Commonwealth’s Attorney, felony warrants may be issued. The
following are examples of misdemeanor warrants:

e Class 1: Bad Checks (Code of Virginia §58.1-486, §58.1-637, §18.2-182.1)

e Class 1: Failure to collect or pay over sales tax (Code of Virginia, §58.1-625)

e (Class 1: Failure or refusal by a Sole Proprietor to file a sales tax return or filing a fraudulent sales
tax return. (Code of Virginia §58.1-636)

e Class 1: Failure to file, failure to withhold, and/or failure to pay over employer withholding tax by a
Sole Proprietor. (Code of Virginia §58.1-485)

e (Class 1: Willful failure to make a return, keep records or supply information by Corporate Officers.
(Code of Virginia §58.1-1814)

e (Class 1: Willful failure to collect, account for and pay over sales, use or withholding tax by
Corporate Officers. (Code of Virginia §58.1-1815)

e Class 1: Failure to file individual income tax return (Code of Virginia §58.1-348)

e (Class 2: Operating a business making taxable sales without obtaining a sales tax Certificate of
Registration or operating a business on a revoked or suspended Certificate of Registration. (Code of
Virginia §58.1-613.E.)

The following are examples of felony warrants:

e Embezzlement of trust taxes: Sales and Withholding Taxes (Code of Virginia §58.1-474, §58.1-625,
§18.2-11)

e (Class 6: Two or more acts or omissions within a period of 90 days of willfully failing to truthfully
account for sales, use, or withholding tax totaling $1,000 or more collected from others with the
intent not to pay over. (Code of Virginia §58.1-1816)

e (Class 6: Intent to defraud by making false statement on an individual income tax return. (§58.1-
348)

Criminal Warrants — Responsible Party

Civil and criminal actions against individuals are appropriate when there is evidence that the individual
willfully violated the law (Code of Virginia §58.1-1814, §58.1-1815, and §58.1-1816). An implication of
willful violation related to responsible party is when the business had funds to satisfy the tax debt, but an
authorized officer, partner, member, employee, etc., made the choice to use the funds for the payment of
other business debts, or diverted the funds for personal use. Willfulness is easier to establish for trust taxes
(sales and withholding) in which payment involves the remittance of collected monies. Willfulness can be

96


https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-486
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-637
https://law.lis.virginia.gov/vacode/title18.2/chapter6/section18.2-182.1
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-625
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-636
https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-485
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1814
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1815
https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-348
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-613
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-613
https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-474
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-625
https://law.lis.virginia.gov/vacode/title18.2/chapter1/section18.2-11
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1816
https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-348
https://law.lis.virginia.gov/vacode/title58.1/chapter3/section58.1-348
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1814
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1815
https://law.lis.virginia.gov/vacode/title58.1/chapter18/section58.1-1816

described as an act (e.g., failure to pay) or an omission (e.g., failure to file) that the taxpayer did knowingly
or voluntarily. For example, a responsible officer may direct company funds be used to pay for raw material
or labor rather than be remitted for taxes. The officer consciously and intentionally preferred other
creditors of the business over what State Tax Law requires.

Prior to Requesting a Criminal Warrant

When a criminal offense is suspected the Field Agent should refer the account to the Collections Field
Supervisors or Manager for review. A thorough review of the account is conducted to determine if there is
sufficient evidence that a criminal offense has been committed. This should be the last collection action
we attempt. Only after everything else has failed, because it is the most punitive and time consuming. In
addition this tool should be for very large balance cases that merit this level of effort.

The Collections Field Supervisors completes the Criminal Warrant Approval request, Exhibit 7a, and submits
form to their Manager. This form is used by the Manager to assist in making a determination of approval.
The Compliance Manager must approve all Criminal Warrants. It may be determined that additional
information is needed and a Subpoena Duces Tecum may be issued from CACSG by Supervisor to obtain
records from financial institutions, etc.

When approval is received for requesting Criminal Warrants, the Commonwealth’s Attorney for the City or
County of the business locality may be contacted for review of the case. The account should be routed to
the Pending Criminal Warrant (DX91) state in CACSG.

A Criminal Warrant Warning must be sent by certified mail or personally delivered to the taxpayer no less
than five days prior to issuing a criminal warrant. The Criminal Warrant Warning is issued from CACSG for
Class 1 misdemeanor warrants. A Summons for Operating without a Sales Tax Certificate is issued from
CACSG when a business is found to be in violation of Code of Virginia §58.1-613.E. For other types of
warrants, a Free Format Letter may be issued from CACSG. Any such notice should contain:

e Information warning the taxpayer that Criminal Warrants will be filed

e Alist of the returns not filed and/or delinquent assessments

e The deadline for providing returns and payment

e Return mailing address for requested information and/or payment

e Collections Field Supervisor’s phone number

e Signature line for the Field Agent sending the notice

Documentation must be entered in CACSG detailing information contained in a Free Format Letter sent to a
taxpayer warning of Criminal Warrants.

Requesting a Criminal Warrant

The process of requesting Criminal Warrants may vary among localities; therefore, Collections Field
Supervisors should contact local court officials for information regarding procedures for requesting Criminal
Warrants. When requesting Criminal Warrants under direction of a Commonwealth’s Attorney, the
Collections Field Supervisors will follow the instructions of the Commonwealth’s Attorney. The
Commonwealth Attorney in some jurisdictions will not request Criminal Warrants unless there is a risk of
flight by the taxpayer or the account has a large liability.

Issuing a Criminal Complaint
The first step of the criminal process is issuing the Criminal Complaint from CACSG. Editable fields of the
Criminal Complaint will allow the Collections Field Supervisor or Manager to enter information such as the
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locality of the offense, date of the offense, description of the offense (code references should be included),
name, address, social security number of the accused, and any additional information that will assist in
locating the accused.

This process will vary as Commonwealth’s Attorneys may request a separate Criminal Complaint for each
period of an offense or may request a Criminal Complaint for a span period. Commonwealth’s Attorneys
usually prefer to review the completed Criminal Complaint before the warrant is issued. Some
Commonwealth’s Attorneys prefer to complete the Criminal Complaint based on information from a case
summary provided by the Collections Field Supervisor.

Grand Jury

The grand jury is a special type of jury assembled to investigate whether criminal charges should be

brought. Some Commonwealth’s Attorneys prefer to present evidence before a grand jury prior to issuing
felony warrants while others prefer a preliminary hearing. Collections Field
Supervisors may be required to give testimony before the grand jury in
connection with the criminal complaint. In preparing for testimony, the
Collections Field Supervisor should thoroughly review the account and
prepare a summary of the account as a guideline for testimony. Information

in the summary should include a clear description of the offense, dates, and
tax types, delinquent returns, amount of tax, penalty and interest. A brief account history that outlines
contacts with the taxpayer and efforts to resolve the matter may also be included. The Collections Field
Supervisor must be prepared to answer questions from jurors about the account.

Preliminary Hearing

A preliminary hearing is held by a Judge to ascertain whether there is evidence to warrant the binding over
of the accused on the felony charge to the circuit court for further proceedings. Collections Field
Supervisors may be required to give testimony at the preliminary hearing. As with preparing for grand jury
testimony, the Collections Field Supervisor should review the account, complete a summary of the account
as a guideline for testimony, be prepared to present evidence, and answer questions about the account.

Warrant of Arrest

A Criminal Warrant is issued by presenting the Criminal Complaint to the Magistrate of the locality where
the offense occurred, completing a Warrant of Arrest form (DC-314 or DC-312) and the swearing to the
accuracy of facts and/or statements made on the Warrant of Arrest. The Collections Field Supervisor,
Commonwealth’s Attorney or Magistrate may complete the Warrant of Arrest form. The Warrant of Arrest
is based on the offenses listed on the Criminal Complaint. The account should be routed to the Prepare and
File Criminal Warrant (DX91) state in CACSG and detailed documentation should be entered such as the
type of warrant issued, date issued, charges filed, etc.

Subpoenas, Affidavits and Agreements
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Additional forms may be required in association with the issuance of Criminal Warrants. The Collections
Field Supervisor can issue the Request for Subpoena of Witness and the Plea Agreement forms in CACSG.
However, the Commonwealth’s Attorney may prefer that these forms be
issued by their office. The following are additional forms that can be SUBPOENA
generated from CACSG: whren

e Affidavit to Confirm Nonfiler (COL071)

o Affidavit to Confirm Unpaid Tax (COL072)

Preparing for Trial

After the Criminal Warrant has been issued, a court date will be set and the Commonwealth’s Attorney will
issue Witness Subpoenas to all parties that are to appear in connection with the case. Any requests for
records, affidavits, or certified copies from Central Office should be sent via email to the Compliance
Support Regional Manager. Requests sent to Central Office must state that the information is needed for
court and the request should be expedited. The Regional Manager may request a Subpoena Duces Tecum
for financial institution records, purchase invoices, or other information deemed material to the case.
Procedures for confidential tax information must be followed when handling records received in
connection with the case.

Presenting a Case in Court

Cases may be heard in the General District or circuit court. A Judge hears misdemeanor cases in general
district court (bench trial) but the taxpayer may elect to be tried either by a Judge or by jury in circuit court.
Circuit court appearances are felony cases or appeals from the general district court. In some cases a Plea
Agreement is made prior to the case being heard. When this happens the plea must be presented before
the court.

Supervisors must conduct themselves in a professional manner for all court appearances. They must arrive
at scheduled times, observe the court dress code, and be well organized and prepared to give testimony
and answer questions. When giving testimony in court the Collections Field Supervisor should present
information based on the facts and to the best of their knowledge.

Monitoring a Court Case

Immediately after the court hearing the Collections Field Supervisor must document in CASCG the ruling
made by the Judge or Jury and route the case to the Monitor Criminal Warrant (DX92) work state. A copy of
the Judge’s Order should be requested and kept on file and sent to Central Office for back scanning.

The Supervisors will be responsible for monitoring the account for compliance with the court Order. If the
taxpayer fails to comply with the court Order, the Collections Field Supervisor should contact the
Commonwealth’s Attorney. The Commonwealth’s Attorney may bring the matter before the court or
instruct the Collections Field Supervisor to issue a Motion for Show Cause Summons through CACSG to
bring the taxpayer before the court due to failure to obey a court Order, make court ordered restitution,
etc.
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Exhibit 7a - Criminal Warrant Approval

. . . .
J Virginia Tax
Department of Taxation

xxxxxx DISTRICT
CRIMINAL WARRANT APPROVAL
NAME: John Doe
ADDRESS: 1234 ABC Highway PHYSICAL LOCATION: 1234 ABC Highway
Richmond VA 23218 Richmond VA 23218
LEGAL BUSINESS NAME: John Doe, LLC TRADING AS: Doe’s Food Store
BUSINESS ENTITY TYPE: Partnership OFFICERS/PARTNERS: John Doe, Partner
Mary Doe, Partner
COLLECTIONS SUPERVISOR: Mary Smith
COMPLAINT:

(1) John Doe, partner and operator of a convenience store trading as Doe’s Food Store, failed to pay over to the
Virginia Department of Taxation sales tax that was collected from his customers for taxable sales made at the
business for the periods of April through December 2001; April, June, July, September and October 2002 in
violation of Code of Virginia §58.1-625.

(2) John Doe, partner and operator of a convenience store trading as Doe’s Food Store, failed to pay over to the
Virginia Department of Taxation withholding taxes (Virginia income taxes withheld from the wages of employees
of the business) for the periods of April through December 2002 in violation of Code of Virginia §58.1-485.

ACCOUNT SUMMARY: List important dates, actions and results

Description of Business:

Field Visit Date (within 30 days of referral) and Result:

CWAR Warning Letter Date Mailed Certified: Date Hand Delivered:
Most Recent Memorandum of Lien Converted
Recordation Date: Converted Date:
Amount: Amount:
All Prior MOLs Recorded All Bills Converted

Reason for Referring Account for CWAR:
Third Party Liens Unsuccessful Will not enter into formal PPA
Filing Not Paying Dishonored payment history
Will not File Bill(s) out of statute for conversion
Numerous PPA Defaults; how many? Prior Padlock Account
Responsible Party has multiple delinquent accounts Other

Comments:

Collections Supervisor Date

Recommendation Approved ‘ ‘ Denied

Collections Regional Manager Date

Exhibit 7b — Account Summary for Grand Jury
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ACCOUNT SUMMARY FOR GRAND JURY

CHARGES:

John and Mary Doe, partners and owners and operators in charge of day to day operations of Doe’s Food
Store located at 0001 Lee Highway, Marion, VA collected Virginia sales tax on sales made at the business
and failed to pay the taxes over to Virginia Department of Taxation as required by Code of Virginia §58.1-
625.

John and Mary Doe, partners and owners and operators of Doe’s Food Store, withheld Virginia income
taxes from the wages of employees of the business as required by Code of Virginia § 58.1-461, but did not
pay the amount of tax withheld over to Virginia Department of Taxation.

Sales tax is a tax that the customer pays on each taxable item purchased. Dealers (owners/operators of
businesses) are required by Virginia law to collect the sales tax from customers each time a taxable item is
sold and pay the tax over to Virginia Department of Taxation by a specified date. The dealer is deemed to
be holding the sales tax in trust for the Commonwealth of Virginia until a specified date. Sales tax is not an
expense to the dealer — the tax is paid by the customer.

The term for income tax withheld from the wages of employees is withholding tax. Virginia employers are
required to withhold Virginia income tax from employee’s wages and pay the tax over to Virginia
Department of Taxation by a specified date. Withholding tax is deemed to be held in trust for the
Commonwealth by the employer until the due date for paying it over to Virginia Department of Taxation.
(Code of Virginia §58.1-474.) Withholding tax is not an expense to the employer, the tax is paid by the
employee.

ACCOUNT SUMMARY:

Dates, Actions, and Results

EVIDENCE:

List of evidence of the offense(s) in possession of Virginia Department of Taxation.
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Chapter 8

Bonds

When deemed necessary, Virginia Tax may require any person, dealer, corporation, etc., subject to

collection of sales, use and/or vending machine tax to file a_bond to secure the collection of the tax (Code of
Virginia §58.1-630). A bond can be a cashier’s check, a bond issued through a

1° T@ mg ;ﬁi licensed bonding company (surety), or securities approved by the Tax

I_g l Commissioner. The amount of the bond is calculated by adding the last six
months sales tax liability plus 25%, rounded up to nearest hundred. The bond or
securities will be held in a non-interest bearing account.

Bond Reasons

A bond may be required when a taxpayer has a history of failing to file and/or pay sales, use, and/or
vending machine taxes timely. The following describes situations where a bond may be required:

e Revocation Hearing: A taxpayer may be relieved from appearing at a Revocation Hearing if they file
all returns, pay all tax, penalty, interest, and file a surety bond. The Hearing Officer may require the
taxpayer to file a bond as a condition of the Hearing Agreement.

o Revoked or Suspended Sales Tax Certificate of Registration: A bond may be required as a
condition for reinstating a Sales Tax Certificate of Registration when the certificate has been
revoked or suspended.

e Bad Checks: A bond may be required when a taxpayer issues two or more bad checks for payment
of taxes within a twelve-month period (CACGS correspondence COL023, Request for Sales Tax Bond
of Surety).

e History of Failing to file and/or Pay Taxes: A bond may be required as a condition of issuing or
reinstating a Sales Tax Certificate of Registration at any time that it is deemed that the taxpayer has
a history of failing to file and/or pay the taxes in a timely manner.

Capture or Return of a Bond
Virginia Tax may capture and apply the bond to unpaid sales taxes whenever deemed necessary. If the Sales
Tax Certificate of Registration is revoked, the business is padlocked, the business closes, or the business is
sold, the bond will be applied to the balance due. Any remaining balance of the bond will be returned to
the taxpayer. Upon request, the bond may be returned if the following conditions are met:

e A taxpayer has shown compliance by filing and/or paying taxes timely for a period of twelve

consecutive months.
e The business has been sold or closes and all returns have been filed and there is no balance due.

Processing a Bond

When a Field Agent receives a bond, it must be forwarded to the Compliance Support Unit Supervisor along
with a Bond Memo, Exhibit 8a. If the taxpayer is mailing in the Bond, the Supervisor will notify the
Compliance Support Unit Supervisor to be on the lookout for it. Bonds will be mailed to- Department of
Taxation, P. O. Box 5771, Richmond, VA 23218. Non-cash bonds need to be reviewed by the Supervisor.
The Compliance Support Supervisor should be consulted if there are questions about the bond. When the
Collections Field Supervisor and Manager determine that a bond needs to be seized or released, an email
should be sent to the Compliance Support Supervisor with the pertinent account information.

102


http://taxi/toolbox/Form%20Library%2001/Surety%20Bond.doc
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-630
https://law.lis.virginia.gov/vacode/title58.1/chapter6/section58.1-630

Exhibit 8a - Bond Memorandum
. [ ] [ ] [ ]
Virginia Tax
Department of Taxation

MEMORANDUM

TO: Supervisor Compliance Support Unit
FROM: Collections Field Supervisor Name
DATE:

SUBJECT: Cash Bond

Account Number:
Account Name:
Address:
Telephone Number:
Please post the attached cash bond/surety in the amount of $xx, xxx.xx to the account listed above.

If you have any questions please let me know.

Thanks.
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Chapter 9

Additional Collection Procedures

Efforts to resolve unpaid taxes do not stop when a business is sold, closes, or is closed by Virginia Tax
through the padlock or revocation processes. Field Agents continue the collections process by using the
appropriate efforts to resolve unpaid taxes until the account is paid, or it is determined the account is not
collectible. In addition to normal collection procedures, processes such as successor liability and assessing
unpaid taxes to responsible officers, partners, or members may be used.

Successor Liability

Efforts to resolve unpaid taxes do not stop when a business is sold, closes, or is closed by Virginia Tax
through the padlocking or revocation processes. Field agents continue the collections process by using the
appropriate procedures and actions until the account is paid, or it is determined the account is not
collectible. In addition to normal collection procedures, successor liability may be used.

When a business has been sold and sales tax, penalty and interest remain unpaid, Virginia Tax should
evaluate the account for successor liability. If any dealer liable for tax, penalty, or interest sells his/her
- business or stock of goods (assets), or quits the business, he must file a final
— return and make payment within fifteen days after the date of selling the
l‘ ()l{ business (Code of Virginia §58.1-629 and 23VAC10-210-3090). At that time,

~ ‘E ? he/she should also return the Sales Tax Certificate of Registration to Virginia
Sl A4 Tax and report on the final return the full name and address of any successor.

The successor or purchaser must withhold sufficient of the purchase money to cover any sales tax, penalty,
and interest due and unpaid until the former owner produces a receipt from the Tax Commissioner
showing all tax has been paid or a certificate stating that no tax, penalty, or interest is due. If the purchaser
of a business fails to withhold the purchase money, he/she shall be liable for the payment of unpaid sales
tax, penalty, and interest, administered under Chapter 6 of the Code of Virginia §58.1, on account of the
operation of the business by the former owner.

Any person, firm, or corporation who succeeds a dealer in the operation of a business must submit a
Registration Application to Virginia Tax. When applying for a Sales Tax Certificate of Registration, the
successor dealer should inform Virginia Tax of the acquisition of the business previously operated and
furnish the name and certificate number of the previous dealer. The successor may request a receipt or
certificate from Virginia Tax showing the amount of tax, or no tax, due by the previous dealer. Such a
receipt will be sufficient evidence to authorize the successor to release to the previous dealer any funds
withheld from the purchase price.

When it is determined that successor liability is applicable, a Sales Tax Certificate of Registration should not
be issued to a successor who has been notified by Virginia Tax of any unpaid taxes, penalties or interest due
and unpaid by previous dealer until such amount is paid in full. However, due to the various avenues of
registration available to taxpayers, including Internet registration, Sales Tax Certificates of Registration are
usually issued without evaluation of successor liability. Therefore, the field agent must follow-up with
checking for successor liability when a business in his/her assigned inventory has been sold, Exhibit 9a.
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Discovering the Sale of a Business
There are several situations where the Field Agent may find out that a business is going to be, or has been
sold.

1.) The Field Agent is working a case where the business is failing. The taxpayer may mention he/she is
trying to sell the business.

2.) The Field Agent begins working a case where all tax accounts are closed, but the case has a sales tax
balance and/or sales tax nonfilers. Upon contacting the taxpayer(s) or any other related party
(landlord, management company, neighboring business, etc.) the information that the business, or
assets of the business, have been sold is offered. If the information is not offered, the Field Agent
should make a point of asking if the business has been sold.

3.) The taxpayer makes a call and/or field visit to a business regarding a sales tax balance and/or
nonfilers and discovers a new owner.

4.) When in doubt of a successor liability, always consult your Team Leader or Supervisor.

Steps for Enforcing Successor Liability

Once the Field Agent learns of the sale of a business or its assets, and a Memorandum of Lien has been
recorded, the Field Agent may informally advise the new owner of the seller’s sales tax liability, and
familiarize the new owner with Virginia Tax Code 58.1-629. The seller’s “newly disclosed” sales tax liability
is, most times, a surprise to the buyer. In cases where a balance or nonfilers exist, it's common for the
seller of a business not to disclose this information at the time of sale, or on the purchase agreement.
Many times the purchase agreement is prepared by a third party accountant or attorney, and the
agreement states that the buyer shall not “take on” or “inherit” any liability from the seller. The buyer
believes he/she has purchased the business “liability free”. The buyer must be made aware that any
contract prepared by a third party accountant or attorney cannot supersede Virginia Tax Code 58.1-629.

Knowledge of the nature of the purchase, as well as the amount of the purchase price, is necessary in
determining successor liability. The Field Agent should create a CACSG Free Format Letter on the seller’s
case, describing the situation the Field Agent has discovered, and requesting more information regarding
the sale. Successor liability is limited to the actual purchase amount that traded hands, not necessarily the
purchase price. The Field Agent should request a copy of the purchase agreement. It is best to request a
copy from both the seller and the buyer, to insure consistent information is provided. Both the seller and
the buyer should be advised of the necessary conditions for successor liability, and that it’s in their best
interest to provide a copy of the purchase agreement. The Successor Liability Letter should be hand
delivered, or sent certified mail. Certified mail gives us a good audit trail if the case should end up in court.

Once it is determined successor liability exists, and if the both the seller and buyer do not pay the liability,
bills, identical to those on the seller’s account, may be created in AR on the sales tax account of the buyer.
In order to do this, a Beginning Liability Date, which includes the sales tax periods for which the seller is
liable, should be entered to replace the original BLD in the buyer’s account. Tax assessments equal to the
seller’s liability for each period may be created through the Add Charges option in AR; the bill reason should
be “other — Successor Liability”. Once bills have been created on the buyer’s sales tax account, appropriate
collection and legal action may be taken. As payments are made, the Field Agent must monitor both the
seller’s and the buyer’s sales tax accounts for accuracy. The Field Agent should regularly adjust (abate
down) either account to reflect these payments.
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Examples for Review

Example 1 -

e Business A purchased Business B. Neither the seller nor the buyer paid the sales or motor fuel tax
liability. Bills were created on the buyers account, and a third party lien was filed. The buyer paid %
the tax and interest on the qualified liability, then submitted an OIC, requesting abatement of
penalty.

e The OIC was accepted, and the buyer was relieved of any further liability. Simultaneously, all bills
were converted to the responsible party of the seller. The responsible party has a PPA on the
converted bills.

Example 2 —

e ABCInc. purchased 123 Inc. The sale of the business was discovered upon a field visit to the location.
The seller had nonfilers at the time of the sale, and could not be reached. Nonfiler assessments were
created on the seller’s sales tax account. These were then duplicated on the buyer’s account.

e Based on the purchase agreement, the sales tax liability was greater than the purchase price;
therefore, the buyer was held liable for an amount equal to the purchase price. The balance of the
liability was converted to the responsible party of the seller.

Frequently Asked Questions

QUESTION: Restaurant B intends to buy the business from Restaurant A. Restaurant A is not truthful to
Restaurant B about outstanding tax liabilities (nonfilers) that exist. Restaurant B does a records search and
finds no Memorandum of Lien in file. The sale goes through. Assessments are later made on Restaurant A,
a Memorandum of Lien is filed, and bills are assigned to Restaurant B. The attorney for Restaurant B states
that because there was no Memorandum of Lien on file, there should be no successor liability. Does a
successor liability exist?

ANSWER: Yes. Our position is that Restaurant B should have asked Restaurant A for a “letter of good
standing” (a receipt from the Tax Commissioner showing that taxes, penalties, and interest have been paid
or a certificate stating that no taxes, penalties and interest are due, Code of Virginia 58.1-629. The fact that
there was no Memorandum of Lien on file does not matter when it comes to successor liability, a sort of
buyer beware.

QUESTION: Itis November 6, 2007. You learn that Cookie Store B purchased the assets of Cookie Store A
in July 2003. Cookie Store A has nonfilers, spanning September 2001 — June 2003. Does Cookie Store B
have a successor liability?

ANSWER: No. Virginia Tax Code 58.1-104, is a general provision, which states the statute of limitations is 3
years, in most cases. Since none of the periods of time in question fall within the past 3 years, successor
liability should not be pursued.

QUESTION: Convenience Store B purchases the assets of Convenience Store A for $20,000. The sales tax
liability of Convenience Store A is $35,000. Is Convenience Store B liable for $35,000 in sales tax?

ANSWER: No. Convenience Store B is only liable for the amount of money that actually changed hands.
Virginia Code 58.1-629 provides that the successor shall only hold sufficient of the purchase money to cover
the amount of unpaid taxes.
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QUESTION: A Shoe Store goes out of business with a sales tax liability of $10,000. The Shoe Store vacates
the premises. One month later, a Sporting Goods Store begins doing business at the same location. Is the
Sporting Goods Store liable for the $10,000?

ANSWER: No. No purchase has taken place. Successor liability cannot exist unless a sale has transpired.

Offer in Compromise

An Offer in Compromise is a proposal to settle a tax bill for less than the full amount due. Virginia Tax can

consider Offers in Compromise from individuals and businesses for the following reasons, Code of Virginia

§58.1-105. See Exhibit 9b.

e Waiver of penalties over $2,000 if extenuating circumstances kept the taxpayer from filing or paying
their taxes on time.

e The taxpayer may not be liable for the amount assessed (doubtful liability).

e The taxpayer is currently experiencing financial hardship, and can show that they are not able to pay
the full amount owed (doubtful collectability).

How to Request an Offer in Compromise
For requests for relief based on doubtful liability or for waiver of penalty, the taxpayer will submit the
required forms, and include all required documentation as detailed in the
instructions:

e Individuals: Form OIC |-2

e Businesses: Form OIC B-2
For converted debt that files for doubtful liability, the Field Agent must verify that
there is a reason for doubtful liability.

For requests for relief due to financial hardship (doubtful collectability), the taxpayer will submit a
completed offer package, including all required forms and supporting documentation:

e Individuals: Form OIC |-3, FIN I-1, OIC-Fee

e Businesses: Form OIC B-3, FINB-1, OIC Fee

The taxpayer should submit an individual OIC packet for businesses that are closed or business debt that
has been converted to them, see exhibit 9b — Offer in Compromise Chart, for more information.

The taxpayer may be required to include a $50 administrative fee. See the instructions for complete details.
Required forms and all supporting documentation should be sent by the taxpayer to:

Tax Commissioner
Virginia Department of Taxation
PO Box 2475
Richmond, Virginia 23218-2475

Virginia Tax will consider the offer based on all available information. If the Tax Commissioner accepts the
offer, Virginia Tax will remove any amounts waived from the bill. If the offer is not accepted, the taxpayer
must pay the balance of the bill in full. See the Taxpayer Bill of Rights for more information on
www.tax.virginia.gov. Penalty waivers are done after the offer is accepted. Virginia Tax will not waive any
portion of a doubtful collectability OIC until the offer has been paid in full.

Customer Satisfaction handles the stops and cases for all doubtful collectability offers, and for penalty
waivers and doubtful liability OICs that are not for field audit bills. If a business asks for waiver of penalty or
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files for doubtful liability on a field audit bill, the case goes to Appeals and Rulings, and they will place the
stops.

The OIC Representative may contact the Field Agent and ask for their input on an OIC case or to complete
the form below when the account is assigned to them. The Field Agent should provide as much information
as possible to the OIC Representative to assist them with making their decision. A response must be sent to
the OIC Representative within 2 business days.

Questionnaire for Field Agent
Incoming OIC cases

Name of Field Agent:

OIC Case #:

FEIN / SSN:

Account Name:

Total Unpaid Balance on Account:
Taxpayer’s Offer:

1. Did you have contact with this TP prior to the OIC being submitted?
2. Did you encourage or recommend that the TP submit an OIC? Yes No
a. Ifyes, explain:

b. If not: |was not aware they intended to submitan OIC
| told them they probably would not get an OIC

3. Has the delinquent balance been converted? Yes No
a. Ifso, to which responsible officer(s) and SSN(s)?

b. If no, is there a reason the balance has not been converted? Out of statute Other

If other, explain:

4. |sthere a MOL recorded for the entire balance due? Yes No
a. If not, why?

b. If the debt is converted, has a MOL been recorded against the business and the taxpayer(s) the
debt was converted to? Yes No

5. What is your recommendation for the requested settlement? Why?

6. Any additional comments about the TP or their OIC?
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A final decision is made based on the taxpayer documents, information and account history provided. The
decision is documented in CACSG and/or AR (Customer Satisfaction does not use CACSG). Upon request a
copy of the response letter will be sent to the assigned agent.

How to Retrieve an OIC Case in Siebel

If an OIC has been denied and the account has been assigned to a Field Agent then the Field Agent can
obtain valuable information from the OIC documents submitted by the taxpayer (eg: phone numbers,
addresses, bank and employment information). To retrieve an OIC case in Siebel do the following:

e Go to Consolidated View in Siebel
e Enter SSN/FEIN
e Go to Contact Cases

Customer
Q CACSG AR - Customer Profile
Name-d Bad Address:
Entity Type:|Individual
SSN/FEIN{( | e
-y Customer Type:{Individual E
FPhone #1
Debtor ID]
Address: FIPS{02000
T
. ] -
city! Relationships|l .
State: Relationships: &
Zip: Fax #:
Email; E

RElglelsRlaiielani=IdsiM Collection Cases / Information  Filing Information Summary ~ Bill Summary  Bankruptcy  Audit  Contact Cases

Tax Accounts

e Click on the CC#

Customer Contact Cases + & Q # 4

~
Lo M| | ® Iy
cc# 0 Summary Zla:\O Opened Customer Owner Created By Closed Modified

SSN/FEIR
1-750 12.03 2020 - Exempt. Closed 11/24/2020 0232 | .- TLOUVETT VDUFFEY 12/11/2020 08:21:30.. 12/11/2020. 04t 3
1-742 8.12.20 No fee due, bills stopped. IClosed 8/7/202011:3532.. 1 .. TLOUVETT VDUFFEY 10/9/202012:21:02 PM 10/9/2020... 04¢ 3
1-722 11.26.2019 - Under $50K. Sent fee Closed 11/18/2019 0Z17.... 1 .. TLOUVETT VDUFFEY 4/24/2020 11:22:33 AM 4/24/2020... 04¢ 3
1-729 Duplicate. Cancelled Cancelled  2/20/2020 01:30:0.. 1 .. TLOUVETT VDUFFEY  2/21/2020 08:32:58 AM 2/21/2020... 04¢ 3

Each CC# will give you a breakdown of the OIC. If you click on “Correspondence” then “View Image” you
can view the documentation the taxpayer submitted.

1-75C +

g Q & f1+
ccx [irs0 owner [LouvETT [= g Froyrrr—
‘E ed« (11/24/2020 02:32:09 PM|
SSN/FEIN: (048 sed |12/11/2020 08:21:30 AM| Description: |12/3/20 approved & sent to V. Duffey for L. Durbin’s sig CD Al
12/04/20 - Gave to Keven Wright for review. - VD
* ‘Clused ‘V‘ ‘V‘ 12/08/20 - Scanned and emailed to Larry Durbin for expedited
review and approval. - VD o
12/11/20- Letter dated, signed and mailed. Copies of the letter
All Customer Contact Cases Attachments  Audit Trail  Related Customer Contact Cases  Charts
Activities + @ Q& oo
cacsG | AR -Gustomer Profie i ~ | ®
—
New Description Type U Latest Start Status Priority ssigned To Customer SSN/FEIN Destination Caf
Image Received Correspondenc... Done TLOUVETT ] Collections 0IC  0IC
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Example of OIC correspondence received from the taxpayer. Notice it has 68 pages so there could be
information available to assist with collections IF the OIC was denied.

. - ‘1%(
' /\[ ofer Blmm’
Form OIC-Fee Virginia Department of Taxation
Fee for Doubtful Collectibility Offer In Compromise
Name(s) ( en
Virginia Account Number (SSN or FEIN)
Address - ' ’

Daytime Telephone Number(s) ___

For Businesses, Contact Name

':l Payment of $50.00 submission fee attached.

Submission Fee Waiver Request

E_ For individuals only: e carlify that the below for on from the submission fze have been met.
IWe understand that the fes will be required before of this offer in if the D of
Taxation finds that this certification is incorrect.

D For businesses: If you believe the business is unable to pay the submission fee, check this waiver request box.
Waiver of the submi fee is not ic, If the Dep of Taxation that you can pay the
submission fee, payment will be required before your offer in compromise can be considered.

Instructions

D- =- 0 @ @ @ 1\/

Converted Assessment

When Virginia Tax determines an individual is responsible for the unpaid trust taxes of a business, the Field
Agent or Supervisor must assess to the social security number of each responsible person penalty in the
amount of unpaid taxes, penalties, and interest of the business. The assessment is created in AR and is
referred to as a converted assessment. Documentation of the assessment should be entered in AR and
CACSG. If an individual fails to respond to a Notice of Personal Responsibility, then responsibility for unpaid
taxes of the business is presumed and assessments are made to the individual. In situations where an
assessment is made to an individual who files joint income tax return, care must be taken to ensure that
the assessment does not include the name and/or social security number of a non-responsible spouse.

Assessing Unpaid Taxes to Responsible Officers

If the delinquent taxpayer is a business, one or more officers, members, or employees who meet the
definition of responsible party may be personally assessed a penalty for 100% of the amount of unpaid
taxes, penalties, and interest, Code of Virginia §58.1-1813. The assessment must be made within the period
of limitations for assessing the delinquent tax to responsible officers, partners, members, etc. Generally,
the conversion of debt is three years from the return due date for a filed return and six years for an unfiled
return. The statute of limitations for all assessments is outlined in Chapter 10, Statute of Limitations (Code
of Virginia §58.1-104, §58.1-312, and §58.1-634). All tax account periods should be carefully screened to
ensure the data integrity of an assessment.

Conversion of debt to the responsible party is a collection tool that may be used prior to a business closing.
Conversion of debt may be included in the terms of an Administrative Hearing if it is shown that the
taxpayer can personally pay the debt or the length of any payment agreement exceeds the statute to
convert. Converted liability is also an effective method of seizing personal income tax refunds, particularly
when the original taxes have not been paid to the Commonwealth. Debt of any closed business should be
converted as a matter of procedure. Prior to personally assessing responsible parties for unpaid taxes of a
business, the Field Agent must make sure that a MOL has been issued for all unpaid bills of the business and
that prerequisite criteria has been met per Code of Virginia, §58.1-1813, §58.1-1814 and §58.1-1815,
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Identifying Individuals Presumed to be Responsible
The first step in the process of assessing unpaid taxes of a business to an individuals is identifying officers,
partners, members, employees, etc. that may meet the definition of responsible party.

The process begins by checking the customer profile and relationship in AR and related information for
name and social security number for the parties that were listed on the Combined Registration Application.
Other methods of identification include reviewing account history in CACSG, copies of returns, remittances,
and correspondence that can be accessed through Image Retrieval/Image Viewer, for signatures and
corporate officer information. The Field Agent can also access the State Corporation Commission (SCC)
website or contact SCC for corporate officer information.

Notice of Personal Responsibility

When presumed liable individuals are identified, a Notice of Personal Responsibility and/or Notice of
Estimated Personal Liability is issued from CACSG and sent to each corporate official or member of the
partnership, requesting that they give reason why they should not be held personally responsible for the
business debts. The notice must be sent to the liable individual’s best address determined by research in
AR, DMV, etc. The letter will have a due date for response and includes a personal responsibility
qguestionnaire. An account should be converted within 90 days of the date of a Notice of Personal
Responsibility and/or Notice of Estimated Personal Liability.

Response to the notice, returned mail, and any action related to the notice must be recorded in CACSG. An
Agent must review their assigned correspondence in Siebel prior to converting any assessments. The
process of converting bills occurs in AR. Only trust taxes such as sales and withholding can be converted.
Corporate income tax, Pass-Through Entity and Litter assessments cannot be converted.

Determination of Responsibility

In order to assess a penalty in the amount of the tax, penalty, and interest owed by a business to an
individual, the individual must meet the definition of responsible person as described in Code of Virginia
§58.1-1813. It must be determined that the individual had knowledge of
the failure to pay taxes, had the authority to prevent such failure and
that resources of the business were available to make payment. In cases
where responsibility remains indeterminate and the Field Agent
believes that businesses financial records may enhance the
investigation, a Subpoena Duces Tecum may be requested through the
Supervisor. The following are guidelines for determining knowledge and authority:

e Knowledge: Virginia Tax has records of the various contacts that have been made with the
individual in attempting to collect taxes due. Collaborating statements from employees,
accountants, other officers, or partners, etc. indicating the individual was aware taxes were due.

e Authority: The determination of authority derives from determination of which individual is
responsible for business expenditures (who decides which bills will be paid). The general definition
of responsible person is a person who had knowledge of the tax liability and the authority to dictate
the direction of business funds. Records such as corporate minutes, financial institution signature
cards, copies of tax returns, and checks submitted as payment are useful in determining which
individual had the authority to file and pay taxes.
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Notice of Personal Responsibility Hearing (Show Cause Hearing)

If there is not sufficient information for the Field Agent to make a determination of responsibility for unpaid
taxes of a business, a hearing may be scheduled. The Hearing Officer will evaluate evidence presented and
determine responsibility for the unpaid taxes. When the parties cannot agree on responsibility, a hearing
gives all parties an opportunity to make statements and provide documents related to responsibility for
paying taxes. The ruling made by a Hearing Officer will stand as the official finding of Virginia Tax regarding
responsible parties (Chapter 6, Hearings, Padlock and Revocation, Conducting a Show Cause Hearing).

Follow-Up Action

When an individual is assessed with unpaid taxes of a business, the account consisting of converted
assessments moves into the CACSG collections process if the balance due is not paid within 30 days.
Appropriate collection action will be taken in the same manner as business or individual income tax
accounts. District procedure may indicate that the converted assessment account is manually routed to the
Field Agent who created the assessments.

Field Agent should notate the “Primary Memo” section in CACSG on both the individual and business side
with the following:

_ J|Primary Memo:
Converted to: (name of individual & S5N) by CLL| Converted to: (name of business & FEIN) by CLL]

Converted CACSG States

If the business is open, the converted individual account should be put into CACSG state R096 - Individual
Converted — Do Not Collect. Before it is put into this state a Memorandum of Lien should be entered on the
account if the balance is not going to be paid in full before the statute for issuance of Memorandum of Lien
expires. Field Agent must follow the procedures for issuing a Memorandum of Lien. See Chapter 5,
Collection Tools.

If there is converted debt AND individual income debt under the social security number then the Field
Agent needs to continue collections on the individual debt and NOT put the account into a hold state.

If the business is closed and payments are not being made under the business account then the business
account should be put into CACSG state R099 — Business Conversion Hold or R098 — Business Partial
Conversion. Field Agent must make sure the entire balance has a Memorandum of Lien. Field Agent must
follow the procedures for issuing a Memorandum of Lien. See Chapter 5, Collection Tools.

NOTE: In order to get your account into the R098 — Business Partial Conversion or R099 — Business
Conversion Hold you may have to move the account to District Hold then try R098 or R099.
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Exhibit 9a — Successor Liability Letter

v Virginia Tax

Date

Successor Name
Address.
City, State, Zip Code

RE: Business Name
VA Acct: XX-XXXXXXX-001

Dear Customer,

According to our records, the above referenced business owes $13,475.90 in unpaid sales tax, penalty and
interest for the period of February 2005 through December 2005. Our preliminary investigation indicates
that Successor Name may be held liable for these unpaid taxes under Virginia Code 58.1-629. This
conclusion is based on the fact that Successor Name is the purchaser of the assets of Business Name, and
its successor in interest.

If you disagree with this conclusion, you must file a comprehensive reply stating the facts and
circumstances regarding the relationship between Successor name and Business Name. Please provide a
copy of the purchase agreement. Your reply should reach me within 15 days from the date of this letter.

If no response is forthcoming, Successor Name will be assessed with the tax, penalty and interest due and
unpaid on the account of the operation of the business by Business Name. Appropriate legal action will be
taken to collect the amount due.

Sincerely,

Field Agent’s Name
Collections Supervisor’'s Name
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Exhibit 9b — Offer in Compromise Chart

Offers that are for penalty waiver or doubtful liability should be assigned to Vickie Duffey with the
destination of Customer Satisfaction. Offers that are doubtful collectability and offers that have been
converted to officers, regardless of the reason, should also be assigned to Vickie Duffey, Collections OIC.

Effective July 1, 2017 TAX will be charging a FEE for the following: 1)Request for an OIC with respect to
doubtful collectability 2) Letter ruling 3) Local business tax advisory opinion or 4) Corporate income tax
filing status change request. TAX Bulletin 17-5 provides TP's with information regarding costs, forms and
instructions on how to submit fees.

BUSINESS OPEN

OIC B-2 Is for businesses requesting a penalty waiver or a waiver based on doubtful liability.
OICI-2 Is for individuals requesting a penalty waiver or a waiver based on doubtful liability.

Is for individuals based on doubtful collectability. They must include OIC FEE and FIN
OICI-3 I-1.

Is also the forms used for individual converted debt. If the business is closed or the
OICI-3 debt is converted they need to use the individual forms.

Is for businesses based on doubtful collectability. They must include OIC FEE and FIN
OIC B-3 B-1.

If the business is open and the debt is converted the TP will need to complete B-2 for

penalty waiver or doubtful liability. Forms B-3/1-3 should be completed based on
CONVERTED & doubtful collectability (OIC FEE must be included for doubtful collectability). For

converted debt the Field Agent must verify doubtful liability.

BUSINESS CLOSED -
no matter if
converted or not

If the business is closed the TP will need to complete form, 1-2 based on doubtful
liability or I-3 based on doubtful collectability (OIC FEE must be included for doubtful
collectability). For converted debt the Field Agent must verify doubtful liability.

SOLE PROP

Complete individual and business Financial Statements.
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Chapter 10

Statute of Limitations

Statutory provisions that limit the time period in which 1) Virginia Tax may perform certain activities, such
as issuing assessments, 2) a taxpayer may file refund claims or appeals, or seek judicial remedy with respect
to a contested assessment.

STATUTE OF LIMITATIONS FOR THE ASSESSMENT OF STATE TAXES
THIS DOES NOT REPLACE AUTHORITATIVE DIRECTIVES OR REGULATIONS
TAX TYPE PERIOD OF LIMITATIONS FOR ASSESSMENTS
FROM THE DUE DATE OF THE RETURN

SALES & USE Virginia Department of Taxation (VA CODE §68.1-634)

Generally 3 years
False or fraudulent return 6 years
Failure to file a return 6 years

EMPLOYEE WITHHOLDING & INCOME- INDIVIDUAL & CORPORATE (VA CODE §58.1-104 & §58.1-312)

Generally 3 years

EXCEPTIONS
Failure to file a return Unlimited
False or fraudulent return Unlimited
Failure to report change in federal income Unlimited
Failure to report decreased in tax credit claimed Unlimited

for another state as a result of audit or
amendment by the other state

Signed waiver of time limitations Unlimited
Failure to report change or correction to federal 1 year
income tax

Recovery of erroneous refund due to Virginia Tax 2 years
Recovery of erroneous refund based on fraud or 5 years

misrepresentation of a material fact

OTHER STATE TAXES (VA CODE §58.1-104)

Generally 3 years
False or fraudulent returns 6 years
Failure to file a return 6 years
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HB643 7 Year Statute of Limitations on Collection Action
Any assessment made after July 1, 2016 has a 7 year statute of limitations and must be discharged after
that time. Exemptions:
e Official payment agreement and MOL
e If under bankruptcy the statute of limitations starts back after the bankruptcy is discharged or
dismissed

Limitation on the Collection of Taxes by Virginia Tax

House Bill 643 (Chapter 634) provides that the Virginia Tax must cease all efforts to collect any unpaid tax
seven years after the assessment of the tax, even if a collection action has been initiated before the
expiration of the seven-year period.

Under current law, the period of limitations for Virginia Tax to make or institute collection action by lien, a
proceeding in court, or any other means available to the Tax Commissioner under the laws of the
Commonwealth is seven years from the date of the assessment. If some form of collection action is taken
within the seven-year limitations period, most assessments remain collectible until satisfied.

As under current law, the period of limitations on collection will continue to be suspended for periods when
(i) the taxpayer’s assets are in control or custody of the U.S. Bankruptcy Court or any other federal or state
court, or (ii) the taxpayer is outside the Commonwealth for a continuous period of at least six months. In
addition, this legislation clarifies that the period of limitations on collection will be suspended for any
periods when an installment payment agreement between the taxpayer and the Virginia Tax is in effect.
Collection actions pursuant to execution of liens created by a judgment lien or a MOL under Virginia Code
§58.1-1805 are not affected by this legislation.

e Effective: Assessments made on and after July 1, 2016

e Amended: Virginia Code §58.1-1802.1

Statute of Limitations on Assessments

For the purposes of the income tax, an assessment may be made at any time if no return has been filed,
Virginia Code §58.1-312. When a return has been filed on or before the original due date, an assessment
must be made within three years of the original due date. If a return has been filed on or before the
extended due date, whether such extension was granted by Virginia Tax or automatically, an assessment
must be made within three years of the extended due date.

This is because, under Virginia Code §58.1-1812, returns filed before "the last day prescribed by law for the
timely filing thereof shall be considered as filed on the last day." Finally, when a return has been filed after
the extended due date, Virginia Tax has three years after the submitted date of the return to make an
assessment, Exhibit 10a and Virginia Code §58.1-1812.

Statute of Limitations on Conversions

The assessment must be made within the period of limitations for assessing the delinquent tax to
responsible officers, partners, members, etc. Generally, the conversion of debt is three years from the
return due date for a filed return and six years for an unfiled return.

Statute of Limitations on Refund/Amended Returns
Taxpayers who do not file a return have three years from the original due date to file a return requesting a
refund (Virginia Code §58.1-499). When a return has been filed on or before an original or extended due
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date, whether such extension was granted by Virginia Tax or automatically, an amended return must be
filed within three years of the original or extended due date, as applicable (Virginia Code §58.1-1823).
Finally, when an original return has been filed after the due date, whether original or extended, the
taxpayer has from three years after the original due date to file an amended return.

This is because, under the provisions of Virginia Code §58.1-499 (D), an original return and, under Virginia
Code §58.1-1823, an amended return must be filed within three years from the last day prescribed by law
for the timely filing of a return. If a return is not filed within an extension period, the extension is negated
and the last day allowed for the timely filing of the return reverts to the original due date.

Statute of Limitations on Memorandum of Liens
e 7 years on assessments created on or after July 1, 2016
e 6 years from assessment date of individual income tax, Code of Virginia §58.1-313.B
e No statute of limitations on business tax assessed prior to July 1, 2016

Refund Match Statute of Limitations

Policy has also been questioned regarding the statute of limitations for situations in which a refund has
been applied to an outstanding assessment and the assessment is later reduced or abated. In such
situations, Virginia Tax must first determine whether or not the refund return was timely filed. If not, no
refund may be issued to the taxpayer regardless of the timing of the assessment reduction or abatement. If
the refund return was timely filed, Virginia Tax must then refer to the two-year statute of limitations
related to bill Payments that is provided in Virginia Code §58.1 -1823.

Statute of Limitations on Refunds
Payment Type SOL EXCEPTION
If duplicate, no SOL. If the taxpayer amends on the
federal level or they are audited by another state and
have to claim an OPC outside of the 3 year statute, they
have one year to amend with us. The extension applies
to the return, estimated, extension and OPC applied to
the same tax year.
If duplicate, no SOL. For the miscellaneous payment you
would have to see what the intent of the payment was
supposed to be. If it was truly a bill payment then it
would have the same two year statute, likewise if it was
Miscellaneous 2 years a lien payment that got moved to a TAP because the bill
was removed, then it is a two year statute. But again if
the taxpayer amends on the federal level or they are
audited by another state they have one year to amend
with us and they will get a refund.

Return 3 years — Typically

Extension, OPC

and Estimated 3 years — Typically

Lien Treat as bill payment
TOPS No SOL
Duplicate No SOL
Bill 2 years
Bankruptcy Treat as a bill payment
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Exhibit 10a — Limitations on Issuing Assessments

Limitations on Issuing Assessments

The Code of Virginia requires the Department of Taxation to issue assessments for many reasons. For
example, a taxpayer may file a return without payment, file late, or make a mistake in computing the liability on
the return. In other cases, an audit may change the liability, the taxpayer may fail to file a return, or the
taxpayer may submit an amended return. Any of these situations could cause an assessment to be issued.

In order for an assessment to be valid, however, the assessment must be issued within the time provided by
law. The allowable time for issuing an assessment, also called the period of limitations, is governed by specific
provisions (statutes of limitations) within the Code of Virginia. This Job Aid addresses the limitations that apply
to the major taxes administered by TAX, which include income taxes, sales and use taxes, and litter tax. In
this context, “income taxes” includes all taxes imposed under Chapter 3 of the Code of Virginia, Title 58.1,
which means individual income tax (including unified retums), fiduciary income tax, corporation income tax,
pass-through entity income reporting and withholding on nonresident owners, and employer withholding tax.

Two Code Sections govern the limitations on assessment for the taxes covered in this Job Aid: Section 58.1-
312, which addresses various special circumstances for income taxes, and Section 58.1-1812, which makes
general assessment provisions for nearly every tax administered by this agency.

As a general rule, an assessment must be made no later than three years from the due date for filing the
return, or three years from the date the return was actually filed, whichever is later. Exceptions apply for
special circumstances, such as federal audits, amended returns, and nonfilers.

Why Is the Period of Limitations Important?

The applicable statute of limitations requires TAX to act within a specific period of time, in effect putting closure
to the period for which a taxpayer can be subject to an additional liability for a given tax period. If the agency
fails to issue an assessment within the required time, the assessment is not valid and must be removed, even
if the taxpayer actually owes the amount due. Examples of cases where this has occurred include:

1. An individual filed amended tax-due returns for 2003 through 2010 on January 23, 2014, but failed to
include payment. The amendments were not associated with a federal audit. Assessments were issued
on August 24, 2015, more than one year after the retums were filed. The bills had to be discharged.

2 An individual filed an amended retum for 2009 on June 20, 2012, based on a recently completed
federal audit, but failed to make a payment. The balance due was assessed on September 16, 2014,
moere than three years after the due for the onginal return and more than one year after the taxpayer
reported the federal audit changes. On October 17, 2016, an adjustment was made to the estimated
payments on the account, and a second bill was issued, again out-of-statute. Both bills had to be
discharged.

Failing to issue an assessment within the required time and/or failing to remove an assessment issued beyond
the statute of limitations may result in improper collection action. It is important to be aware of this issue when
handling cases that involve assessments for older periods.

How to Spot a Problem

First, pay close attention to the taxpayer’s question or protest — that may be the first clue that an assessment
was issued after the statute of limitations expired. Don't be sidetracked by the age of the bill; look for the date
of assessment. For example an income tax assessment issued for 2004 on July 16, 2005 is within statute.
The taxpayer may be upset because we're collecting on an old bill, but the assessment was issued timely. If,
however, the 2004 assessment was issued on July 16, 2009, well after the normal three-year period of
limitations, you need to research the liability to determine whether the assessment is within statute.

The guide below provides a quick reference for researching the applicable limitations on assessments.

Limitations on Issuing Assessments Rev 2/2017 Page 1of 3
A current verzion of this document can be found in the TAXT Toolbox Guick Reference sife.
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Guide to Limitations on Assessment for Major Tax Types

Circumstances Tax Type Time Limitation Code of Virginia Citation
Return filed (timely or late); Three years from the due date of the
additional balance is due from a All return, including valid extensions, or from Section 58.1-1812{A)
problem with the return, or from the date the retum is filed, whichever is
office audit or field audit adjustments later, OR Section 58.1-101
By the extended date specified in a formal
agreement between the Department and Section 58.1-1623
the taxpayer to extend the statute of
limitations for audit purposes.
Mo retumn filed, but tax is owed Income Mo limitation Section 58.1-312(A)1)
Sales and Use, Litter Six years from the due date for filing Section 58.1-1812(A)
A false or fraudulent return is filed All Mo limitation Sections 58.1-312(A)N2) & 1812(A)
Taxpayer fails to report changes
made by the IRS, or by other states, Income Mo limitation Section 58.1-312(A)(3) and (4)
that affect the Virginia liability
Return filed, but taxpayer failed to Six years from the due date of the return,
disclose a transaction identified as Income including valid extensions, or from the Section 58.1-312(B)
an abusive tax avoidance fransaction date the retum is filed, whichever is later
One year from the date the amended
Taxpayer timely reports audit Income return or correction is filed, or three years Section 58.1-312(C)
changes made by the IRS, or by from the due date of the original retumn,
another state including valid extensions, whichever is
later
Income One year from the date the amended Section 58.1-312(C)

Taxpayer files an amended return to
otherwise correct an emor

return or correction is filed, or three years
from the due date of the original return,
including valid extensions, whichever is
later

Sales and Use, Litter

Three years from the due date of the
onginal return, three years from the date
the amended return was filed, whichever
is later

Section 58.1-1821(A)

Deficiency created by the application

Three years from the due date for filing

of a net operating loss carryback or a Income the loss year return, including valid Section 58.1-312(D)
net capital loss camyback extensions, or three years from the date
the loss year return is filed, whichever is
later
Income Two years from the date the refund was 58.1-312(E)

Recovery of an ermongous refund

issued (five years in the case of fraud or
misrepresentation

Sales and Use, Litter

Three years from the due date for filing, or
three years from the date the return was
actually filed, whichever is later

Section 538.1-1812(A)

Hote on Tax Types

Page Z2of3

Income = Individual, Fiduciary, Unified, Corporation, Pass-through Entity, and Employer Withholding
All = Income, Sales and Use, and Litter
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Chapter 11

Compliance Enforcement

Field Agents are responsible for enforcement of compliance with Virginia Tax Laws. Compliance
enforcement duties include checking active businesses for the appropriate tax registrations (i.e. Sales,
Withholding, Corporate, Litter, Tire, Vending, etc.), monitoring special events such as fairs, flea markets,
craft shows, festivals, etc. for compliance with Virginia Tax Laws and checking tobacco tax compliance.

Sales and Use Tax Registration Compliance

All businesses engaged in retail sales in Virginia must obtain a Virginia Sales or Use Tax Certificate of
Registration (Code of Virginia §58.1-613.E). As a Field Agent is working in their assigned territory, they
should make note of new businesses and out-of-state vendors making sales or deliveries of taxable tangible
property in Virginia. If the Field Agent observes a new retail sales business or out-of-state vendor they can
identify themselves and request to see a Certificate of Registration. The Field Agent should explain that
they are performing a routine check of Sales Tax Certificates (Code of Virginia §58.1-103).

The Sales Tax Certificate of Registration should be posted near the cash register in every business
conducting retail sales. The Field Agent should make note of the name and certificate number and check AR
registration information to verify the certificate is active.

The Field Agent should make note of the business/vendor name and location and check AR registration
information without requesting to see a certificate. Another method of verification of sales tax registration
is checking with localities that require business licenses. If verification cannot be obtained through these
methods, a visit to the business will be necessary.

If a business engaged in retail sales cannot produce a valid Sales or Use Tax Certificate of Registration upon
request, the dealer should be advised of Virginia law and given ten days to obtain a Sales or Use Tax
Certificate of Registration. A Free Format letter may be used in CACSG to issue a Notice of Violation to be
sent by certified mail or hand delivered to the business (hand delivered mail receipt required), Exhibit 11a.

If the dealer fails to comply with the requirement to obtain a Sales or Use Tax Certificate of Registration
while continuing to make taxable sales in Virginia, or it is determined the dealer is operating on a revoked
certificate, the matter should be referred to a Supervisor for possible criminal action (Chapter 7, Criminal
Warrants).

Registration Compliance — Taxes Other Than Sales & Use

Businesses are required to register for various applicable Virginia taxes including Employer Withholding,
Corporate Income, Litter, Vending Machine, Tire, Forest Products and Excise Taxes. If a Field Agent, during
the course of routine work assignments, learns that a business has failed to register for a required tax, they
should inform the owner of the requirement to register and report the matter to a Supervisor, Manager or
appropriate Virginia Tax unit.
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Monitoring Compliance for Fairs, Flea Markets, Craft Shows, Festivals,

etc.

Field Agents monitor compliance for flea markets and special events such as carnivals, circuses, fairs,
festivals, craft shows, etc., operating in their assigned territories. Individuals/dealers selling tangible
personal property at these events should hold a Sales Tax Certificate of Registration and are required to
collect and remit sales tax on all such sales. For purposes of collection of the tax, no distinction is made
between profit and nonprofit vendors. Persons selling at fairs, flea markets, carnivals and circuses do not
qualify for the “occasional sale” exemption set forth in the sales tax regulations of 23VAC10-210-1080.

Any person selling at flea markets should contact Virginia Tax to obtain a Certificate of Registration for
purposes of making sales at the fair, flea market, etc. Virginia Tax may authorize sponsors or operators of
fairs, carnivals, flea markets, circuses, etc. to remit the tax collected by persons selling at such events. Any
operator or sponsor seeking authorization to remit tax on behalf of participants must apply in writing to
Virginia Tax.

Flea Markets

Many flea markets are established venues consisting of dealers who sell on a regular basis. Therefore,
dealers making sales at a flea market should apply for a Virginia sales tax Certificate of Registration and
display the certificate when making sales. Dealers participating at a flea market less than three times per
year may use the Temporary Sales Tax Certificate/Return (Form ST-50), Exhibit 11b. The form can be
downloaded online.

Field Agents are responsible for monitoring compliance at flea markets. This includes being aware of flea
markets operating in their assigned territory, contacting sponsors and dealers to provide information
regarding sales tax compliance, providing forms to dealers for filing sales tax, checking certificates of
registration, and follow-up on compliance (following up to determine if non-registered dealer obtained a
Certificate of Registration, following through with legal action such as Criminal Warrants on dealers that
refuse to comply). A Statement of Expectations must be given anytime there is face to face contact with the
taxpayer or their legal representative, Exhibit 4c. Field Agents will be given labels with the Department of
Taxation, P O Box 1775, Richmond, VA 23218 address. These labels will be attached to envelopes and
provided to taxpayers seen in the field as an option to mail in payments and or returns.

When checking compliance at large flea markets, the Field Agent may request assistance from their
Supervisor and other Field Agents (Code of Virginia §58.1-612, §58.1-615, 58.1-616, §58.1-625, §58.1-635,
§58.1-636, and Virginia Tax Administrative Code 23VAC10-210-570).

Festivals, Carnivals, Craft Shows, and Special Events

Festivals, carnivals, craft shows and special events differ from flea markets, as they usually do not operate
on an ongoing basis. Generally, these events are held for a limited number of days per year. Vendors
participating at these events are required to collect and remit sales tax. Due to the large number of vendors
participating at many of the shows, festivals, special events, etc., it is not economical or practical to require
all participating dealers to complete a Sales Tax Certificate of Registration application. A minimum of two
agents must be present and receive prior approval from management before any returns and/or
payments are collected at any Flea Market, Festival, Carnival, Craft Show or Special Event.

The following forms have been developed specifically for use for craft shows, festivals, special events, etc.:
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e Temporary Sales Tax Certificate/ Return (Form ST-50): Dealers that make sales on a limited basis
(three or less shows per year) at a flea market, fair, craft show, festival, etc., may use Form ST-50
for remitting Virginia sales tax for the event.

o District Sales Tax Returns for Festivals, Fairs and Craft Show: Districts may develop temporary
sales tax returns for specific festivals, fairs, and craft shows. These forms are primarily designed for
the use of Virginia and/or out of state dealers that participate in one specific show per year.

Field Agents are responsible for monitoring compliance at festivals, craft shows and special events. This
includes being aware of events scheduled in their assigned territory, contacting sponsors and providing
information regarding sales tax compliance, providing forms to dealers for filing sales tax, checking
registrations at events (if applicable), collecting returns and payments at the event and follow-up on
compliance (keeping records of participating vendors and contacting dealers that did not file/pay). The size
and location of the event are factors used by Supervisors in determining the staffing needs and extend of
monitoring required for the event.

The District Offices have established new account numbers for their temporary sales tax payments and
returns.

Account Number District BLD
999999111 Northern 11/13
999999222 Bristol 12/13
999999333 Richmond 12/13
999999444 Roanoke 10/13
999999555 Eastern 12/13

Tobacco Tax Compliance

The responsibility for monitoring tobacco tax compliance is primarily handled by the Office of Customer
Relations — Tobacco Unit. However, Field Agents may be asked to assist in monitoring compliance with
tobacco tax laws.

Field Agents sometimes receive complaints from local officials, law enforcement agencies, or citizens
regarding tobacco tax law violations. These complaints may include reports of dealers selling cigarettes
without tax stamps, dealers selling cigarettes with out-of-state

tobacco tax stamps, reports of suspected counterfeit tobacco Tn Bncco o
stamps and reports of violations of law by local tobacco product

wholesalers. Any such reports should be reported to the chP“ANcE MM'W
Supervisor. Field Agents may be asked to visit the dealer and check :

tobacco products on the premises for compliance with Virginia Tax
Laws.
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Exhibit 11a - Notice of Violation

COM I\/IONWEATH of VIRGINIA

Department of Taxation
(DATE)

Business Name and
Address

Trade Name (Ifany) %k %k 3k 3k %k %k %k kook sk sk k sk kok

Business Location: Business location

Dear *******’

The Code of Virginia requires every person desiring to engage in or conduct business as a dealer in the
Commonwealth to file with the Tax Commissioner an application for a Certificate of Registration for each
place of business in this Commonwealth.

According to our records you have failed to register this business and are subject to Section 58.1-613.E. of
the Code of Virginia, which reads as follows:

“Any person who engages in business as a dealer in this Commonwealth without obtaining a
certificate of registration, or after a certificate of registration has been suspended or revoked, and
each officer of any corporation which so engages in business shall be guilty of a Class 2
misdemeanor. Each day’s continuance in business in violation of this section shall constitute a
separate offense.”

The punishment for a Class 2 misdemeanor may include a jail sentence not to exceed six months and/or a
fine not to exceed $1,000.00.

This notice is to advise you that we will ask the court to take action against you unless this matter is resolved
by (DATE).

If you have any question or need assistance, please call me at (804) xxx-Xxxx.

(FIELD AGENT NAME)
Supervisor

125



Exhibit 11b - ST-50

h:um monwealth of Virginia
Department of Taxation
TEMPORARY SALES TAX CERTIFICATE/RETURN — ST-50

Use This Form for Events Held on or After July 1, 2020

The Virginia Sales and Use Tax Act requires the collection of tax on all retail sales
made in the Commaonwealth of Virginia except those exempt by law. (§ 58.1-603, 604).

The general sales tax rate for Virginia is 5.3% (4.3% state tax and 1 % local tax).

Morthern Virginia Region: An additional 0.7% regional rate in Narthern Virginia (5% state tax and 1%
local tax). This rate applies to the Cities of Alexandria, Fairfax, Falls Church, Manassas, and Manassas
Park; and in the Counties of Arlington, Fairfax, Loudoun, and Prince William. The additional tax will not
be levied on essential personal hygiene products or food purchased for human consumption that is
taxed at a reduced rate.

Hampton Roads Region: An additional 0.7% regional rate in Hampton Roads making the rate 6% (5%
state tax and 1% local tax). This rate applies to the Cities of Chesapeake, Franklin, Hampton, Newpaort
Mews, Morfolk, Poguoson, Portsmaouth, Suffolk, Virginia Beach, and Williamsburg, and the Counties of
Isle of Wight, James City, Southampton, and York. The additional tax will not be levied on essential
personal hygiene products or food purchased for human cansumption that is taxed at a reduced rate.

Historic Triangle Region: An additional 1.0% rate in the Historic Triangle applies to the City of
Williamsburg, and the Counties of James City and York. These localities are within the Hampton Roads
Region making the rate 7% (6% state tax and 1% local tax). The additional tax will not be levied on
essential personal hygiene products or food purchased for human consumption that is taxed at a
reduced rate.

Additional Local Option Tax in Halifax County: An additional 1.0% rate applies to Halifax County, making
the rate 6.3% (4.3% state tax, 15 local tax, and 1% additional local tax). The additional tax will not be
levied an essential personal hygiene products or food purchased for human consumption that is taxed at
a reduced rate.

You are required to provide us with your name and account number if you are permanently registered in
Virginia. Virginia account number is . If you are permanently registered in
a locality other than the ane where the show was held, you must file and pay tax collected at the show
using this form. Returns are due and payable on or befare the 20th of the month following the
show/event. If you attend 3 or more shows a year, you must register with the Department and obtain a
Virginia sales tax account number. Go to our website at www.tax.virginia.gov or call (804) 367-8037 to
obtain a registration form.

Complete Form A, B, C, or D on the following page depending on the location of your sale.

Make checks payable to the Virginia Department of Taxation. Do Not Send Cash.

MAILING INFORMATION

%end completed form and payment to:

Virginia Department of Taxation
P O Box 26627

Richmond, VA 23261-6627

If you hawve guestions or need more information, call (804) 367-B037.
STE0 1504288 Rew. 0420
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ST-50 Return - Use this form for events held on or after July 1, 2020

Form A - To be used for sales in locations EXCLUDING Halifax County, and the Hampton Roads and Morthern VA Regions.

| Show / Event Information |
Show Name Date of Show
Show Location City / County
[ vendor Information |
Vendor Name Trading As
SSNJ/ FEIN Telephone Number
Address
Taxable Sales & x.053= %
AMOUNT OF SALES TAX DUE: = 3§
" Form B - To be used for sales ONLY in the Hamplon Roads and Northern VARegions.
[ Show / Event Information |
Show Name Date of Show
Show Location City / County
[ Vendor Information |
Vendor Mame Trading As
SSN [/ FEIN Telephone Number
Address
Taxable Sales & x06= §

AMOUNT OF SALES TAXDUE: =%

Form C - To be used for sales in the Historic Triangle Region.

| Show / Event Information |
Show Name Date of Show
Show Location City / County

[ Vendor Information |
Vendor Name Trading As
S3N/FEIN Telephone Mumber
Address
Taxable Sales & x.07= %

AMOUNT OF SALES TAX DUE: 5

Form D - To be used for sales in Halifax County beqginning on and after July 1, 2020
[ Show / Event Information

Show Name Date of Show
Show Location City / County

Vendor Information

Vendor Name Trading As

SSNJ/ FEIN Telephone Number

Address

Taxable Sales x.063= 5

AMOUNT OF SALES TAX DUE: 3
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Chapter 12

Bankruptcy Overview
Bankruptcy is a legal process for individuals or businesses that seek relief from the outstand debts they are
unable to pay their creditors. The bankruptcy process begins with a petition filed by the debtor, which is
most common, or by a petition filed on behalf of creditors. During bankruptcy, the debtor's assets are
measured and evaluated towards repaying the outstanding debt. Bankruptcies can be filed under one of
three different chapters of the Internal Revenue Service Code.
e Chapter 7 involves the liquidation of assets. A trustee is appointed to liquidate non-exempt assets
to pay creditors.
e Chapter 11 deals with company or individual reorganization. Filing under this chapter gives the
debtor a fresh start.
e Chapter 13 arranges for debt repayment with lowered debt covenants or specific payment plans to
pay the debt over a specified period.

Debtor’s Duty to File Tax Returns
e Bankruptcy Code Requirements
o Individual debtors must file Federal tax return 7 days before creditor’s meeting.
In Chapter 13 cases, all tax returns for the last 4 years are to be filed (§1308).
All debtors are required to comply with all laws including the filing and payment of post-petition
taxes [§521(j)(1)].
= Upon the failure to file the taxing authority can ask the court to convert or dismiss the
case and must do so if the return is not filed within 90 days of the request.
o Failure to file post-petition is a specifically enumerated ground for dismissal or conversion in
Chapter 11 cases — 1112(b)(2)(l).

Exceptions to the Automatic Stay
e Sowe can:

o Audit
Demand tax returns
Issue a Notice of tax deficiency (without threat of collection action)
Issue a Notice and Demand for payment of a new assessment
Income tax refund setoff

o O O O

Bankruptcy System Actions

When a taxpayer files a bankruptcy, a Bankruptcy indicator appears in the taxpayer’s accounts in AR.
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In CACSG, stops are applied to the taxpayer’s bills.
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Financial Infor
Debt Type | Balance [wr |
Indiv $00 H 0

Total: $.00 0

|

While in bankruptcy, formal payment plans cannot be set. All collection actions are suspended until the

bankruptcy period ends.

Harris & Harris
Harris & Harris is a law firm that manages Bankruptcy accounts and represents Virginia Tax during
Bankruptcy Court proceedings. Harris & Harris agents can perform the following functions in AR:
o Create assessments when there is no contact for non-filer notices.
e Generate an “Information on Your Account” letter to the taxpayer.
Create Abatements, Discharges/Reversals.
Update the status of bankruptcy accounts

Bankruptcy team leads review and approve abatements, discharges and reversals entered into AR by Harris
& Harris staff. Letters generated by Harris & Harris are likewise worklisted for team lead approval.

WL EE el DRI AL s B RELAED PR O D

= 04123022 00:15  State Assigned BKO2
o 0422722 00:39 State Assigned BKE2
= 04/21/22 00:14 State Assigned BHE1 -
e-HaveEr Primary Memo:
Assets @ Bankruptcy ¢ Hold 0Old Assets
OCA Harris and H &
(§ 4T H CCikl.

Referring Accounts to the Bankruptcy Unit
When a Field Agent verifies that a taxpayer has filed for protection under the U. S. Bankruptcy Code, they

must cease collection activity immediately. The Field Agent should request the following information:
e Date of Bankruptcy Filing;
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e  Bankruptcy Case Number;

e Bankruptcy Chapter;

e Names of Individuals, or Businesses Included in the Filing;
e Name of taxpayer’s Attorney.

The Field Agent should document this information in AR and CACSG. The account is referred to the
Bankruptcy Unit by contacting the Bankruptcy Team Leader by phone or email to provide notification of the
bankruptcy filing. The Bankruptcy Team Leader will route the account from the Field Agent to a bankruptcy
work state in CACSG and assign the account to the contract bankruptcy group, Harris & Harris A bankruptcy
flag is posted to the taxpayer’s bills in AR. Harris & Harris handles all matters pertaining to the account
during the period the taxpayer is under bankruptcy protection.

Harris & Harris holds the account for a minimum of six months after bankruptcy discharge or release
before the account is returned to the field. The Field Agent must refer any contact from the taxpayer or
their attorney to this unit. Harris & Harris has certain access to AR and CACSG and will post history to the
accounts. They also have access to Virginia Tax secure email allowing secure messaging between the field,
Central Office and Harris & Harris.

Guidelines
Use the following guidelines when responding to collection inquiries or activities when bankruptcy is
involved.

Bankruptcy Notifications
If a taxpayer indicates bankruptcy was filed during a call:
1. Determine if Virginia Tax has the bankruptcy recorded in the taxpayer’s records.
a. Check AR to see if the Bankruptcy indicator was applied to the account.
b. Check CACSG to see that the taxpayer’s account is on a bankruptcy hold.
2. If the bankruptcy is found in AR and CACSG, advise the taxpayer to contact Harris & Harris at 855-
935-1697
3. If the bankruptcy is not AR and CACSG, transfer the taxpayer to the Bankruptcy Team (4-4155).

Third Party Liens on Bankruptcy Accounts

If a third party lien was issued and the taxpayer says they have an active bankruptcy, transfer the taxpayer
to the Bankruptcy Team (4-4155) for assistance.

Payment Plans on Bankruptcy Accounts

Collection protection laws prohibit establishing a payment plan while the bankruptcy remains active, but
the taxpayer is free to submit any payments on their own. Payment plans can only be established after the
bankruptcy has been dismissed or discharged. CACSG will have a record of a bankruptcy dismissal or
discharge letter (COL0O87) being sent to the taxpayer.

130



Dismissals & Discharges

If a taxpayer calls and the bankruptcy has been dismissed (BK94) or discharged (BK97) in CACSG, advise the
taxpayer of the account’s status. The account will also indicate if the taxpayer received a COL087
notification letter of the dismissal or discharge. Details differ according to the type of case:

e Chapter 7 Discharge Individual Case — Most Chapter 7 cases are “no asset” cases
o Meaning there are no assets to be liquidated
o Cases typically run 3-4 months
o Discharge order entered relieving the debtor of most debts incurred prior to the petition
date.
=  TWO POINTS TO REMEMBER HERE:
e Discharge only applies to pre-petition debt
e Many taxes are not discharged in Chapter 7

e What Taxes are NOT Discharge in Individual Chapter 7?

o Income Taxes
=  Filed returns due within 3 years of petition date
= Unfiled returns even if due outside the 3-year rule
= Late filed returns within 2 years of petition

o Trust Taxes
= Sales and Use
=  Withholding
=  Due date of return does not matter

o Excise Taxes
= Use, litter, fuel taxes incurred within 3 years of petition date

e Chapter 7 No Asset Non-Individual Case
o Corporations and LLC’s
= No assets to liquidate and no business continuation
= Discharge not applicable/needed since business entity no longer exists
= Debts of the former entity are no longer collectible UNLESS converted to
responsibility of individual owner.

e Chapter 7 Assets Cases: Individuals, Corporation and LLC's
o Ineither individual or non-individual case, creditors may collect portion of what is owed
from liquidation of assets
o Individual discharge rules still apply
o Ligquidation process can be lengthy - sometimes 2 years or more

e Discharge in Chapter 13
o Chapter 13 plan typically provides for payment over 5 years
=  Order of discharge entered after completion of plan payments
= Discharge is broader than in individual Chapter 7 cases
o All taxes provided for in plan discharged EXCEPT:
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= Taxes for which a required return was not filed
= Trust taxes include sales and withholding
o Taxes incurred after petition date are not generally impacted
= Taxes coming due over the 5 years of plan will still be owed after discharge

e Discharge in Chapter 11 Individual Cases

o Same discharge rules as Chapter 7 applies

o Income Taxes
= Filed returns due within 3 years of petition date
= Unfiled returns even if due outside the 3-year rule
= Late filed returns within 2 years of petition

o Trust Taxes
= Sales and Use
=  Withholding
= Due date of return does not matter

e Discharge in Chapter 11 Business Cases
o A “Super-discharge” that relieves the debtor of any debt arising prior to confirmation of the
Chapter 11 plan EXCEPT as provided by the confirmed plan.
o Plans can be exceedingly difficult to interpret.
o However, treatment of taxes is required for plan confirmation and plan is subject to
objection if tax requirements are not met.
=  Priority taxes and trust taxes must be paid in full
= Interest on tax debts included at the statutory rate

Below is an example of a case in CACSG where a bankruptcy has been dismissed (BK94) and letter sent to
taxpayer:

File Edit Access Case Actions Admin Window Help

OUGET oA STATNMYDN B¢ w0

CoNYELR +x LHE20 B0/ @REIH S R
=) o ==
Name: | JOHN C DOE user: Follow-up: 12/08/20
1= I State: |Issue Bankrupt Dismissal BK94 v
Demographic Information:

JOHN C DOE - Primary - Physical - Debt Type | Balance [wF |

111 MAIN ST Relationship: Primary Indiv $2,053.46 0

Title:

DANDRIDGE TN 37725-6379 Address: Physical

(865) 111-2222 Personal  Valid O

() - None None

(I None Hone Total: $2,053.46 []

Histary:

[Indicators [Date Time — [Activity [state [Date  [User Hame Letter [ Descriptor ~
12/08/20 03:39 Letter Sent BK38 12/08/20 SYSTEM COLO8TA  BANKRUPTCY
(=] 12/05/20 03:01 State Assigned BKS2

12005120 02:21 Information Received BKE1 419249590
(=] 12104/20 00:26 State Assigned BKS1 v

We Have: Primary Memo:
Assets Bankruptcy Hold OCA Taxing Autho

Case ID: S5H: FEIN:
11111111100 M1 O Case Status: ¥

Screen Does Not Contain Federal Infermation

If there are questions related to the bankruptcy status, transfer the taxpayer to the Bankruptcy Team (4-
4155) for assistance.
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Chapter 13

Working with Other Units and Agencies

A Field Agents duties may involve working with Field Agents outside their district group, Virginia Tax
employees in Central Office, other state agencies, federal agencies and local, state and federal law
enforcement officials. Confidentiality and/or disclosure procedures must be observed at all times.

Referring Accounts for Audits

Field investigations may indicate a need for a detailed review of the taxpayer’s records. Issues that may
come to a Field Agent’s attention include an apparent underreporting of sales tax, the filing of returns that
appear unreasonable given the circumstances, purchases of capital assets or supplies without remittance of
consumer use tax or individuals that appear to be employees when there is no registration for employer
withholding tax. Field Agents may report such instances for a possible field audit.

The recommendation of an audit account should be referred to the Regional Audit Manager. Email the
e Federal Employee Identification Number;
o Tax Type;

Regional Audit Manager and include the following: '. ¢ .
*\, & OO. /-
e Periods in question; S |

e Business and owner’s name;
\ "% > /f/
e Reason for request. LY ‘

Referring Accounts to Outside Collection Agencies

When Field Agents have exhausted collection efforts, an account may be evaluated for referral to an
Outside Collection Agency (OCA). The Supervisor or Manager should review the account before it is routed
to the pending outside collection agency work state in CACSG. The OCA does not issue bank liens or MOLs.
When an OCA determines that their usual collections process been unsuccessful, they may submit a request
to issue liens to DCU/Virginia Tax. Prior to referring an account to an OCA, Field Agents should attempt to
resolve the account with payment arrangements or by issuing third party liens or bank liens. MOLs on the
total account balance due and the account should be converted, if applicable, before referring to the OCA.
When a Field Agent wants an account to be referred to the OCA, they must email the Supervisor the
following information:

e Account name;

e FEIN, SSN or CACSG number;

e MOL recorded on account, if applicable;

e Account Converted, if applicable;

e Collection attempts in the last 90 days;

e Reason for referral.

The Supervisor will review the account and either approve or deny the referral request, notate CACSG with
their decision and then notify the Field Agent.
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When you move the account to OCA it is a two-step process. You first must move to state CAO1 “Pending
OCA” then CA91 “OCA Criteria Met”.

Handling Outside Collection Agency Accounts
Delinquent tax cases that meet certain criteria are randomly assigned to contract outside collection
agencies. Generally, Field Agents should refer any calls in reference

to an account assigned to a collection agency to the specific agency RG\ES‘?O\* vo“"é\g
involved. For OCA phone numbers, contact the Central Office G PV - . )>°'1
Delinquent Collections Unit (DCU) Supervisor, or DCU staff. W = 2
However, if a taxpayer states they have submitted requested —Tr 064;4'4( » a
information, have not been given credit for a payment, or have a ROUE : 4‘410‘ ‘
complaint about a collection agency, the DCU Team Leader or DCU P AT A

personnel responsible for handling such matters can be notified.

Requests for an account to be transferred from an OCA to a Field Agent may be made when there are
extenuating circumstances such as an account with a high volume of nonfilers, prior history with taxpayer
indicating high risk, converted account, or the account is a possible candidate for a revocation or Padlock
Hearing. These requests for recall can be directed to the DCU Team Leader or DCU personnel responsible
for routing OCA accounts.

Exchanging Information with State and Federal Agencies

All tax information maintained at Virginia Tax, including home offices, is confidential. Disclosure or making
known to other persons any information is strictly prohibited. This includes not only Virginia tax
information, but also other information obtained within performance of job duties such as IRS, VEC, DMV
and locality information from Commissioners of the Revenue, or Treasurers.

Direct exchange or disclosure of information to federal, state and local agencies is protected under the
disclosure provisions unless pursuant to an agreement. When information is being requested by a federal
or state agency per an agreement, a valid request must be submitted per procedures outlined in the
agreement.

There are circumstances where Field Agents need to obtain additional outside information to complete
field investigations. In addition, there may be a need to coordinate the closing of a business with ABC, or to
obtain a copy of a federal tax return to examine schedule information. If such information is deemed
material, a request should be forwarded to the Supervisor. Pertinent information, including the specific
information requested and supporting facts should be provided with the request. Generally, the Supervisor
will forward this information to the Disclosure Officer for approval.

Any documents received from federal or state agencies through the Disclosure Officer are to be held strictly
confidential. When not in use, the documents are to be sealed, marked as confidential and kept in a double
locked, secure location. Upon completion of the review of the documents: they are to be sealed, labeled as

confidential, sealed in another envelope, and forwarded to Virginia Tax’s designated security employee for

proper destruction.

Under no circumstances is any information received from federal or other state agencies to be released to
another agency or locality. Any unauthorized release outside of legal agreements is a criminal offense. It is
also a violation not to report known unauthorized disclosures to the Supervisor. (Virginia Code §58.1-3;
Chapter 22, Standards of Conduct, Confidentiality, and Disclosure)
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Disclosure (UNAX) of Information

As required by the Tax Information Exchange Agreement between the State of
| Virginia and the Federal Government, Virginia Tax must make all employees
aware--on a yearly basis--of the Federal and State provisions regarding
confidentiality and unauthorized disclosure (UNAX) of tax information. UNAX is
an IRS acronym for the Willful Unauthorized Access and Inspection of Taxpayer
Information. The following provisions from Virginia Code Section 58.1-3 and IRS
Code Sections 6103, 7213, and 7431, must be read and understood by every
employee who has access to or control of State and/or Federal tax information.

e Management needs to be aware of the necessity to include the Information Security Officer in any
contract planning where the handling, usage, or storage of Federal Tax Information may be part of
the contractor’s duties and in cases when subcontracting may occur by the contractor.

e Remember, everyone must wear their Virginia Tax ID badge at all times. It must be visibly
displayed. Itis not acceptable to keep it in a pocket out of view or on your desk.

e The IRS Witnessed Destruction Bins must be locked at all times and must not be overfilled. Caution:
You should not be able to reach in and remove documents with your hand, this is considered
overfilling. Managers and Supervisors are required to monitor the bins in their areas and notify
warehouse for additional bins.

e Make sure you lock your computer every time you leave your desk. If you do not, there is the
potential for an unauthorized disclosure (UNAX) for which you will be held accountable.

Section 58.1-3 Secrecy of Information; Penalties
A. Exceptin accordance with proper judicial order or as otherwise provided by law, the Tax

Commissioner or agent, clerk, commissioner of the revenue, treasurer, or any other state or local
tax or revenue officer or employee, or any person to whom tax information is divulged pursuant to
§58.1-2712.2, or any former officer or employee of any of the aforementioned offices shall not
divulge any information acquired by him in the performance of his duties with respect to the
transactions, property, including personal property, income or business of any person, firm or
corporation. Such prohibition specifically includes any copy of a federal return or federal return
information required by Virginia law to be attached to or included in the Virginia return. Any
person violating the provisions of this section shall be guilty of a Class 1 misdemeanor.

Section 6103 Confidentiality and Disclosure of Returns and Return Information
B. General Rule — Returns and return information shall be confidential, and except as authorized by

this title -

1. No officer or employee of the United States,

2. No officer or employee of any State, any local law enforcement agency receiving information
under subsection (i)(7)(A), any local child support enforcement agency, or any local administering
a program listed in subsection (1)(7)(D) who has or had access to returns or return information
under this section, and

3. No other person (or officer or employee thereof) who has or had access to returns or return
information under subsection (e)(1)(D)(iii), paragraph (6),(12), or (16) of subsection (1),
paragraph (2) or (4)(B) of subsection (m) or subsection (n), shall disclose any return or return
information obtained by him in any manner in connection with his service as such an officer or
an employee or otherwise or under the provision of this section. For purposes of this
subsection, the term “officer or employee” includes any former officer or employee.
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Section 7213(a) (2) (IRC). --- Unauthorized Disclosure of Information
C. (2) STATE AND OTHER EMPLOYEES - It shall be unlawful for any person (not described in paragraph

(1)) willfully to disclose to any person, except as authorized in this title, any return or return

information (as defined in section 6103(b)) acquired by him or another person under subsection

(d), ()3)(B)(i), (7) (A) (ii), (1) (6), (7), (8), (9), (10), (12), (15), or (16) or (m)(2), (4), (5), (6) or (7) of

section 6103. Any violation of this paragraph shall be a felony punishable by a fine in any amount

not exceeding $5,000, or imprisonment of not more than 5 years, or both, together with the costs
of prosecution.

e Section 7431 (IRC) Civil Damages for Unauthorized Inspection or Disclosure of Returns and
Return Information 7431 (a) (2) Inspection or disclosure by a person who is not an employee of
the United States - If any person who is not an officer or employee of the United States
knowingly, or by reason of negligence, inspects or discloses any return or return information
with respect to a taxpayer in violation of any provision of Section 6103, such taxpayer may
bring a civil action for damages against such person in a district court of the United States.
Memorandum of Agreement between Tax and the Virginia Information Technologies Agency
(VITA) and Tax’s Procedures for Safeguarding Federal Tax information

e All supervisors - both at the VITA/NG and at Virginia Tax - are required to maintain current lists
of all staff that are authorized to have access to Federal Tax information or tapes. Any changes
to access should be reported to the Information Security Officer of Virginia Tax within 30 days
of the change.

REQUIRED ANNUAL NOTICE OF THE TAXPAYER BROWSING PROTECTION ACT

Browsing is the access or examination of confidential tax records without an assignment or business reason
for so doing. The willful or negligent unauthorized inspection of federal tax information is a crime.
Disclosure (UNAX) through negligence is also a violation.

The Taxpayer Browsing Protection Act provides for civil damages for unauthorized inspection, as well as
disclosure (UNAX). A taxpayer whose federal tax records are illegally inspected or disclosed may recover
damages of $1000 or actual damages, whichever is greater. An employee convicted of violating the Act can
be fined up to $1000, or sentenced to a jail term of up to six months, or both. All federal employees, state
employees, local employees, and contractors having access to federal tax information are subject to this
law.

All suspected violations of the Taxpayer Browsing Protection Act must be reported to the Treasury
Inspector General for Tax Administration (TIGTA). This can be done in several ways:
1. Call the Virginia Tax Disclosure Officer at (804)-404-4029.
2. Call the Field Division Office of the Treasury Inspector General for Tax Administration at (215)-861-
1003.
3. Call the Treasury Inspector General for Tax Administration Integrity Hotline at (800) 589-3718.
4. Call the Virginia Tax Information Security Officer (Simon Xue) at 804-404-4130.

TIGTA Inspectors will perform all investigations of unauthorized access of federal information; Virginia Tax’s
management will not attempt to investigate or evaluate the merits of any allegation of wrongdoing.
However, if an employee elects to contact the TIGTA directly about suspected browsing, the Disclosure
Officer should be notified so that Virginia Tax’s management will be apprised of any potential problem. If
you have questions concerning unauthorized access or other disclosure (UNAX) and security issues, contact
the Virginia Tax Disclosure Officer or the Virginia Tax Information Security Officer. Additional information
can be located on the Treasury Inspector General for Tax Administration’s website.

136


http://taxi/compliance/Safeguarding/Lists/Whos%20Who%20in%20Safeguarding/AllItems.aspx
http://www.treas.gov/TIGTA

Chapter 14

Accounting Transactions

Accounts are created for individuals and businesses by Virginia Tax for the purpose of processing various
tax returns, customer-related information, and establishing account liability. Registration is the distinct
process of creating an account for a business. Accounting transactions are automated or manually
performed by authorized Virginia Tax staff to maintain accurate account liability. Customer Service
representatives perform the majority of manual accounting transactions; however, Field Agents are often
required to generate multiple accounting transactions for purposes of account resolution.

Accounting transactions are performed when information is obtained to support the modification of a
liability. Information may be obtained internally, from other agencies, the taxpayer, or other delegated
authority. Documentation in support of the transaction can be in the form of imaged or written
correspondence, fax, secure email, phone call or professional interaction. Thorough account research
should be performed prior to and after posting of each transaction to verify accuracy.

Field Agents should document the reason for all accounting transactions in AR and CACSG. Accounting
transactions exceeding certain thresholds require supervisory approval. Field Agent should send their
Supervisor an email requesting approval. Email should include taxpayer’s name, account number and
reason for transaction. Upon request for approval, the Field Agent should provide the supporting
information to the Supervisor. Once the transaction is posted AR re-evaluates the tax account period,
updates the taxpayer financial information, and forwards the changes to CACSG.

Upon approval of the transaction, the supporting information is forwarded to back scanning to be imaged.
Approval is not required on all transactions, but the reason for the transaction should always be
documented in AR and CACSG.

The following are types of accounting transactions utilized by Field Agents:
e Abatements
e Adjustments
e Assessments
e (Closing Business or Tax Accounts
e Conversions
e Correct Payment Posting
e Correct Remittance
e Create Business Nonfiler Assessment
e (Create Return
e Discharges
Move Tax Account
Move Tax Account Period
Overpayments
Remove and/or Reinstate Return
e Registrations
o Worklists
o Write Off
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Abatements

An abatement is a decrease of the liability due on a bill, either fully or partially. Abatements are seldom
needed for data processed through AR because of the ability to adjust return line items, return types and
submitted dates.

An abatement should only be performed when an assessment is erroneous. Abatements differ from
discharges in that a discharge is performed when an assessment is technically valid, but agency policy
supports removal of the charge.

An example supporting an abatement is when manually assessed penalty and interest needs to be
decreased or when the taxpayer has provided documentation that justifies a decrease in a bill and/or

return originally processed.

Abatements exceeding $1,000.00 or abatements attempted by the original assessing Field Agent requires
approval by a Supervisor. All abatement documentation should be recorded in both AR and CACSG.

For abatements on additional interest accrued after a payment has posted please, see your Supervisor.

Adjustments

During initial processing, AR automatically adjusts line items for missing information, negative numbers,
and/or calculation errors. Once a return is posted, a Field Agent may adjust the return to make changes to
specific line items only and/or any accompanying schedules. Adjustments are performed to correct errors
found on original, amended, or informational forms, or to update a return when additional information is
provided. Examples of adjustments include entering tax-exempt sales originally omitted by the taxpayer, or,
changing the submitted date of the return after receiving documentation of timely filing.

When a return is adjusted, AR automatically adjusts the other items impacted by the change and validates
the adjustment against Virginia Tax business and financial rules. As with abatements, adjustments
exceeding $1,000.00 are required to be approved by the Supervisor. Procedures listed above for
documenting the adjustment in AR notes and providing supporting evidence should also be followed for
adjustments.

Add Charges

Add charges is a method of creating a bill that imposes tax and/or penalty and interest liabilities. Add
charges should only be used when it is not possible to create the period liability through creating an online
return (see Create Return) or creating a nonfiler assessment (see Create Business Nonfiler Assessment).
Add charges cannot be used to replace filed returns and will not remove nonfiler status for a tax period.
Add charges can be created for all tax types.

Penalties and interest on delinquent periods are automatically calculated by the system or may be manually
calculated. If the taxpayer has provided returns and/or documentation to modify a liability created through
add charges, the Field Agent should abate the charges and create a return (see Create Return).

Field Agents should use reasonable care when keying assessments with consideration of time limitations

imposed by statutes. Upon creation of an assessment, AR evaluates the tax account period and an
automated bill notice is printed and mailed to the taxpayer. Assessments require approval by the
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Compliance Support Supervisor if the total exceeds $10,000.00. Field Agent must email the Compliance
Support Supervisor and advise the bill needs to be approved. They should include account name and
number.

Closing (ELD) Businesses and/or Tax Accounts

The Form R-3, Registration Information Change Request, has several uses. It can be used by a taxpayer to:
® Change the legal business name or the trading-as name

Change the contact phone number

Change the business physical location

Change the mailing address

Close the business

Close tax accounts

The taxpayer can also make all of these changes online through their business account in Virginia Tax
Online Services for Businesses.

If the Field Agent has contact with the taxpayer and the taxpayer verbally states the business or a tax
account is closed, the Field Agent may close the business or tax account once they have acquired and
documented the following information:

e Taxpayer’s full name

e Taxpayer’s home address

e Taxpayer’'s phone number

e Ending liability date (ELD) of the business or tax account.

If the Field Agent is not able to contact the taxpayer, the Field Agent should then:
e Verify the ELD through a field visit or a third party, e.g., Commissioner of the Revenue, VEC, DMV,
SCC, internet search, Clear, Accurint, etc., and ELD the business account accordingly.
e |[f the Field Agent is not able to verify the ELD through a field visit or a third party, then the Field
Agent should ELD the business and or tax accounts as of the last return filed for all tax types.

Note: These are general guidelines and do not take the place of the Field Agent having attempted to
complete all efforts to bring a business account into compliance.

Conversions

Converted tax assessments are business tax assessments that have been assigned to one or more
individuals, officers, or partners deemed responsible by Virginia Tax (Chapter 9, Additional Collection
Procedures). The Field Agent should use caution when creating conversions to ensure that the statute of
limitations is followed.

Correct Posting

The Correct Posting window allows the Field Agent to move tax account period entries to another tax
account period. This window is also used to move payments from a known tax account period and to move
entries other than payments such as returns, bills, and extensions. This window is not used to associate a
bill payment with a different bill. Correct posting is similar to correcting a remittance, however, under the
latter, the payment detail can be changed. Posting errors usually include the following:

e Another tax account period in the same taxpayer account

e Another tax account period in a different account of the same taxpayer
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e Atax account period for a different taxpayer

Correct Remittance

A remittance is a check, cash, or money order submitted to satisfy one or more liabilities. A remittance can
be applied to portions of a bill (tax, penalty, or interest) and a portion applied to a filed return. AR posts
remittances to taxpayer liability according to internal business rules. Unless there is an exception (e.g. a
specific third party lien payment, AR applies payments to the newest bill first in the order of tax, penalty,
and interest. There may be circumstances when the correct payment application is utilized to change how
the payment is applied to the bill liabilities.

If necessary, a Field Agent can override and modify the direction and detail of the payment. For example, if
a bill payment was posted as an estimated payment, the Field Agent is able to correct the remittance to
apply it to the proper bill. Should the payment actually belong to another taxpayer, that error may also be
corrected under correct remittance.

Create Business Nonfiler Assessment

AR will automatically identify nonfiler periods and send a delinquent return notice to the taxpayer. If the
taxpayer fails to comply, a business nonfiler assessment can be issued. It is an estimated assessment based
upon an amount calculated from a pre-set formula by Virginia Tax.

In working field collection accounts, Field Agents will commonly use nonfiler assessments as an effective
collection tool. In certain situations third party information is available on which to base a reasonable
assessment. For example, estimated employee withholding tax assessments can be based upon a
percentage of business wages reported to the VEC or business license gross receipts can be used to
calculate estimated sales tax. If these sources are available, the Field Agent may override the estimated tax
formula set by Virginia Tax and enter a manual calculation.

Nonfiler assessments should not be posted for Corporate or Pass Through Entity tax types. If the Field
Agent cannot get the taxpayer to file the returns then the Field Agent should send the account to their
Manager for referral to RAP.

In the event the taxpayer files a return after the nonfiler assessment is created, AR will create an original
return and reverse the nonfiler assessment. No action is necessary on the part of the Field Agent in this
reversal process.

Create Return

AR provides the ability to manually create a return by entering the line item and schedule information for
business returns posted to the appropriate tax account period. The taxpayer must already have an existing
profile, tax account, and tax account period. Any return that is manually keyed MUST have documentation
to back it up. Paperwork must be forwarded to back scanning to be imaged and notes must be made in AR
and CACSG to support the creation of the return.

Only a supervisor and higher management levels are authorized to create and submit a return for
taxpayers. Effective April 15, 2022, system security access changes will be made accordingly. Regardless of
available system access, NO collector other than a supervisor or higher is authorized to create a taxpayer
return.
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The following are the only four (4) scenarios in which a supervisor or higher management level is
authorized to create and submit a taxpayer return:
e Reconcilement: To reconcile one of the regional temporary sales tax accounts.
e Padlock/Revocation: During a padlock or revocation hearing to create balance for payment
agreement.
e Qut of Statue: To clear sales tax non-filers for periods that are out of statute to assess (6 years or
more past due date).
e Special Payment Plan Situation: In extenuating approved circumstances to expedite setting up a
payment plan.

Important: The Field Collectors are not authorized to create and submit a return, regardless of system
access capabilities. Failure to follow these Returns creation guidelines could result in disciplinary action up
to and including termination. Formal periodic audit verifications are being performed to ensure adherence.

General Returns Scenarios & Acceptable Resolutions

Taxpayer provided the figures or documents for the missing return in the field or over the phone:
e Refer the taxpayer to electronic filing methods. If the taxpayer needs help filing, the field agent may
assist them with the process, refer them to customer service or transfer the call to customer service.

Taxpayer wants to set up PPA & needs an accurate balance:
o Refer the taxpayer to electronic filing methods and advise the taxpayer you will follow up with them
or they need to call back after 24 hours.
e In extenuating circumstances, escalate to supervisor to create an online return.

Taxpayer has been filing quarterly. Taxpayer’s filing frequency has been changed to monthly and the
taxpayer has not complied. Needs the two in between months filed to clear NF periods.
e Document in CACSG and refer the taxpayer to electronic filing methods. If the taxpayer does not file
monthly as required, the field agent should create a statutory non-filer assessment.

Business may be closed and has outstanding NF periods or VA6.
e Research and work the account and ELD if appropriate according to the Field Collections Manual.
e Create statutory non-filer assessments if within statute which may later be converted.
e |If appropriate, update the address so mail does not go to a vacant/closed business. Document
thoroughly in CACSG.

W2s are in AR but the taxpayer has not filed the VA6 form.
o Refer the taxpayer to electronic filing methods. If the taxpayer needs help filing, the field agent may
assist them with the process, refer them to customer services or transfer the call to customer service.

Discharges
A discharge reduces an assessment in full or in part when the assessment is technically valid, but agency
policy supports removal of the charge. A discharge differs from an abatement in that a
debtor is released from obligation of all or part of his or her debts, whereas, an
abatement removes an erroneous assessment. In order to provide an audit trail,
supporting documentation should be completed by the Field Agent when approval is
required on discharges exceeding $1,000.00, Exhibit 14b. Following, are examples in
which a bill may be discharged:
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e Acceptance of an Offer in Compromise by the Tax Commissioner
e Amnesty eligible payments requiring removal of penalty and interest

Move Tax Account

AR provides an avenue for a tax account to be moved to a different customer profile if the tax account
happens to be associated to the wrong customer profile. For example, a sales tax return is filed without
proper documentation and needs a registration. Later it is determined that the sales tax account that was
opened should have been associated to a business that is already registered. In this situation the entire
account can be moved to the correct customer profile rather than moving individual entries. The customer
profile receiving the tax account must already be registered for that tax type.

When moving tax accounts, the Field Agent should carefully research the customer profiles for the correct
identification number. If the identification number is incorrect, the Field Agent should move the tax
account to the correct customer profile. If the customer profile does not exist, the customer should be
registered (See Registration). If the identification number is correct, but the tax account does not belong,
the Field Agent must locate the correct customer profile and move the tax account to the correct profile.

When a tax account is moved, the associated primary and personal residence address and customer contact
moves with it. In addition, customer relations, all financial information, history, notes and correspondence
are moved. The tax account being moved may have a more current address and contact information than
the account to which it is being moved. This would require that the latter be updated.

Move Tax Account Period

When the contents of an existing tax account period have been associated with an incorrect tax account,
the tax account period is moved. Moving a tax account period is not the correct transaction for correcting a
payment that has been posted to the wrong tax account. Correct remittance is used to move a payment to
the correct customer’s tax account period.

The Field Agent must determine if the return posted is associated with the correct taxpayer by researching
both accounts in question. If the customer profile is correct, but the tax account period does not match,
locate the correct taxpayer and move the period. For example, a sales tax return is filed based on a
former sole proprietorship entity account number rather than the current corporation entity account
number and is posted to the incorrect account. Moving the tax account period to the new tax account will
resolve the error. As in moving a tax account, all of the related AR history, notes, and correspondence
moves with the tax account period. AR also updates the Siebel image key number to the correct taxpayer
and reevaluates the tax period’s liability.

Overpayments
If an overpayment/refund appears on an account, the Field Agent should review the account to verify of the
overpayment/refund is within the statute of limitations. If it is, the Field Agent should notify their
Supervisor to have the funds offset on the account balance, if any, or refund the overpayment/refund to
the taxpayer. If the Field Agent has a contact in Customer Service, they may contact them for assistance.
See Worklist below for more information.

Remove and/or Reinstate a Tax Return

If a return is filed in error, such as a duplicate return processed as an additional return, the Field Agent
should research the customer profile and tax account periods to verify that the return does not belong

142



elsewhere. If a return is removed, AR reverses any tax, penalty, interest, and adjustments associated with
the return. If a payment was posted with the return, it is the responsibility of the Field Agent to correct the
remittance.

If a tax return is removed in error, the Field Agent may reinstate the return. If the reinstated return has
outstanding liability, AR will reinstate the previous bill and notify CACSG of the liability. Field Agents should
be aware that if the original return was converted over from the legacy STARS system and has been
removed, the return cannot be reinstated. Caution should be used when performing this function to ensure
that it is the correct action to take. Both AR and CACSG must be documented with the actions performed.

Registration

When doing business in Virginia, an individual, corporation, LLC, or partnership must determine if the
business entity is subject to Virginia taxes. Most entities doing business in Virginia must complete the
process of application for registration of an account with Virginia Tax. When registering, the customer must
submit a Business Registration Application (Form R-1). The Business Registration Application can be
completed online via iReg, or an application form can be downloaded from Virginia Tax website. A form can
be requested from Customer Services in writing or by phone. Additionally, taxpayers previously or currently
registered for a Virginia tax account(s) are required to submit Form R-1 or provide the needed information
to reopen a closed account, register a new business location for sales and use tax, or register additional tax
accounts.

Occasionally, Field Agents may be required to provide assistance to taxpayers with completing Business
Registration Applications. Completed applications should be forwarded to the Customer Services
Registration Unit in Central Office for processing.

Worklists (New)

You will be able to tell if a tax account period (TAP) is on worklist by
looking at the tool bar at the top in AR. If the word “Worklist” is black & rise wo o o
then the TAP has an item on a worklist. If TAP has an overpayment
and it is within statute, always look to see if it is on a worklist.

If the TAP is on worklist, the worklist owner can be found by !

riod  Customer Wmduw Help

selecting Worklist then Worklist Location: LR R A Amve ,

Assignment
Assignment History

tain Fedeval | Abatement/Discharge Reversal TAPs

on Worklist Location

ZIN:

SM: Pending >

er: i Move to Visual >

pe: General Partne Move to My Worklist >
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The worklist location window opens and displays the

worklist owner. Some worklists will put three letters =/ WeristLosation =5 E=R (e
in front of the worklist owner’s name, “URN”. These forklist Location

letter can be disregard. In the example below the Workiist; [Tax Account Perd - BUSINESS - OVERPAYIIENT S
account is on J.Tabbs worklist. Assigned To: |

il
Worklist Owner: [URNJTABE @

A VA6 on a worklist will not be approved (posted) if the W2’s are not present in AR. Always verify that the
W2’s are present in AR before requesting a VA6 be approved (posted) from the worklist. Contact
Supervisor or Manager if additional assistance is needed.

Write-Off

The placement of a bill in a suspension status, usually because the responsible party cannot be located
and/or as a result of exhaustion of collection efforts, is referred to as an account write-off. Although not in
active collection status, an assessment that has been written-off is still subject to debt set-off and match
transactions. MOLs recorded on bills in write-off status are still valid and enforceable. Bills that have been
written-off may be reinstated at any time, normally for application of monies received or because a lien
source becomes available.

Field Agents should thoroughly review accounts and make documentation to substantiate the reason for
the write-off of any bills in both AR and CACSG. Write-offs are subject to approval by a Supervisor if the
amount exceeds $1,000.00. Write-offs are subject to certain criteria such as:

o Bill(s) to be written-off must be in Open status.

e A MOL should have been filed at least 90 days prior to write-off.

e Collection efforts have been exhausted and documented.

e Individual income tax bills cannot be written-off if an individual income tax return has been filed
within three years of the intended write-off date. The same provision holds true for a nonfiler
assessment.

e An ending liability date must be entered for all taxes of a business account prior to write-off.

e Accounts with recent bill statements cannot be written-off.

e If a business tax bill has been converted to responsible officers, the bill cannot be written-off.

Write-offs differ from discharges in that a discharge relieves a debtor from an obligation owed to Virginia
Tax, but a write-off does not provide relief if monies later become available.
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Exhibit 14a - Guidance for Waiver of Penalty and Interest

K/ » Virginia Tax

Guidance for Waiver of Penalty and Interest

This document is intended to aid employees in making consistent and equitable determinations regarding
waiver of penalty and interest charges. This document provides guidance for whether a penalty or interest
charge may be waived; it does not set out procedures for handling cases.

Section 58.1-105 of the Code of Virginia allows reduction or full waiver of a penalty when that action is
justified, but does not specify the conditions that would justify waiver. The agency has historically allowed
waiver of penalty in cases involving extenuating circumstances, such as death of the taxpayer or preparer,
or a natural disaster, as well as in other circumstances that would reasonably prevent a taxpayer from filing
a return and or paying the tax due by the required due date. This material contains descriptions and
examples of circumstances that would or would not result in waiver of penalty. For purposes of considering
waiver, 760C and 500C charges are treated as penalties. The examples provided are not all-inclusive.

As discussed in detail later in this document, extenuating circumstances do not typically apply to the waiver
of interest charges when the interest is associated with an underpayment or late payment of tax. As a
general rule, interest is waived only in cases where an assessment is potentially invalid or the liability has
been assigned to the wrong person (doubtful liability), or where the balance due cannot be collected
(doubtful collectability). In cases where a penalty is reduced or waived, interest associated with the penalty
will also be reduced or waived.

All examples assume that the employee handling the request for waiver has confirmed that the assessment
is correct, and that the determination falls within his or her signature threshold. As of June 30, 2017, the
thresholds are:

Amount Authorized Signature

Up to $2,000.00 Contact Center Representative; Collections Representative

$2,001 - $10,000 Management Analyst; Senior Management Analyst; Lead Management Analyst
$10,001 - $50,000 Manager, General Legal and Technical Services

$50,001 and above Assistant Commissioner, General Legal and Technical Services

Penalty Waivers in General
The agency will generally allow waiver of penalty in the following situations:
e The death of the taxpayer, taxpayer’s spouse or other close family member, or death of the
taxpayer’s preparer, provided the death occurred at a time that would reasonably prevent timely
filing. (See Examples 1 and 2)
o lllness of a taxpayer, spouse or other close family member, or illness of the taxpayer’s tax preparer,
provided the illness was serious and occurred at a time that would reasonably prevent timely filing.
(See Examples 3 and 4)
e Floods, storms, or other natural disasters that prevent timely filing and/or payment, provided that
the Tax Commissioner has issued an extension for affected taxpayers, or the Internal Revenue
Service has provided an extension for affected taxpayers. (See Examples 5, 6 and 7)
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Loss of records due to fire, theft or other disasters provided the taxpayer makes an effort to
reconstruct records and file the affected returns within a reasonable period of time. (See Examples
8 and9)

The filing date for the corresponding federal return was extended for special circumstances, such as
military service in a combat zone, provided the taxpayer meets all of the eligibility requirements for
the extension.

For 760C and 500C charges only, the taxpayer received information after the due date for the final
estimated tax payment that showed unanticipated income received during the year. In general, the
waiver will be allowed only if the taxpayer made timely payments at least equal to the preceding
year’s income tax liability.

For pass-through entities only, a partnership experienced a technical termination for federal
purposes, which required a short year return, provided the return is filed by the extended due date
for the original taxable year. (See Example 10)

For offers in compromise only, reduction or waiver of the penalty is granted to settle a doubtful
collectability case.

The agency does not routinely allow a one-time or first-time waiver of penalty, except in the case of a pass-
through entity that meets certain criteria discussed later in this document. Although a good filing history is
a factor that is considered in making a penalty waiver determination, filing history is not a basis for waiver
on its own.

Extension Penalty
The agency will generally allow waiver of an extension penalty in the following situations, provided the
taxpayer has a good filing and payment history, and does not have a history of similar requests:

K-1 information needed for an accurate estimate of the taxpayer’s liability was not received until
after the original due date, provided the taxpayer does not have a regular history of claiming late
receipt of K-1 information. (See Examples 11 and 12)

A corporation or pass-through entity made an election to claim bonus depreciation after the
original due date, and the resulting fixed-date conformity addition created a significant Virginia
income tax liability. (See Example 13)

A corporation was part of a complex merger or restructuring and was unable to obtain income
information in time to make an accurate estimate of its tax liability. (See discussion under
Examples)

A corporation operating within an affiliated group did not receive accurate information for
determining its apportionment factors until after the original due date, resulting in underpayment
of tentative tax. (See discussion under Examples)

Late Filing Penalty
In addition to the general circumstances outlined above, the agency will usually waive the late filing penalty
in the following situations:

The taxpayer voluntarily filed delinquent returns after discovering the liability, without being
notified by Virginia Tax. This situation is more common for corporations and pass-through entities,
but can occur with individual filers. The waiver would be allowed only in a case where the taxpayer
had reason to believe that no return was required.

The taxpayer discovered and corrected an error by filing tax-due amended returns for sales and use
tax, employer withholding tax, or another non-income tax. This applies only in cases where the
taxpayer was not notified of a discrepancy by Virginia Tax, and where the error was corrected
within a reasonable time — usually a year or less — after the original return was filed.

146



The taxpayer can prove that an attempt was made to e-file by the due date, but the return was
rejected, provided the return is either resubmitted or filed on paper within 10 days.

Late Payment Penalty
In addition to the general circumstances outlined above, the agency will usually waive the late payment
penalty in the following situations:

The taxpayer can prove that an attempt was made to e-pay by the due date, but the payment was
rejected or there was a bank error, provided the payment is either resubmitted or paid by check
within 10 days.

The taxpayer was not aware that the tax due with an income tax return filed on extension must be
paid on the date the return is filed, but the tax was paid by the extended due date and the taxpayer
has not incurred similar penalties for previous years. This applies in cases where the return is filed
before the extension expires.

One-Time Waiver for a Pass-Through Entity

To allow the agency to equitably address waiver requests for $1,200 penalty assessed for late filing, the
following criteria have been established.

1.
2.

The request for waiver involves only one taxable year in the account; and

Either the period in question is the initial period of liability for the PTE, or this is the first instance of
late filing of Form 502; and

There are no other penalty assessments or nonfilers outstanding in the PTE’s other business tax
accounts.

All criteria must be met for the assessment to qualify for waiver. The one-time waiver applies only to the
late filing penalty of $1,200 assessed on a Form 502 that shows no withholding tax liability. For details on
handling a one-time waiver case, see the procedure posted in TAXi at
http://taxi/toolbox/Policy%20Library/Forms/DispForm.aspx?ID=71.

Other Factors to Consider for Waiver of Penalty

IRS waiver: If the IRS has waived the corresponding federal penalty, this can work in the taxpayer’s
favor. However, an IRS waiver does not guarantee a Virginia waiver, especially if the taxpayer has a
poor filing history. Both the request to the IRS and the IRS approval should be considered before a
determination is made.

Errors made by professional preparers: The agency does not generally waive penalties caused
by errors made by professional tax preparers, or resulting from negligence on the part of a tax
professional. The taxpayer can take legal action against the preparer under these circumstances.
Embezzlement or other criminal activity of an employee: A case of criminal activity by an
employee requires detailed information. The taxpayer must be able to provide evidence of a
criminal complaint, and the outcome of the case if charges were filed, or at least an official status of
the case if prosecution has not taken place. It is not uncommon for the discovery of embezzlement
to take up to 18 months; therefore, it is not unusual for an embezzlement case to involve multiple
tax years or periods. However, if the delinquencies related to embezzlement extend for more than
18 months, we also have to consider whether the company had adequate accounting controls in
place. In some cases, waivers may be granted for only some of the periods requested, or may not
be granted at all.

Employee negligence or misconduct: In cases of employee misconduct, multiple tax years or
periods may be affected. These cases should be evaluated in the same manner as embezzlement
and criminal cases.
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e Oversight: The agency usually does not waive penalties in cases of simple oversight, such as a
taxpayer forgetting to mail a return.

Interest Waivers
As a general rule, Virginia Tax does not waive interest charges that are associated with a tax liability
because Section 58.1-105 of the Code of Virginia allows waiver of tax only in cases where an assessment is
potentially invalid or liability is assigned to the wrong party (doubtful liability), or where the balance due
cannot be collected (doubtful collectability). The agency may waive interest under the following
circumstances:
o The taxpayer can demonstrate that he or she never received an assessment prior to collection
action, or was not aware of the assessment for an extended period after it was issued.
e Inthese cases, we may waive interest accrued during the period that the taxpayer was not aware of
the liability.

Virginia Tax has agreed to waive penalties on bills that are over 30 days old. Although the initial bill in a case
like this would have shown only interest on the underlying tax, any interest accrued after 30 days would be
partially accrued on the outstanding penalty. Therefore, the portion of interest accrued on the penalty
would be waived as part of the penalty waiver.

Examples

General
Death of the taxpayer, taxpayer’s spouse or other close family member, or death of the taxpayer’s
preparer, provided the death occurred at a time that would reasonably prevent timely filing.

Example 1. A joint income tax return for 2014 was filed on January 19, 2016, reflecting tax due of $4,500,
which was paid. An assessment was issued for late filing penalty of $1,350 (30%), plus interest on the tax
due. The husband responded to the assessment with a request for waiver of penalty. He explained that his
wife, who had handled the couple’s tax matters, passed away unexpectedly on October 5, 2015. Along with
the responsibilities for handling her estate, the taxpayer had to locate the tax records and get the help of
an accountant. The taxpayers have an excellent filing and payment history.

The taxpayer’s spouse died just before the federal and Virginia extended due dates for filing the
2014 return. It would not be reasonable to assume that the surviving spouse could locate records
and engage an accountant in time to file the Virginia return by November 1. It appears that the
taxpayer acted as promptly as possible to file the return. The penalty should be waived.

Example 2. A joint income tax return for 2012 was filed on January 19, 2016, reflecting tax due of $4,500,
which was paid. An assessment was issued for late filing penalty of $1,350 (30%), plus interest on the tax
due. The husband responded to the assessment with a request for waiver of penalty. He explained that his
wife, who had handled the couple’s tax matters, passed away unexpectedly on October 5, 2014. Along with
the responsibilities for handling her estate, the taxpayer had to locate the tax records and get the help of
an accountant. The taxpayers have an excellent filing and payment history.

The taxpayer’s spouse died almost a year after the extended due date for the 2012 return, and the
taxpayer delayed another 15 months before filing the return. The information presented does not
indicate any extenuating circumstances prior to the death of the spouse, or offer any explanation
for the additional delay in filing. Unless the taxpayer can provide an acceptable explanation for the
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original failure to file the return and the extended delay in filing after his wife passed away, the
request for waiver should be denied.

lliness of a taxpayer, spouse or other close family member, provided the illness was serious and occurred
at a time that would reasonably prevent timely filing.

Example 3. A joint income tax return for 2014 was filed on January 19, 2016, reflecting tax due of $4,500,
which was paid. An assessment was issued for late filing penalty of $1,350 (30%), plus interest on the tax
due. The husband responded to the assessment with a request for waiver of penalty. He explained that his
wife, who had handled the couple’s tax matters, passed away on October 5, 2015, after a lengthy illness
that began with a cancer diagnosis in January 2013. When he began gathering records for preparation of
the 2015 return, he discovered that the 2014 return had not been filed. His request for waiver includes
documentation of his wife’s medical treatments and death. The taxpayers have an excellent filing and
payment history.

The taxpayer’s wife was unable to handle the couple’s tax matters because of her illness. Because
he was not accustomed to handling tax matters, it is unlikely that the taxpayer would have thought
to check on tax filings for 2014. It appears that he filed as promptly as possible to file the return
after discovering the delinquency. The penalty should be waived.

Example 4. A joint income tax return for 2012 was filed on January 19, 2016, reflecting tax due of $4,500,
which was paid. An assessment was issued for late filing penalty of $1,350 (30%), plus interest on the tax
due. The husband responded to the assessment with a request for waiver of penalty. He explained that he
and his wife suffered from serious medical conditions that required surgeries, one in 2012 and one in 2013.
Although documentation was provided to support his claim, no explanation was provided for the extended
delay in filing the return. The taxpayers have an excellent filing and payment history.

From the information presented, it is likely that the taxpayers could not file their 2012 return by the
extended due date of November 1, 2013. However, they have not documented any illnesses or other
extenuating circumstances extending beyond 2013 that would explain the extended delay in filing.
Unless they can provide an acceptable explanation for not filing the return prior to 2016, the request
for waiver should be denied.

Floods, storms, or other natural disasters that prevent timely filing and/or payment, provided that the
Tax Commissioner has issued an extension for affected taxpayers, or the Internal Revenue Service has
provided an extension for affected taxpayers.

Example 5. The taxpayer, who is a resident of South Carolina, filed a 2014 nonresident income tax return
on February 16, 2016. The return reflected total tax liability of $63,000 and tax due of $5,000, which was
paid. An assessment was issued for late filing penalty of $1,500 (30%), plus interest on the tax due. The
taxpayer requests waiver of the penalty, explaining that the IRS extended the 2014 due date to February
16, 2016 because of flooding throughout the state in October 2015.

Although the taxpayer did not provide supporting documentation, the IRS extension can be verified
online. The penalty should be waived.

Example 6. The taxpayer, who is a resident of South Carolina, filed a 2014 nonresident income tax return
on March 10, 2016. The return reflected total tax liability of $63,000 and tax due of $5,000, which was paid.
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An assessment was issued for late filing penalty of $1,500 (30%), plus interest on the tax due. The taxpayer
requests waiver of the penalty, explaining that the IRS extended the 2014 due date to February 16, 2016
because of flooding throughout the state in October 2015.

Although the taxpayer did not provide supporting documentation, the IRS extension can be verified
online. Since Virginia law sets the extended due date for filing an individual income tax return at 30
days after the expiration of a federal extension, the return was timely filed. The penalty should be
waived.

Example 7. The taxpayer, who is a resident of South Carolina, filed a 2014 nonresident income tax return
onJune 10, 2016. The return reflected total tax liability of $63,000 and tax due of $5,000, which was paid.
An assessment was issued for late filing penalty of $1,500 (30%), plus interest on the tax due. The taxpayer
requests waiver of the penalty, explaining that the IRS extended the 2014 due date because of flooding
throughout the state in October 2015.

Although the taxpayer did not provide supporting documentation, the IRS extension can be verified
online. The IRS extended the due date to February 16, 2016. Virginia law sets the extended due date
for filing an individual income tax return at 30 days after the expiration of a federal extension. The
Virginia return was filed more than 30 days after February 16, 2016. Unless the taxpayer can
provide an acceptable explanation for the additional delay in filing, the request for waiver should be
denied.

Loss of records due to fire, theft or other disasters provided the taxpayer makes an effort to reconstruct
records and file the affected returns within a reasonable period of time.

Example 8. A corporation filed its calendar year 2014 Form 500 on May 12, 2016, nearly seven months
after the extended due date of October 15, 2015. The return shows total tax liability of $23,000 and net tax
due of $4,200, which was paid. An assessment was issued for late filing penalty of $1,260 (30%), plus
interest on the tax due. The company requested waiver of penalty, stating that a fire on its premises in
February 2015 destroyed paper records and damaged computers and backup files. The company was able
to reconstruct its records with help from an outside firm but, due to the extensive damage to the computer
records, the process took nearly a year. Once the records were recreated, another few weeks were needed
to have returns prepared. The request includes detailed documentation about the fire, as well as a
statement from the firm that assisted in reconstructing the records. The statement includes a timeline of
the reconstructions, showing that the taxpayer contracted with the firm in April 2015, and the work was
completed in March 2016. The corporation has a good filing and payment history.

The fire and associated damage are well documented, and the taxpayer has provided proof that
records were not available until March 2016. It is reasonable that the return preparation took a few
weeks. The penalty should be waived.

Example 9. A corporation filed its calendar year 2014 Form 500 on October 25, 2016, more than a year
after the extended due date of October 15, 2015. The return shows total tax liability of $23,000 and net tax
due of $4,200, which was paid. An assessment was issued for late filing penalty of $1,260 (30%), plus
interest on the tax due. The company requested waiver of penalty, stating that a fire on its premises in
February 2015 destroyed paper records and damaged computers and backup files. The company was able
to reconstruct its records with help from an outside firm but, due to the extensive damage to the computer
records, the process took nearly a year. Once the records were recreated, another few weeks were needed
to have returns prepared. The request includes detailed documentation about the fire, as well as a
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statement from the firm that assisted in reconstructing the records. The statement includes a timeline of
the reconstructions, showing that the taxpayer contracted with the firm in April 2015, and the work was
completed in March 2016. The corporation has a good filing and payment history.

The fire and associated damage are well documented, and the taxpayer has provided proof that
records were not available until March 2016. Although it could be reasonably expected that final
return preparation might take a few weeks after the records were completed, the taxpayer filed six
months after the outside firm completed its work. No explanation has been provided for the delay.
Unless the corporation can provide an acceptable explanation for the additional delay in filing, the
request for waiver should be denied.

For pass-through entities only, a partnership experienced a technical termination for federal purposes,
which required a short year return, provided the return is filed by the extended due date for the original
taxable year.

Example 10. A partnership formed in 2010 filed timely calendar year returns for 2010, 2011, 2012, and
2013. Due to a sales of assets, the partnership experienced technical termination under federal law on
August 10, 2014. The termination required that a short-year return for January 1, 2014 through August 10,
2014 be filed by December 15, 2014. The corresponding Virginia return was due on January 15, 2015. The
partnership mistakenly filed both of its short-year returns, for the years ended August 10, 2014 and
December 31, 2014, on October 15, 2015, which was the extended due date for December return only. The
entity has a good filing and payment history.

This is a common filing error seen at both the federal and Virginia levels. Because the partnership
filed both returns on a date consistent with the due date for its usual calendar year filing, the
penalty should be waived.

Extension Penalty

K-1 information needed for an accurate estimate of the taxpayer’s liability was not received until after
the original due date, provided the taxpayer does not have a regular history of claiming late receipt of K-
1 information.

Example 11. Taxpayers filed a joint individual income tax return for 2015 on October 17, 2016, with
payment for the full tax liability of $23,000. An assessment is issued for an extension penalty of $2,760
(12%), plus interest on the tax due. The taxpayers request waiver of the penalty, stating that their primary
source of income is from a pass-through entity that did not furnish a Schedule K-1 until late September
2016. The taxpayers have an excellent filing and payment history.

The taxpayers have an excellent history of compliance and paid the balance of tax due with their
return at the time of filing. A review of the return supports their claim that their primary source of
income was from an S corporation. A review of the corporation’s return is inconclusive, but there is
no evidence to contradict the taxpayers’ claim of late receipt of Schedule K-1. The penalty should be
waived.

Example 12. Taxpayers filed a joint individual income tax return for 2015 on October 17, 2016, with
payment for the full tax liability of $23,000. An assessment is issued for an extension penalty of $2,760
(12%), plus interest on the tax due. The taxpayers request waiver of the penalty, stating that their primary
source of income is from a pass-through entity that did not furnish a Schedule K-1 until late September
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2016. The taxpayers’ account shows two previous waivers of extension penalties for 2010 and 2012 for
similar circumstances involving the same pass-through entity.

A review of the return supports their claim that their primary source of income was from an S
corporation. A review of the corporation’s return is inconclusive, but there is no evidence to
contradict the taxpayers’ claim of late receipt of Schedule K-1. However, the taxpayers have
encountered this situation before, and they should have made estimated payments to offset any
potential tax liability. The request for waiver should be denied.

A corporation or pass-through entity made an election to claim bonus depreciation after the original due
date, and the resulting fixed-date conformity addition created a significant Virginia income tax liability.

Example 13. A corporation filed its 2015 calendar year return on September 15, 2016, with payment for
the full tax liability of $18,000. An assessment was issued for extension penalty of $1,800 (10%), plus
interest on the tax due. The corporation requests waiver of the penalty, stating that the tax liability was
created by a fixed-date conformity addback for bonus depreciation. Since the bonus depreciation election
was not made until after the original due date, April 15, 2016, the corporation could not have anticipated
the tax liability. The corporation has a good filing and payment history.

A review of the 2015 Form 500 shows that the corporation reported a net operating loss of $35,000,
and a bonus depreciation addback of $350,000. After allocation and apportionment, its Virginia
taxable income was $300,000, all of which was created by the addback. It is not uncommon for the
bonus depreciation election to be made well after the end of a taxable year, so the corporation’s
claim is reasonable. The penalty should be waived.

A corporation was part of a complex merger or restructuring and was unable to obtain income
information in time to make an accurate estimate of its tax liability.

A corporation operating within an affiliated group did not receive accurate information for determining
its apportionment factors until after the original due date, resulting in underpayment of tentative tax.

It is difficult to present examples of these circumstances because the situations are complex and varied. In
general, we look for circumstances that seem reasonable. The question we need to consider as we review
the case is whether the company had adequate controls in place to ensure tax compliance. Companies that
encounter the circumstances outlined above usually have internal accounting staffs and external
accounting support, so they must experience extreme circumstances to receive a waiver of penalty.

Guidance for Waiver of Penalty and Interest - June 2017
A current version of this document can be found in the TAXi Toolbox Internal Policy Library.
http://taxi/toolbox/Policy%20Library/Forms/DispForm.aspx?I1D=71
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Chapter 15

Customer Service and Taxpayer Rights
Customer service is provided in various ways and degrees within each section of Virginia Tax. Ensuring
customer satisfaction and putting the customer first in everything we do is a high priority. This is achieved by
providing the following:

e Improved quality service

e Reduced burden of compliance

e Improved customer education

e Improved support to external stakeholders

Providing Service to Customers

Employees of Virginia Tax are expected to provide quality customer service, regardless of their role within
Virginia Tax. All customer contacts should be handled in a professional and courteous manner.

Field Agents often receive phone calls or other types of contact from customers, local officials,
bookkeepers, and other business professionals that require customer service assistance. Field Agents
should refer inquiries requiring customer service assistance to the appropriate customer service section by
providing Virginia Tax’s website, email address, or the proper customer service phone number and/or
mailing address. Field Agents should make referrals based on the type of customer inquiry to ensure the
customer makes contact with the appropriate agent or section for assistance. Field Agents may handle
inquiries or requests requiring minimal assistance. Field Agents may also perform certain accounting
transactions normally performed by Customer Service staff to resolve assigned accounts. The following are
examples of Customer Service assistance that may be handled by Field Agents:

e Responding to customer calls requesting some type of form, return coupon, etc., with the exception

of bulk mailings.
e Answering questions regarding the business registration application.
e Answering general questions regarding completing returns and return filing requirements.

e Providing local officials and tax practitioners with the i, Information .
- . . ofo, ales husiness training

Practitioner/Locality Hotline phone number. t.’-ﬂmmg ..‘h...q. patuenceasslstanlc‘e

e Providing customers with Virginia Tax’s web page address ,“.‘;‘:,‘;I, nethods

i e
and/or phone numbers, fax numbers, and Customer Services a..:::.ﬁ:" lc :f.'"léfy
ization person: ime  Infor on ‘methods

address. %0 u onps aéle:u:e bsqt isfaction

e Posting and/or issuing nonfiler assessments on assigned o= P fepresantatie | paver

™ policy . helpful team™
accounts.

Virginia Tax has advanced technologically in recent years to better assure quality customer service by
providing email and website availability to customers. Customers may obtain a variety of services by
accessing the Virginia Tax website.

Customer Services Agents are located at the Westmoreland address in Richmond. These employees provide
various types of assistance to customers, local officials, attorneys, practitioners and others including:

e Walk-in assistance during income tax filing season only.

e Phone assistance.

e Issuing letters in response to customers’ written inquiries.
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e Review, research, examine, analyze and compare information obtained and provided by customers
to determine or verify tax liability in consonance with applicable tax laws, rules, regulations, and
guidelines.

e |ssuing and explaining abatements, assessments, refunds, setoffs, transfers, discharges, etc.

e Providing assistance with completing various types of tax returns not including income tax returns.

Processing payments and tax returns.

Processing business registration applications to create account numbers.

Defending the validity of assessments in order to affect compliance.

Responding to customer emails.

e Issuing transfers, abatements, adjustments, discharges, and write-offs for resolution of account.

Taxpayer Bill of Rights
The taxpayer Bill of Rights was enacted to ensure protection of taxpayer rights in the tax determination and
collection processes administered by Virginia Tax. The publication provides an overview of a taxpayer’s
rights per law and covers topics such as:

e Confidentiality Rights

e Taxpayer Rights and Audits

e Taxpayer Rights and Collections

e Taxpayer Rights Advocate

e Taxpayer Rights in the Appeal Process

Virginia Tax employees should become familiar with the taxpayer Bill of Rights to ensure they are not in
violation of the rights afforded taxpayers. Field Agents should especially take precaution to adhere to the
guidelines noted in the section, Taxpayer Rights and Collections. The publication may be viewed in its
entirety by accessing Virginia Tax’s website, and selecting taxpayer Bill of Rights at the bottom of the
screen.
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Chapter 16

Payments and Payment Agreements

Payments by check, money order, cashier’s check, or certified funds are only accepted when at least two
Field Agents or a Field Agent and a Supervisor are present. The taxpayer must be given a receipt for
payment signed by the two Field Agents or the Field Agent and the Supervisor. Itis very important that the
Field Agent take extraordinary care to ensure payments are kept in a secure place until submitted to the
Central Office for deposit. All payments should be submitted to the Central Office for processing no later
than the next business day.

Field Agents are assigned a tablet which allows them to immediately process bill payments electronically.
Checking, savings, credit, and debit cards can be accepted and processed immediately with the taxpayer’s
permission. This is the only other method of bill payment that will be accepted.

If the Field Agent receives a “VOIDED” check from the taxpayer to obtain bank and routing numbers, the
check must be sent to backscanning.

Payments must be recorded in CACSG using the “Payment Received” icon. The amount of payment, bill
number paid and confirmation number should be entered as follows:

& @"3 Payment Received -6_ o 0
$ Amount: $500.00, Descriptor: [CE20061234567

Payment Received

History Text Control

History Text:
Bill # 12345

)

Establishing Payment Plans

The Field Agent should follow the guidelines below when setting up a payment plan. These guidelines
became effective August 14, 2020:

Individual Income Tax — Require 10% down payment

Balance Due Maximum PPA Length
0-$999 12 months
$1,000-$4,999 24 months
$5,000-$9,999 36 months
$10,000 and above 48 months
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Business Taxes — Require 20% down payment

Non-Habitual (NH) Habitual (H)
Balance Due Maximum PPA Balance Due Maximum PPA
Length Length
0-$4,999 12 months 0-$2499 6 months
$5,000-514,999 24 months $2,500- $9,999 12 months
$15,000-534,999 36 months $10,000- $17,999 18 months
$35,000 and above 48 months $18,000k and above 24 months

| Non-Habitual (NH) is defined by, see Exhibit 16a:

e First partial payment arrangement (PPA) and/or no prior defaults due to non-payment,

e Taxpayer is compliant (returns current for last three years),

e Taxpayer submitted OIC and was denied,

e Supervisor Approval required beyond 24 months, review will happen upon entry on the
supervisor’s worklist.

Habitual (H) is defined by, see Exhibit 16b:

e Prior payment arrangements defaulted due to non-payment,
e Defaults due to the creation of sales or withholding nonfilers or failure to pay current taxes,

VA6)
establish payment plans,

e Supervisor Approval required beyond 24 months, review will happen upon entry on the
supervisor’s worklist.

e Resets are permitted over three times for defaults due to (new nonfiler for litter, corporate tax or

e Taxpayers who have defaulted more than three times due to non-payment are no longer eligible to

Field Agent must uncheck the Re-establish eligible box when creating a new payment plan to limit
accessibility for the habitual offenders from creating multiple plans online or tele-plan.

Email: Re-Estabilsh Eligible:

Calculate Accept Reset Reset to Last Cale Debts... allment...

Handling Cash Payments

The Field Agent never accepts cash as a payment. The only exceptions to this rule is during a Padlock

Hearing or at a padlocked business and two Field Agents or a Supervisor and a Supervisor are present. An

Officer of the Court or a Law Enforcement Officer may act as an alternative as the second witness.

Receipt Book Procedure
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Supervisors or Managers are assigned a receipt book. Prior to the receipt book being assigned the
Supervisor records the receipt numbers. Once assigned, the inclusive receipt book numbers (Ex. 25001-
25025) are reported to the Compliance Support Supervisor.

Care must be taken to ensure the book is not lost or stolen. Receipt books should never be left unattended
at a taxpayer’s business. If a receipt book is lost or stolen, the Supervisor must report the incident to their
Manager immediately. If a receipt book is lost, the Supervisor will immediately notify the Compliance
Support Supervisor in writing. The lost receipt book should be identified by its receipt numbers. Additional
information provided should include the number of receipts remaining in the lost receipt book and all facts
related to the loss.

Receipts are written for all non-iPad payments received from a taxpayer. This must be done in the presence
of two Field Agents or a Field Agent and a Supervisor. Copies of receipts are distributed as follows:

e QOriginal (white) copy goes to taxpayer.

e Second (green) copy is attached to the Field Agent’s Daily Transmittal.

e Third (yellow) copy remains in the receipt book.

r OFFICIAL RECEIPT
A €

DENTIFICATION | TYPE OF TAX RIOD ENDING

— =+

e i I PENALTY
VOID - Example ONLY]|

|

TAX INTEREST | FEES, COSTS.ETC.__

VOID 2 TAX Agent Signatures hm’pw -

Bonaturs of Agert Date Recened

If a receipt must be voided, the following procedures will be followed:

e “VOID” is written on all copies

e White and green copies go to the Supervisor with written documentation explaining the reason for
voiding the receipt

o The Supervisor initials all documents and forwards them to the Compliance Support Section

e The yellow copy remains in the receipt book

e When it is necessary to make a correction to any item on a receipt, the receipt preparer must initial
the correction while all copies are intact in the receipt book. A written explanation will accompany
the green copy of the receipt when forwarded to the Central Office.

Handling Checks and Money Orders

Payments can only be accepted during a Padlock Hearing or when there are two Virginia Tax employees
present. Checks, money orders, cashier’s checks, or certified funds are the only forms of payment
accepted. All payments received must be kept in a secure location until time to submit the payment to
Central Office for processing. All payments must be made payable to Virginia Tax. Postdated checks are
never accepted. If the taxpayer has a history of issuing bad checks, the Field Agent may request that all
payments be made by certified funds.
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iPad Payments with Banking Information

The Field Agent can process payments using their assigned tablet (iPad) while in person or on a regular
payment agreement. For payments being withdrawn from the taxpayer’s bank account the Field Agent
must obtain the taxpayer’s bank and routing number, amount of payment, terms of the payment
agreement, and email address if a receipt is requested.

The Field Agent should keep two tickler systems with their iPad information in case the CACSG system is not
available, Exhibit 16c. This information can be kept in a “daily” folder or 3-ring binder. The Field Agent
must keep all banking information locked in a secure location.

If the payment is recurring, the Client ID of the taxpayer should be entered in the Field Agent’s calendar to
indicate a payment must be processed. This calendar entry allows another Field Agent or Supervisor to
process any iPad payments that come due when the Field Agent is out for a day or an extended period of
time. The Field Agent must make sure another Field Agent and/or Supervisor has access to their Gmail
calendar. The Field Agent should enter the taxpayer’s banking information, amount of payment, terms of
the payment agreement, and email address (if a receipt is requested) in the Notes section in CACSG found
under Case. See instructions below on how to locate the Notes section and the Client ID number in CACSG.

CACSG - [m| X
File Edit Acces(tmns Admin  Window Help

FEREY Sl SEMAY D@ ¢ 0B

colaYEREPX WHEALBC S/ BN W LD
e ClICKON CASEthen e
Name: L n User: [Christi Follow-up:
Select NOT ES ser: Christie Lewter ollow-up: 06/29/20
DBA: State: |Follow-up Action - DH35 93
Demographic Information: Financial Information:
-Primary - Physical L |Dethype |Ba|ance |Nn’F

|8 Notes - 000100 - (= BN )
Notes Text:

iPad Payments

List iPad payment terms here. Include due
date, payment amount, email address, and
banking and routing account numbers.

Last Updated
’7 By: Christie Lewter Date: 06/16/2020 13:54:43

Screen May Contain Federal Information

The Field Agent should list the Client ID number on their Gmail Calendar on the due date of iPad payment.
You can obtain the Client ID number as follows:

£7,000100 - DN35 - E@
Hame:  ~ User: Christie Lewter Follow-up: 06/29/20
DBA: . ... ) State: | Follow-up Action - DN35 “
Demographic Information: Financial Information:
- . Primary - Physical v Debt Type | Balance | HIF
=N .
repspuen prinO UDIe Click in e o

Address: Pnyg:gmogra phics hox

Client ID number is located in bottom right hand corner.
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(RIS

Comment:

Locality: 51001 - Accomack
District Office: 5 - Norfolk | 1 1D: 10731613 I

—

Screen May Contain Federal Information

List the following information on your Gmail calendar in case you are on Leave and another Field Agent or
Supervisor needs to process your iPad payments:

X iPad Payments Due<= m

Jun 16, 2020 7:00am to 7:00am Jun 16, 2020 @
[ allday Monthly onday 16 ~ @

Set all your iPad payments for the same
EtimédulkingitHe Way so they all appear at Gt
the top of your calendar

O Cisco Webex meeting Add Webex Personal Room
] Add Google Meet video conferencing
G

! Add location

-

Notification ~ 10 minutes - X

Add notification 0

| christielewter ~ (@ - You can change the color to

reflect your iPad payments due
] Busy ~  Defaultvisibility ~ ()

a@n

U} B I U | = = | & ¥

IPad Payments Due - See NOTES under CASE In CACSG for PPA Information:

Client ID#s:
12345678
23456789
34567891
45678910

iPad Payments with Credit Card

Field Agents can process credit or debit card payments for tax bills on their tablet. The Field Agent must
obtain the taxpayers credit or debit card number, expiration date, name listed on card, three digit CVV
code on back of card, phone number and email address. Fees are noted below and should be explained to
the taxpayer. The Field Agent must not store credit or debit card information. The taxpayer must call each
month to provide the required information for payment processing.

If a request for payment by credit card is received, and the agent encounters issues that prevent them from
processing the payment, the following information should be provided to the taxpayer:
e Credit Card payments are handled by Paymentus, phone number 1-833-339-1307 or online at
WWW.paymentus.com.
e Paymentus accepts all major credit cards and charges a convenience fee that is added to each
transaction.
e Payments through Paymentus can be for:
o Business tax
o Assessment notice or consolidated bill(s)
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o Personal income tax
o Estimated payments
e Payments usually post to Virginia Tax account within 48-72 hours.
e Tax bills may be paid online via QuickPay, a free service to pay and view outstanding tax bills.
e Virginia Tax’s Cashier’s Office will accept credit and debit card payments from walk-in customers only
in Richmond. Discover, MasterCard and Visa are accepted. Convenience fees apply and are disclosed
prior to submitting the transaction.

When a taxpayer indicates they are going to make payment by credit or debit card, the Field Agent should
follow-up by checking the account within 48-72 hours to see if the payment has posted. System problems
can cause delays in the posting of credit or debit card payments; therefore, the account may have to be
checked several times.

Incorrect iPad Payments

If the Field Agent submits a payment for an incorrect amount while using the iPad, an email must be sent
immediately to TAX-MobileAppSupport or call 804-404-4183. Provide the amount of the payment, the
taxpayer’s account number, and the confirmation number of the payment. Make sure you follow up with
mobile support if you do not hear back.

Bank Deposits

Checks and money orders requiring financial institution deposit are submitted on

a Transmittal Report to the Central Office for processing. Payments of any type P
(never cash), other than those processed using the iPad, should only be received &

when there are two Field Agents and/or a Supervisor present and both must sign g ' ' ' '
the written receipt that is given to the taxpayer.

Field Agent’s Transmittal Report

A Transmittal Report must be submitted to Processing at the Central Office when revenue has been
collected from a taxpayer. A copy of the report must be emailed to the Supervisor and the other Field
Agent who signed the receipt. The report must include required information to enable correct processing
of payments. Transmittals should be held for at least two years, Exhibit 16d.

All reports must contain the following information:
e Transmittal Report Date
e Account Number (15 digit number if a return is submitted)
e Legal Name
e Tax Type (such as sales or employer withholding)
e Bill Number
e Payment Amount
e Comment (if appropriate)
e Field Agent Name
e District
e Total amount of payments
o # of items (number of checks submitted on the report)
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Exhibit 16a — Quick Reference for Establishing Payment Plans and Issuing MOL’s — Non-Habitual

Taxpayers
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Exhibit 16b — Quick Reference for Establishing Payment Plans and Issuing MOLS — Habitual Taxpayers
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Exhibit 16c — iPad Payment Form (front)

cacse 4]

iPad Payment
TERMS: Doily  Bi-Weehly Wesehly Bi-Monthly Monthly Collin  Other:

Toaxpoyer Nome-

Account Number:

Bonk: Mome-

Rowting #:

Porment Amovnt: £ | Due Diate:

Account #: |
Emeil Confirmartion: |

Yes Mo | Fhone #:

Emecil Addrass: |

Comments:

Porments Posted as followrs:
Dota Bill# Confirmaotion # Amount Comments
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Exhibit 16c — iPad Payment Form (back)

ACCOUNT # | cACSG 4|

TERMS: Doily Bi-Weehly Weshly Bi-Monthly Monthly Collln Other:

Account #

Rowting #-

Poyment Amount: £ Oe Diate:
Dota Bill# Confirmaotion # Amount Comments
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Exhibit 16d — Transmittal

Daily Transmittal Sheet

Date:

Account Number (15 digits)

Account Name

Tax Type

Tax Period

Bill No.

Amount

Comments

Name:

District:

Number of Checks

Total of Checks
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Chapter 17

Calendars and Miscellaneous Policies

The Department of Human Resources Management (DHRM) and Virginia Tax have established a number of
policies and procedures for the management of personnel and the use of State owned equipment. These
policies and procedures affect the daily work of Field Agents. Many of these policies, including the
Employee Handbook, are available for review on DHRM'’s website or on Virginia Tax website.

Field Agents are required to perform certain administrative functions such as keeping a detailed daily
calendar, field visit and mileage records. Individual Supervisors may require specific monthly reports for
their employees.

G Suite Calendar

Field Agents are required to maintain daily itineraries in G Suite Calendar. Office and/or field hours,
including location, leave and training hours, etc. are to be maintained on the G Suite calendar. Access to a
Field Agent’s calendar must be delegated and should be made available to your Supervisor and Manager
within your region. If requested, calendar should be shared with Managers. The calendar not only prowdes

a daily work history, but also informs others of the general "

hours the Field Agent is available. The Field Agent may keep 22 23 24

mileage and expense information on the calendar as well. ° 2l
N ey i

G Suite calendars should be updated 30 days in advance on a e e—

weekly basis. It is realized that appointments and deadlines i —

arise unexpectedly in the field and that calendars may change -
at the last moment. The Field Agent should make every effort

to record changes as soon as possible and notify any affected
persons.

How to Clear Cache Files in Google
If your G Suite Calendar, Email or web browser is running slow, you can clear your cache files to possibly
help resolve the issue. Follow these instructions to clear the cache files:

1 | Open a new chrome window

224

Google
Chrome

2 | Click the three dots in the upper right hand side

3 | Go to more tools
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Find... Ctrl+F
More toals I »
Edit Cut Copy Paste

Select Clear browsing data

I Clear browsing data...

Ctrl+Shift=Del |

Extenzions

Make sure the time range is “All time” and all the
boxes are checked on the left side.

Clear browsing data

Basic

Time range

Sig

All ime

Browsing history
Clears histery and autocompletions in the address bar.

Cookies and other site data

ns you out of most sites.

Cached images and files
Frees up 30.1 MB. Some sites may load more slowly on your next visit,

Advanced

<7

> R

Select advanced tab

C

oy

—
Advanced

Select “All time” under time range, check all the
boxes on the left side then click the “Clear data”
button.

Clear browsing data

Time range

Basic

‘ Advanced '

All time -

 — .
Browsing history
1,045 items
Download history
48 items
Cookies and other site data
From 27 sites
Cached images and files
301 MB
Passwords and other sign-in data
None
o JAutofill form data

> B

Once you finish this process you will need to
restart Google in order for this process to take
effect.
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Gmail — Miscellaneous Information

Emails can be “snoozed” in Gmail to allow the email to reappear on a date and time of your choosing. To
snooze an email do the following:

1. Open the email you want to snooze.

2. Click on the “snooze” button at the top, icon looks like a clock.

3. Select when you would like the email to reappear. There are preselected dates and time or
you can pick a date and time.

Snooze until...
Later today Maon, 6:00 PM
Tomarrow Tue, 8:00 AM

Later this week  Wed, 8:00 AM
This weekend Sat, 8:00 AM

MNext week Maon, 8:00 AM

* Last Mon, Dec 28, B:00 AM
[ Pick date & time

4. On the date and time you selected the email will reappear and have a message beside it

“snoozed # days ago”.
Re:" beli.. 9:32 AM

RE: ¢ Bnoozed 3 days agol

- o= . - s e . - - o

Mail
Field Agents no longer have post office boxes for receiving Virginia Tax mail. All taxpayer mail must be sent
to: Virginia Department of Taxation, PO Box 1775, Richmond, Virginia 23218. Field Agents must not have
any mail sent to their home address.

Meetings
Communication with our teams are important to safety, engagement, and ensuring accurate information is
provided to our taxpayers. Field Agents are required to attend and participate in all scheduled meetings
with their teams. Cell phones should be off or on vibrate and out of sight during meetings and conference
calls.

Cell Phones

Cell phones must be on vibrate or off and out of site during meetings or when meeting with taxpayers.
State cell phones are for business use only. Personal use of state cell phones is limited to emergencies.
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Office Supplies
Each Field Agent will be required to determine the types and quantities of supplies needed to operate
efficiently from a home office environment and to keep track of their inventory to insure replenishment of
items before supplies are exhausted.

Virginia Tax forms, stationery, memo pads, staples, pencils, pens, markers, rulers, etc., will be requested
from the Supervisor a minimum of two weeks before stocks are depleted. The Supervisor will assemble the
requested supplies from local stocks, inventory in Richmond or through local purchases and arrange to
meet with the employee for delivery of supplies.

Postage
If a Field Agent has an expense for postage, it may be included on the travel voucher as long as there is
mileage associated with it. If there is no mileage associated to a postage expense, and the Field Agent does
not have a state car, then the postage expense must be submitted on a "Receiving Report".

If the Field Agent has a state car, a postage expense may also be included on the travel voucher even
though there is no mileage associated to the postage expense. The Field Agent must make sure that one of
the "State Vehicle" statements on the top of the travel voucher has been selected. If one is not, the
voucher will be returned.

Professionalism
Field Agents are expected to be professional and respectful to all taxpayers, peers, and management at all
times. Additionally, Field Agent must comply with all rules and regulations found in the Attendance, Code
of Ethics, Dress Code and Technology policies located in TAXi and in the Field Collections Guide.

Break-Ins
If it is discovered that a break-in has occurred in the home of a Field Agent containing state tax related
items, information, equipment, or an automobile used for fieldwork, the following actions should be taken:

e Contact proper police authority in your area. If local police discover the break-in, they will determine
the need to contact State Police.

e Notify the Supervisor of the break-in.

e Conduct an inventory of equipment and tax related information.

e Check all security areas to determine if confidential information has been tampered with during the
break-in.

e Report the facts and circumstances to the Supervisor outlining any discrepancies and/or findings. A
police report of findings should be requested and attached to the Supervisor’s report of the
incident.

e State owned equipment that is damaged or stolen will be repaired or replaced by Virginia Tax.

e  For personal property damage or stolen items, contact your homeowner’s policy insurance agent.

Dress Code

Agency employees will observe and comply with a minimum dress standard of “business casual”. For
purposes of this policy, business casual attire means clothing that allows employees to feel comfortable at
work, yet is appropriate for an office environment.
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Employees should consider each day’s activities when determining what to wear. Employees who are
scheduled to meet with person(s) from outside the office should dress in traditional business attire, unless
meeting attendees agree in advance to wear business casual attire. While it is intended that employees feel
comfortable at work, we must realize that we are representatives of our agency, no matter what type of
dress we wear. Employees are expected to present themselves during working hours in attire that is

E appropriate to the nature of the work they have scheduled for the day.

There will be circumstances when professional business attire will be appropriate
and necessary (e.g., scheduled meetings with outside customers, vendors, or
government representatives etc.). In these situations, employees are expected to
dress accordingly. If scheduled to meet with outside customers at their place of
business, employees may adapt their dress according to the customers’ dress standards. Employees in
designated jobs that are physically demanding should wear clothing that is comfortable and appropriate for
the job performed. However, they should always maintain a clean, neat, and well-groomed appearance.
Managers will inform employees of any inappropriate situations, if necessary.

Appropriate as Business Casual
Business casual attire encompasses many looks and includes, but is not limited to slacks, khakis, collared
sports shirts, blouses, turtlenecks, sweaters, skirts and dress, loafers or similar casual shoes.

Never Appropriate
Unacceptable clothing includes, but is not limited to the following:
e Workout attire (sweatpants, sweatshirts, wind suits, jerseys)
e Jeans, cutoffs, leggings, shorts, skorts
e T-shirts, halter, or tank tops
e Dresses or skirts that are more than two inches above the knee
e Beach attire
e Sheer clothing, or clothing that otherwise is revealing, distracting, or provocative
e Clothing with obscene, profane, abusive writings, or pictures
e Inappropriate footwear (tennis shoes, beach shoes, slippers, flip-flops, sports sandals or similar open-
toed shoes)

Choice
This policy does not require employees to purchase business casual attire. Employees who prefer to dress
in formal or traditional business attire should feel free to do so.

Virginia Tax may make reasonable accommodations for dress or grooming directly related to an employee’s
religion, ethnicity, or disabilities.

If there are specific questions about appropriate office dress, employees should refer to their Supervisor,
Human Resources staff, or the Dress Code Policy, which can be found in the Toolbox on Virginia Tax.

Agency Responsibility

The Tax Commissioner, Leadership Team, agency Managers and Supervisors, and the Human Resources
Director are responsible for the consistent application of this policy. Violations of this policy may be cause
for appropriate disciplinary action.
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Relocation
Having access to high speed internet is a requirement for the Field Agent position. If relocating, the Field
Agent must be sure the required internet service is available at the new location.

Workers Compensation Claims

An injured Field Agent should call Human Resources to report the injury. The Field Agent should contact
the HR Benefits Analyst. Required information will be obtained and the HR Benefits Analyst will explain the
process to the injured Field Agent. The Field Agent should also notify their immediate Supervisor.

Chapter 18

Backscanning, Processing and Dead End Accounts

Processing and Back Scan

Below is the approved method Field Agents can use to send documents to be processed or back scanned.

Important: Always leave a note in CACSG that items were received from taxpayer and sent for processing
or back scanning.

Faxing Document You Received via Fax or Email = o~
1. Open the attachment in your email and select the download arrow icon. =

go0vg
e #

2. Locate the documents in your downloads folder. You may rename the files for easier reference by
right clicking on the file and selecting rename.

2 MName Copy

v 3 Quick access

Create shortcut
[ Desktop - mac D
elete
; Downloads ¢ » @ T Rename
[ Documents P Earlier this week (4) .
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OpeninDeskiopApp S Print | Share

3. Download Tax Processing Work Order Form from SharePoint.
a. Click the link to open the document.
b. Click on the 3 dots in the top right corner.
c. Select Download from the drop down menu.
d. Locate the document in your downloads folder.

Find
$ Download

Download as PDF

Embed

O ®m & Kk o

Help
Accessibility Help (Alt+Shift+4)

@ Terms of Use

& Privacy and Cookies

TIP: See instructions below on how to save the work order
form with your name and phone number for future use.

4. Complete a tax processing work order Form:

Fill out your name, phone number and date sent

Indicate if it is individual return, business return, correspondence or other.
Identify if the documents are for PROCESSING or BACK SCAN

Any additional instructions: PUT THE TAXPAYER FEIN OR SSN

o 0 T w

5. Send the documents and the work order form via email.
a. Open “Compose” in Gmail.

b. To: rr-Tax-ProcessingWorkOrders@tax.virginia.gov
c. Subject: Tax Processing Work Order
d. Attach the taxpayer’s documents and the processing word order form by clicking the
paperclip icon and locating the files on your laptop.
Tax Processing Work Order A X
Virtru Protection OFF ) v @ Open
rr TAX-ProcessingWorkOrders. e . ’I"‘ “ s ThisPC > Downloads »
Tax Processing Work Order
Organize = Mew folder
I8 This PC 2 Name
J 3D Objects ~ Today (2)
[ Desktop M| Processing Work Order
= Documents M| FAX12345
¥ Downloads ~ Yesterday (1)

© & SansSerif ~ fT+ B I U A~

maca@@Ele m

Ul
‘
m
iii
lil
‘lll‘
4
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Saving Tax Processing Work Order

You may save a copy of the work order to your documents on your laptop with your name and phone number
filled out so that the only thing that needs updated each time is the taxpayer info.

PwnNE

Download the by completing step 3 above.

Fill out your name and phone number on the form.

Go to File > Save As > Browse and save the document in “Documents”

The next time you need to send taxpayer documents to processing, open the above saved Work
Order. Update the details and Go to File > Save As > Browse and save the document as “Tax
Processing Work Order TAXPAYER NAME.” This will save it as a separate document from the original
one you have saved with your name and phone number.

TAX PROCESSING WORK ORDER

Purpose: The purpose of this documentis to provide instructions when sending documents to Tax
Processing. The required fields provide contact information and instructions to Tax Processing staff.
All requesis to process an individual or business tax return must include a postmark date. This date

is critical to determine whethera return is timely or late.

Office Staff: Send Inter-office Mail to the Mail Room at Westmoreland Street
Home-based Staff: Email your documentation to (r-Tax-ProcessingWorkOrders@tax virginia.gov)

Questions? Email the address above or call (804) 367-6895

Identify WHO is sending this work to us in case we have a question

Identify WHAT it is you are sending:

Identify WHAT you want us to do with this work?

Any additional Instructions?

MAME PHOMNE NUMBER: DATE SENT:

INDIVIDUAL RETURN [ BUSINESS RETURN [ CORRESPOMDEMNCE [ OTHER [

PROCESS IT *[OJ BACK SCAN T O

*VWhat is the Postmark Date to be used for processing?
All requests to process an individual or business tax return must include a posimark date.

FAQs for Biscom Faxcom
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QUESTION: Can | store a phone number | fax to often?
ANSWER: Yes. The private phone book is a great way to store often used phone numbers. See the Job Aid
Link for “How to create and use a phonebook with Faxcom”.

QUESTION: Can | use the 5 digit Virginia Tax extension to fax?
ANSWER: No. You must use the area code and full phone number to fax.

QUESTION: Is there a phone number format needed to send a fax?

ANSWER: The phone number format is very flexible. Alphabet (A-z, a-x), backslash (\), forward slash (/)
and spaces are not allowed. Some acceptable formats are (804)123-4567, 804-123-4567, 804.123.4567 or
8041234567.

QUESTION: Can | search in the phonebook?

ANSWER: No. The phonebooks do not have a search function. You can jump to a letter by selecting that
letter. For example, if you are looking for someone who has a last name beginning with “S” you can jump
to “S” by selecting it on your keyboard.

QUESTION: Can | change my name and fax number for all of my faxes?
ANSWER: Yes. You can change the name and fax number in the settings section of the Faxcom client.

QUESTION: Can | forward a fax with Faxcom?
ANSWER: Yes. Using “Biscom Fax Print” will forward the fax.

QUESTION: Do | have to open the Faxcom application to fax a document?
ANSWER: No. Documents can be faxed using the “Biscom Fax Printer” in the document print function.

QUESTION: Does Faxcom keep records of incoming and outgoing faxes?

ANSWER: Faxcom does not keep records. However, all faxes are put in your email inbox by default. Gmail
features can be used to filter on the subject line and place faxes in sub folders for organization and easy
reference.

QUESTION: From CACSG can a duplicate fax be sent using the print to Biscom printer option or does it have
to be saved in a separate folder?

ANSWER: A duplicate fax can be sent using the print to Biscom printer option. It does not have to be saved
to a separate folder.

Dead End Accounts

A Dead End account is an account for which all collection activities, short of criminal action, has been
exhausted and meets the following criteria:

Business Account
e Business is closed.
e No filing activity for at least 3 years.
e No funds collected for at least 3 years.
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e Account has a Bad Address indicator and a good address cannot be found using field visit or skip-
tracing resources, e.g., DMV, VEC, Lexis-Nexis Accurint, CLEAR, etc.

e Noviable lien sources (income source or financial institution) to attach within the last 3 years.

e Account has a balance £ $1000.00 that does not merit further collection attempts to include
summonses, civil suit, padlock, etc. Accounts >$1000.00 should be reviewed with a supervisor

e Has been through the OCA cycle 2 times.

Individual Income Tax Account

e No filing activity for 3 years.

e No funds collected for at least 3 years.

e Account has a Bad Address indicator and a good address cannot be found using field visit or skip-
tracing resources, e.g., DMV, VEC, Lexis-Nexis Accurint, etc.

e No viable lien sources (income or financial institution) to attach within the last 3 years.

e Account has a balance < $1000.00 that does not merit further collection attempts to include
summonses, civil suit, etc. Accounts >$1000.00 should be reviewed with a Supervisor.

e Has been through the OCA cycle 2 times.

Exception to above:
e If the account has no other bills or non-filer periods and the only items outstanding on the account
are Corporate or VA6 Non-Filers dated 7 years or older:
= Open Business: CB50 Nonfiler Cases to Delete
* Closed Business: CB51 NF ELD cases for Purge

Converted Account
e The criteria for a Converted account is the same as that for an Individual Income Tax account.

Once the criteria for each type of account (Business, Individual Income Tax, Converted) has been met, the
account can then be moved to the appropriate queue. Accounts can be moved to:

CB50 Nonfiler Cases to Delete
The user moves business cases from field inventory to here. Cases will stay even if there are non-
eld (open) tax types. Documentation on the case should reflect the user's intent.

CB51 NF ELD cases for Purge
The user moves business cases from field inventory here. If the case has any non-eld
(open) tax types the case will not stay. Documentation on the case should reflect the
user’s intent.

Examples:
e District Office New (DX01) > CB50 or CB51 >
e Audit Review (HO40) > Bus Out of Stat-Do Not Coll (RO97) > Bus Partial Conv (RO98) >

Note: If the taxpayer is deceased, move the account to HO10, Deceased Cases.
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Exhibit 18a — Tax Processing Work Order

TAX PROCESSING WORK ORDER

Questions? Call us (804) XXX — Address your inter-office envelope to Mail Processing/Westmoreland

Identify WHO is sending this work to us in case we have a question:

MAME: Field Agent's Name PHOMNE NUMBER: S04-XXX-XXXX DATE SEMT:

Identify WHAT it is you are sending:
INDIVIDUAL RETURN [ ] BUSINESS RETURN[ | CORRESPOMNDENCE [ ] OTHER [ ]

Identify WHAT you want us to do with this work:
PROCESS IT*[_] BACK SCAN T[]
*What is the Postmark Date to be used for processing?

Any additional instructions?
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Exhibit 18b — Document Separator Sheet

Document Separator Sheet

All Manual Index & CRM Jobs

VA DEPT OF TAXATION - Fevizad 03/17 (Yellow) Form IT #3060
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Chapter 19

Deceased Taxpayers Accounts

The purpose of this section is to provide Field Agent staff with steps for working correspondence and phone
calls related to a deceased taxpayer’s business and/or individual (converted) account.

Returned Mail Addressed to the Taxpayer

If the Field Agent receives correspondence assigned to them in Siebel and it is returned mail addressed to
the taxpayer, the Field Agent should review the account in Siebel, CACSG and/or AR.

If the bills on the account have been converted, send the Request for Information on Deceased (COL014)
letter to the address on file and the circuit court checking the box indicating the death certificate has been
received from the Initiate Correspondence window in CACSG. This letter

\“i - should be printed to “Batch”.
RETURN |
TO SIZNIDIII_{ | If a death certificate has been received or the death can be confirmed by an
- : obituary the Field Agent should note the source in CACSG and AR. If the death
f’— is discovered through an online obituary the Field Agent should copy the

obituary into the history notes in CACSG and/or AR.

If it is discovered there is no Estate or the Estate has been resolved the Field Agent should put the account
in the Deceased State, HO10, in CACSG. Make sure the “Deceased” box is checked in AR.

Returned Mail Addressed to a Lien Source

If the Field Agent receives correspondence assigned to them in Siebel and it is returned mail addressed to a
lien source, the Field Agent should review the account in Siebel, CACSG and/or AR.

In CACSG open the demographics window then select the lien source and enter the end date in the Assets
window if the lien source is an employer. If the lien source is a financial institution, check the Bad Source
box and do not enter an end date. Make sure the “Deceased” box is checked in AR.

If the bills on the account have been converted, send the Request for Information on Deceased (COL014)
letter to the address on file and the circuit court checking the box indicating the death certificate has been
received from the Initiate Correspondence window in CACSG. This letter should be printed to “Batch”.

If a death certificate has been received or the death can be confirmed by an obituary the Field Agent should
note the source in CACSG and AR. If the death is discovered through an online obituary the Field Agent
should copy the obituary into the history notes in CACSG and/or AR.

If it is discovered there is no Estate or the Estate has been resolved the Field Agent should put the account
in the Deceased State, HO10, in CACSG.
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Mail Received from a Spouse or a Third Party

If the Field Agent receives correspondence assigned to them in Siebel and it is returned mail addressed to
the taxpayer, the Field Agent should review the account in Siebel, CACSG and/or AR.

If the bills on the account have been converted, send the Request for Information on Deceased (COL014)
letter to the address on file and the circuit court checking the box indicating the death certificate has been
received from the Initiate Correspondence window in CACSG. This letter should be printed to “Batch”.

If a death certificate has been received or the death can be confirmed by an obituary the Field Agent should
note the source in CACSG and AR. If the death is discovered through an online obituary the Field Agent
should copy the obituary into the history notes in CACSG and/or AR.

If the date of death is older than three years, Discharge the debt from the Bill Summary in AR under the
converted account. DO NOT discharge the bills for other responsible parties who are obligated to pay the
liability and DO NOT discharge the bills from the business account if they have been converted to more
than one person. Make sure the “Deceased” box is checked in AR.
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Chapter 20

Timekeeping and Leave Policies

DHRM'’s leave policies apply to all positions covered under the Virginia Personnel Act including classified
and restricted employees. Below is a list of leave types that are defined on DHRM’s website.

Most of the Leave Policies can be found under Benefits Management.
e Civil and Work Related Leave
e Annual Leave
e Compensatory Leave
Educational Leave
Emergency/Disaster Leave
Family and Medical Leave
Leave Sharing
Leave to Donate Bone Marrow or Organs
School Assistance and Volunteer Service Leave
Leave Without Pay - Conditional/Unconditional — —
Military Leave
Overtime Leave
Public Health Emergency Leave
Sick Leave
Virginia Sickness and Disability Program Leave
Worker’s Compensation

Timekeeping

Virginia Tax employees are required to use TAL (Time, Attendance, & Leave), the agency’s automated
timekeeping system, to capture time worked and leave usage. TAL also provides real-time leave balances.
This system was designed to ensure compliance with the Fair Labor Standards Act recordkeeping
requirements for non-exempt employees, which require employers to keep certain records for each non-
exempt employee for a period of at least three years.

Classified, non-exempt employees and hourly wage employees are required to complete timesheets,
documenting all hours worked or any leave taken for the workweek. The data recorded on the timesheet in
TAL shall be considered the official record of the workweek.

Timesheets for the week should be completed and submitted to the Supervisor for approval by noon on
Monday of the following week, but no later than noon on Wednesday of the following week. TAL is
accessed through Employee Direct; links can be found on the TAXi homepage.

If the Field Agent has issues assessing TAL on your laptop then you can access it from Safari on your iPad at
edirect.virginia.gov in order to complete the timesheet.
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Leave Request

It is recommended that the Field Agent maintain a balance of five days of leave; family/personal, annual,
and/or sick combined.

Field Agents should request leave as far in advance of the desired leave as practicable. If the Field Agent
could not have anticipated the need for leave, the request for approval must be made as soon as possible
after leave begins. The request may be submitted verbally, by email, or through TAL and submitted to the
Supervisor on Monday of the week following the leave. Leave is recorded in TAL.

Leave balances are available in TAL however, a Leave Recording spreadsheet is provided by Human
Resources to record your leave time. At the beginning of each year (when new leave is assigned) you would
add the starting balance.

Under “earned” you will enter the number of hours you accrue each pay period. This gives you a running
total of your leave balance and can help you to plan for future leave.
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Annual Leave

Field Agents wishing to take annual leave should notify their Supervisor of their request via email and/or
phone call at least 24 hours prior to the absence. Annual leave requests should also be entered on the
Gmail calendar.

Unplanned Sick Leave (lliness)

Field Agents who will be out of the office for unplanned sick leave (leave other than a scheduled
appointment) should notify their Supervisor via phone, email, or text. If you are unable to reach the
Supervisor by phone, leave a message or send an email. In the event of an extended, unplanned absence,
the Supervisor may enter sick leave requests for the employee.

Planned Sick Leave (Scheduled Appointments)

Employees wishing to take sick leave for a scheduled appointment, should notify their Supervisor of the
request at least 24 hours in advance or with enough advanced notice as possible prior to that absence.
Planned sick leave requests must be included on Gmail calendar prior to the leave date.
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Out of Office
If the Field Agents will be out of their office (Leave or Training) for more than Z
two days, they are expected to update their email and voicemail accordingly. —_—

- oyt =——
When in the Field, the Field Agent is expected to monitor their emails and VolP % oFoﬁfce \\
voice messages using their iPad Gmail application. If an immediate return call is -
needed, the email can be forwarded to the Supervisor or Manager.
All voicemails and emails are to be returned within 48 hours.

Sample Out of Office Greeting:
This is (NAME) with Virginia Department of Taxation. I’ll be out of the office from (DATE) through
(DATE). Please leave your name, either your FEIN, SSN or Client ID and your phone number and |
will return your call on (DATE). For immediate assistance call (Alternate Field Agent) at 804-xxx-
xxxx. Thank you.

Leave Approval
Before taking leave from work, whether with or without pay, Field Agents must request and receive agency
approval for the desired leave. When agency operations are not affected adversely by a request for leave,
the agency should attempt to approve the Field Agent’s request.

If the time requested for leave conflicts with agency operations, the agency has the discretion to approve
the Field Agent’s request for an alternate time. Agencies may not approve paid leave to be taken in a pay
period in which an employee does not have sufficient accrued leave to cover the absence.

The employee is responsible for knowing their amount of accrued leave. Employees will be required to
reimburse their agencies for time taken without sufficient accrued leave to cover such time off.
Reimbursements may be in the form of money or annual, sick, compensatory or overtime leave.

Attendance

Field Agents are expected to be logged into CACSG on time and for the duration of their established shift.
They are expected to return to work from lunch/meal periods at the appointed time.

If a Field Agent is unable to report to work at their normal start time or is going to be late in reporting to
work or returning from lunch/meal period, the Field Agent must notify their Supervisor as soon as possible,
or their Manager if the supervisor is not available. In these instances, and upon approval of the Supervisor,
the Field Agent must include the time on the TAL timesheet.

Failure to notify the appropriate authority may result in disciplinary action.

TAL

Field Agents are required to enter their daily working time into the TAL Timesheet. Final submissions
should be completed by noon on Wednesday for the prior week. Time must be entered at the end of each
working day exactly as it is worked. Time entry into TAL is essential as it affects employee pay and the
accrual of leave time.
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Breaks

At the discretion of the Supervisor, Field Agents will be allowed two 15 minute breaks, one in the morning
and one in the afternoon. These breaks may not be used in conjunction with lunch, leave, or leaving early.
If an alternate work schedule is needed, due to unexpected circumstances, speak with your Supervisor in
regards to working an alternate schedule for that particular day.

Lunch

Virginia Tax Policy states that lunches are 45 minutes in length. Field Agents are required to log out of
CACSG for lunches and log in after lunch, if they are in the office. Lunches can be taken any time beginning
at 11:00 am with the latest return time of 2:00 pm. Any lunches taken with a later return time after 2:00
pm, will be at the discretion of the Supervisor. Reducing the length of the lunch period cannot be used to
make up time during the work shift or to leave early.
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Chapter 21

State Equipment

The Virginia Department of Human Resources Management (DHRM) and Virginia Tax have established a
number of policies and procedures for the management of personnel and the use of State owned
equipment. These policies and procedures affect the daily work of Field Agents.

Many of these policies, including the Employee Handbook, are available for review on DHRM’s website or
on Virginia Tax’s Website.

The state will provide equipment and materials needed by the Field Agents to effectively perform their
duties. However, where agreements specify, Field Agents may be authorized to use their own equipment.
When Field Agents are authorized to use their own equipment, agencies will not assume responsibility for
the cost of equipment, repair, or service.

Authorized use of state owned equipment is only for legitimate state
purposes by authorized employees. Field Agents are responsible for
protecting state-owned equipment from theft, damage, and unauthorized
use. Field Agents are responsible for notifying their Supervisor immediately
if there is a theft or fire involving any state owned equipment.

State owned equipment used in the normal course of employment would be maintained, serviced, and
repaired by the state. Virginia Tax will stipulate who is responsible for transporting and installing
equipment, and for returning it to the Central Office for repairs or service. When Field Agents are
authorized to use their own equipment, agencies will not assume responsibility for the cost of equipment,
repair, or service.

Equipment assigned to Field Agent may be a Laptop, iPad, 3 in 1 printer copier scanner, shredder, locking
file cabinet, locking shred bin, VolP phone, and miscellaneous office supplies. Field Agents may be assigned
other equipment based on assigned job duties.

i-Pads
All Field Agents are provided an iPad which is to be used for official tax business only. Care should be taken
to adequately secure tablets being used in the field and at home. Never leave a tablet unattended in a car.
Lost or stolen tablets are to be reported immediately to your Supervisor and the proper authorities.

Setting Updates
Field Agents are responsible for making sure the most recent updates are installed on their iPad. Updates
must be done within two days of receiving notification.
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Hotspot

Field Agents can use tablets as a hotspot when needed and should follow these instructions for establishing

the connection:

1 | Go to Settings > Cellular or Settings >
Personal Hotspot

Settings

Jennifer Burton
Apple ID, iCloud, iTunes & App St.

iPad Not Backed Up
Finish Setting Up Your iPad

@ Airplane Mode

Wi-Fi Fios-KR

4" Cellular Data

@ Personal

[otSpo!

Cellular Data

Cellular Data
Cellular Data Options

Personal Hotspot

~ Verizon

Add a New Plan

SIM PIN

2 | Tap the slider next to Allow Others
to Join

Settings

Finish Setting Up Your iPad

@ Airplane Mode

B wiF Not Co
B Bluetooth

Personal Hotspot

< Cellular Data Personal Hotspot

Allow Others to Join

Wi-Fi Password a5pq 4

0))

Personal Hotspot or Settings >
Personal Hotspot and make sure that
it's on. Verify the Wi-Fi password and
name of the phone. Stay on this
screen until you’ve connected your
other device to the Wi-Fi network.
This password can be changed simply
my clicking on Wi-Fi password and
entering a new one of your choice.

Finish Setting Up Your iPad

o Airplane Mode
8 wir Not
£} sietoon

Personal Hotspot

B notifications
€ sounds *
Do Not Disturb
3 | On the device to which you want to
connect, go to Settings > Cellular > Settings < Collular Data Personal Hotspot

Allow Others to Join

Wi-Fi Password

-
-

4 | On the device to which you want to
connect, go to Settings > Wi-Fi and
look for your iPad in the list. Then
tap the Wi-Fi network to join. When
asked, enter the password for your
Personal Hotspot.
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Duo-Mobile Setting
Occasionally the settings in the Duo Mobile application can come undone. When this happens, use the
following steps to help solve the problem.

e Go into Settings on iPad and select the Notifications option.

e Scroll down in Notifications and tap the DUO Mobile option.

e Make sure the Allow Notifications switch is on. It should be green.

o Under Alerts make sure the Lock Screen, Notification Center, and Banner options are checked (V).

e Under Banner Style select Persistent.

If you still have issues send an email to the iPad team at TAX-MobileAppSupport or call 804-404-4183.

Incorrect iPad Payments

If a Field Agent submits a payment for an incorrect amount using the tablet, an email needs to be sent
immediately to TAX-MobileAppSupport or call 804-404-4183. Provide the amount of the payment, the
taxpayer’s account number, and the confirmation number for the payment.

If a response to the email is not received within an hour, place a phone call. Incorrect payments need to be
stopped immediately.

If an incorrect payment cannot be stopped, the Field Agent must contact the taxpayer and advise them of
the error and request that they contact their bank and advise the bank the payment amount was not
authorized. Once the bank stops the payment, the payment will be reversed and a returned check fee will
be applied. The returned check fee should be abated by the Field Agent.

Laptops
If you have issues with your Laptop and/or any programs uploaded on your Laptop you should contact the
Help Desk at 866-637-8482 or email them at VCCCC@vita.virginia.gov. You will be given a ticket number
which should be recorded on your Gmail Calendar along with the time you are unavailable and notify your
Team Leader and/or Supervisor.

Map Drives

If you are unable to connect to your network drives you will need to remap them to resolve the issue.
Following the instructions below to remap your drive:

1. Click the magnifying glass at the bottom left corner of your screen.
2. Type Software Center and select Tax Software Center

Ea-ci match

T Software Center
o

A
% Tax Softeare Center

Sl v
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3. You will be presented with all of the available software for your pc. Select MAPPED DRIVES.

21 [ software Center - [u] X

\V AZF /\\ Application Portal

Applications
Iz Al Required
€ Updates Filter: |All - Sortby |Mostrecent EIEZH 7
I> Installation status
_ARREL - AR REL _AR TRAINING - _AR Prod - AR Team Explorer _ARIUAT - AR IUAT LS KeePass - LS_Verint 15 Install _AR NR - AR NR.
MSI - 12.01.2020 AR Training MSI -... PRODMSI - 11.2.. 2013 - Fix TLS set.. MSI - 11.19.2020 KeePass Install for loadset MSI - 10.28.2020
Mapped - Drives Custom App Communicator Zscaler 21,0210 - _CACSG TRAINING _CACSG PROD - _CACSG IUAT - 7-Zip - T-Zip
ter - AR_CA... Verizon z er 2.1.0.210 - CACSG Training... CACSG Tax - 03.2... CACSG IUAT Tax -
Mapped - Drives 2298166 Zscaler, Inc
4. Click the Reinstall Button and your drives will be remapped.
[ Software Center — O %

\V AZIF /\\ Application Portl

[¥% Applications Applications » Application details

~
< Updates X

= Mapped - Drives
[> Installation status

Status: Installed; waiting to install again at 12/12/2020 2:00:00 PM
Date published: 07/29/2020

Restart required: No
Download size: Less than 1 M8
Estimated time: Not specified
Total components: 1

5. Check the drives and verify they are all accessible.

VolP Phones

Please ensure you follow these recommendations for the highest quality home based VolP service:

DO:

e Connect your phone directly to your router using Ethernet cable, ensure there are no other device in
the path, especially wireless devices.
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e Please review the VoIP Phone Assembly and Connection Instructions for specifics.
e Make sure you have an adequate Internet coverage plan, preferable ISP’s, subject to local availability
include: Verizon FiOS, Comcast xfinity, COX.
e Many of these Internet Service Providers (ISP) offer multiple plans, subscribe to a plan with the
specifications below.
e Subscription to a reliable, high-speed, hard-wired, bi-directional Internet connection. Fiber or cable
with bi-directional speeds:
o 3 Mbps downstream, or greater
o 1 Mbps upstream, or greater
o Maximum latency of 100ms
e Limit the amount of non-work Internet traffic during phone calls, which could come from other devices
on your network e.g., smart phones, tablets, other PCs.
e  Work with the Virginia Tax VolP Support Team if you have questions by entering a VolP Support request
(on the right side of this page).

DON'T:
¢ Don’t use Internet Service providers that utilize satellite, dish, 3G/4G, cellular, wireless cards,
MIFls, or DSL technologies (they do not work well with VolP)
e Don’t use any wireless connections between your phone and the Internet
e Don’t upload or download large files during a VolP phone call
e Don’t open or save large files to the network during a phone call
e Don’t upload/download Siebel working papers or synch Siebel during a call
e Don't archive email or open large email attachments during a phone call

BEST PRACTICES WHEN USING IP COMMUNICATOR:

e When you exit IP Communicator be sure to click on the menu button at the top of the screen and
select "exit"; clicking on the "X" does not close it properly;

e Rebooting the modem is a good way to clear IP Communicator during heavy call volume;

e Always reboot your computer at the start of each day; this allows IP Communicator to refresh
registration;

e If you are using a USB headset, make sure it is plugged in before boot up;

e After booting up, connect to the VPN, and then start IP Communicator before running any other
applications after booting up, connect to the VPN, and then start IP Communicator before running
any other applications;

e If you are using IP Communicator, wired Ethernet connection is highly recommended,;

e Wireless connections can cause calls to drop or other interference issue that we have no way of
supporting;

e Your home internet service should provide at least 3mb download and 1 mb upload with no more
than 100ms latency;

e You should limit other uses of internet service during working hours (like movie streaming or
gaming);
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e Slow connections or other internet activity can cause issues with Call Quality or call dropping.

If you are having call quality issues please reset your phone AND clear your cache prior to submitting a

Work Request, How Do | Reset my Phone.

For more help go to: http://taxi/voipsupport/default.aspx

Transferring Calls from VolP

Below are the steps for transferring calls to Customer Service or another VolP phone your VOIP phone.

Look at the VolP Screen (you will only see these options when you are on a phone call): you should see
commands on the bottom of the screen that say HOLD/END CALL/ TRANSFER/MORE. When you hit
MORE, you get additional options for CONFRM/COMFLIC and SELECT.
e Select MORE to get the second list then hit CONFRN. This will give you a dial tone and you can then
dial the 5 digit Tax VolP phone code for your transfer (Customer Service list below).
e Once a Customer Service Representative is on the line, follow the transfer guidelines:
o Stay on the line until the transfer call is answered (unless the wait time is over 1 minute).
o Identify yourself to the Customer Service Representative and indicate the taxpayers

information has been verified.

o Briefly summarize the issue or why you are transferring the call.
o Advise the taxpayer you are transferring the call and to whom you are transferring to.

Customer Service Transfer Queues (Recorded Calls)
Below numbers are INTERNAL USE ONLY!

Individual Assistance Business Assistance
Bills 44203 Corp / PTE 44209
Online Services 44202 Online Services 44212
Ind Rfnds/Filing Asst 44204 Sales & Misc Taxes 44208
Spanish 44200 Withholding Taxes 44207

DCU Bankruptcy Transfers — 44155

External Customer Service Numbers:
Customer Service Business: (804) 367-8037
Customer Service Individual:  (804) 367-8031

FAX: (804) 254-6113
FAX: (804) 254-6111
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Chapter 22

Standards of Conduct, Confidentiality, and Disclosure

It is the objective of the Commonwealth of Virginia to promote the well-being of employees in the work
place and to maintain high standards of professional conduct and work performance. Standards of Conduct
have been established to set forth standards for professional conduct, to define behavior that is not
acceptable and to establish corrective actions that may be imposed to address behavior and employment
problem. This policy applies to all employees covered by the Virginia Personnel Act, including Virginia Tax
Field Agents and can be found on DHRM'’s website in the Human Resources Policies section under General
Policies.

Virginia Tax has also established an Addendum to the Standards of Conduct Pertaining to Confidentiality
of Tax Information. A copy of this policy can be found in the Toolbox on Virginia Tax.

Information Security

Virginia Tax established an Acceptable Use Policy in an effort to protect the citizens and businesses of the
Commonwealth from information security breaches or other data disclosures. When employees access
Virginia Tax and Commonwealth computer applications and systems, they must follow all security
guidelines, policies, and procedures provided by the Office of Technology, the Commonwealth of Virginia,
and the IRS. All users of the agency’s systems must adhere to rules and regulations set forth in the
Acceptable Use Policy, which may be found in the Toolbox on Virginia Tax.

Confidentiality of Taxpayer Information
Field Agent staff must protect and store all taxpayer in a secured cabinet or desk. Fax machine, computer,
and other items where taxpayer information can be received and/or displayed should be away from public
or family use areas.

ik

TRL bATA PROTECTION

Items to be shredded should be stored in provided bins and locked ONF|DENT|AL until
shredded or properly destroyed. Phone calls should be made where ORMATIO_ TRUST,

. . ACC AL -
conversations cannot be overheard by family members or guests. RIGHT
No federal information will be kept at a home office without approval from

your immediate Supervisor. If federal data is authorized, data storage area should meet requirements for
federal data storage. Data should be mailed to/from Virginia Tax office in secure double sealed packaging.

Confidentiality and Disclosure
All Field Agents of Virginia Tax are bound by state and federal laws designed to protect the confidentiality
of information and records accessed during the performance of job duties. As outlined in Code of

Virginia §58.1-3, maintaining the confidentiality of taxpayer tax information is of the utmost importance.

Confidential Information

Confidential information is defined as transactions, property (including personal property), income or
business of any person, firm or corporation, and any tax information provided to Virginia Tax by the
taxpayer, the taxpayer's representative, or the Internal Revenue Service (IRS).
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This includes all of the tax information maintained at Virginia Tax and tax information maintained in offices,
in the possession of Field Agent, stored in file cabinets in the homes of the home-based Field Agent, stored
in Virginia Tax’s and other federal and or state agency computer systems or databases, and any other tax
information controlled, accumulated, gathered or stored by any member of Virginia Tax and in the offices
of local Commissioners of the Revenue and Treasurers and other authorized agencies, regarding specific
individuals and businesses.

Incidents of inadvertent and intentional disclosure of confidential information are subject to reprimands,
dismissal, or punishment under the law as outlined in the Standards of Conduct (Policy 1.60, Exhibit 223,
found at the DHRM Website.

Disclosure

Disclosure is releasing or making known confidential tax information to any person in any manner.
Disclosures can be oral, written, or by action such as showing someone a document containing confidential
tax information. There are two types of disclosure, authorized and unauthorized.

Authorized Disclosure Includes the Following:

e Discussing or providing information by phone about a bill or other related issues when the
taxpayer’s identity has been verified.

e Explaining or discussing a document in the taxpayer’s possession when you have verified the
identity of the taxpayer or established the individual has proper authorization from the taxpayer to
receive confidential tax information.

e Providing information about a tax refund, bill, set off debt, or other tax related issue through a
phone call as long as you have verified the taxpayer’s identity is an authorized disclosure.

Unauthorized Disclosure Examples:

e Releasing the fact that another person has filed a return is an unauthorized disclosure.

e Revealing any information from Virginia Tax Integrated Revenue Management System (IRMS) or
other sources, such as forms, returns or printouts, to a person not properly identified as the
taxpayer or as someone properly authorized by the taxpayer to receive the information, is an
unauthorized disclosure.

e If a police officer calls and asks you to verify a certain social security number, you cannot give an
answer. This is confidential information and an unauthorized disclosure.

e If a person wins the lottery, only to find that, his or her winnings are held by a debt set-off because
another person is using his SSN and you divulge the name of the other person using that SSN, is an
unauthorized disclosure.

e Discussing taxpayer information with coworkers who do not have a work related need to know the
information is an unauthorized disclosure.

e If a taxpayer files married filing separately for a tax year, releasing information to the spouse not
listed on the return is an unauthorized disclosure.

e If taxpayer information is left on your desk or a screen on your PC is displayed in an unsecured area
and someone reads the information, unauthorized disclosure has occurred.

e Discussing taxpayer information in any public area, including a hallway, cafeteria, or elevator and
where others overhear it is an unauthorized disclosure.
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Reporting Unauthorized Disclosures
Report all unauthorized disclosures to your Supervisor immediately. It is the responsibility of the Supervisor
to report the disclosure to Virginia Tax Disclosure Officer, Exhibit 22b.

Request for Advice on Disclosure Matters

Anytime there is doubt or question about release of confidential information, the Field Agent must not
release the information before obtaining clarification regarding the release. The agent can consult Virginia
Tax, Compliance, Safeguarding and Disclosure of Tax Information, contact a Supervisor, or contact the
agency Disclosure Officer.

Browsing

Browsing is the willful or negligent unauthorized access or inspection of taxpayer records, either
computerized or paper information. The taxpayer Browsing Protection Act makes it a crime for employees
to look through taxpayer files without authorization. Violations of the browsing protections are punishable
upon conviction by a fine not to exceed $1,000, or imprisonment of not more than 1 year, or both, together
with the costs of prosecution. Do not look at taxpayer information without a work related reason.

Examples of the types of browsing violations:
e If you review your own tax records without a work related reason, you are browsing.
e If you just look at (and do not tell) taxpayer information, electronic or paper, without a work
related purpose, you are browsing.

Reporting Unauthorized Browsing
Report all unauthorized browsing to your Supervisor immediately. It is the responsibility of the Supervisor
to report the browsing incident to Virginia Tax Disclosure Officer.

Browsing violations involving federal tax information should be reported to Virginia Tax Disclosure Officer
but may be reported directly to the IRS fraud hotline at 1-800-366-4484.

Confidentiality/Disclosure Issues Affecting Field Personnel

e Virginia Tax Laptops: Care should be taken when leaving the work area to insure that the
computer is not logged on in a manner that would allow usage and/or access without a password.

e Virginia Tax Tablets: Care should be taken to adequately secure tablets being used in the field
and at home. Never leave a tablet unattended in a car. When reviewing an account with a taxpayer
the discussion should take place in a secure area where taxpayer account, financial institution, or
credit/debit card information cannot be overheard or seen by unauthorized individuals. Lost or
stolen tablets should be reported immediately to the proper authority.

e Copier: Unintentionally leaving materials such as tax returns, checks, etc., in the copier is an
inadvertent unauthorized disclosure.

e After Hours: Confidential materials such as tax returns, checks, computer printouts, etc., should
not be left exposed. All checks, tax returns, and return information should be properly secured at
the end of the workday

e Personal Computers: PCs containing confidential tax information should be properly secured
after work hours and when not in the actual possession of the Field Agent.

e Vehicles: If a Field Agent’s vehicle is stolen or vandalized and a taxpayer's files are missing or a
Field Agent’s state issued electronic devices are stolen, this is an inadvertent unauthorized
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disclosure. The disclosure should be reported to the taxpayer’s management and to Virginia Tax
Disclosure Officer. Vehicles containing confidential tax information should be locked at all times
when not occupied. Confidential information must be properly secured in vehicles so that the
information is not visible to others.
Appointment books, brief cases and cash receipt books: All such documents should be
adequately secured while at a taxpayer’s place of business
Telephone calls from a taxpayer’s place of business: Making calls from a taxpayer’s place of
business should be avoided. The necessity for the phone call should be evaluated and the following
security issues should be considered:
o Privacy: Can the phone call be made without others hearing confidential tax information?
o Phone tapping: Be mindful that the taxpayer’s telephone may have a wiretap. Field
Agents are not to use a taxpayer’s telephone to conduct any confidential tax related
business.
o Caller I.D.: Is the privacy of a taxpayer compromised by the caller identification of the
person receiving the call?
Cell Phones: Cell phones are generally not secured communication and should not be used to
discuss confidential tax information.
Friends, spouse, and relatives: It is an unauthorized disclosure to discuss the nature of any
official business with friends or relatives who are not Virginia Tax employees.
Corresponding with a taxpayer: When correspondence is received concerning an inquiry about
an account, caution should be used to insure the response is being made to the taxpayer whose
account is the subject of the inquiry. The correspondence should have the taxpayer's name,
address, and social security number or other applicable identification number. Give only
information pertinent to the inquiry.
Corresponding with a taxpayer by FAX: Steps must be taken to identify the person requesting
information before sending confidential information via FAX. No confidential tax information
relating to the Estate or Fiduciary returns is to be sent via FAX. The first page of a FAX cover sheet
should not contain confidential information such as a SSN, FEIN or Virginia account number. All
transmissions of confidential tax information will be noted on the system for each taxpayer with an
audit trail showing details of information sent, e.g., date, FAX number, name, type of letter/form
transmitted, and operator number. If a document has been sent to the wrong number via FAX, this
is considered an inadvertent unauthorized disclosure. If information is faxed to the wrong number,
the person receiving it should be notified immediately that through error, they have received
confidential information and that viewing or copying could bring undesirable consequences. The
attempt should be made to solicit their cooperation in mailing the material to Virginia Tax or
destroying the material. Notify the Disclosure Officer immediately.
Responding to taxpayers by secure email: Confidential tax information can be sent via
encrypted (Virtru) email if necessary. Unencrypted email responses can be given to general tax
guestions such as when to file, where to file, or which form to file, etc. State and federal laws
require us to keep return and account information from our records confidential.
Internet Policy: The Commonwealth’s Electronic Communications and Social Media Policy allows
occasional and incidental personal use of the Internet, as long as it does not adversely affect the
efficient operations of the Commonwealth’s systems and networks. Personal use of the Internet
from an agency workstation should not interfere with productivity or work performance and usage
should be for a reasonable amount of time, given an employee’s work schedule. Personal use
should be viewed as an occasional and incidental activity. Virginia Tax will monitor Internet usage
by employees and any prohibited, or inappropriate activity will be addressed with individuals as
necessary. This may include formal disciplinary action up to or including termination. The only
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approved online chatting medium is Google Hangouts. Online games should not be played from any
office workstation (Exhibit 22c).

Written Authorization and Powers of Attorney

Anyone can authorize an individual such as a tax preparer, attorney, family member, etc., to discuss
confidential tax matters and receive correspondence from Virginia Tax on their behalf. Virginia Tax requires
a specific form (PAR101) for authorization of a representative and release of confidential

information. However, alternative forms of authorization such as Federal From 2848 (Virginia Tax Matters
must be specified) and other POA forms (Durable, General, Limited, etc.) that include Virginia Tax Matters
may be accepted. Form R-7, Application for Enrollment as a Virginia Authorized Agent, is required for an
authorized representative to be eligible to receive copies of correspondence, documentation, or other
written materials related to a specific tax matter for which Form PAR 101 has been filed. Forms PAR 101
and R-7 can be downloaded from the Virginia Tax website. All Power of Attorney forms and Applications for
Enrollment as a Virginia Authorized Agent received by Field Agents must be submitted to Central Office to
be entered into AR.

Safeguarding and Disposing Tax Information Furnished by IRS

In accordance with the AGREEMENT ON COORDINATION OF Virginia Tax ADMINISTRATION between the
State and the IRS, federal tax information must be adequately protected to insure confidentiality of the
data. The Office of Compliance manages federal tax information. Only specifically
designated persons in the Office of Compliance are authorized to request federal tax
information. Employees who are authorized to have access to federal tax information
are required to return such information to the secured area in the Office Audit Section
at the end of each workday. Virginia Tax's Disclosure Officer and IRS Safeguard
Coordinator are responsible for federal tax information from the time it is received until
destruction.

The manual entitled Procedures for Safeguarding Federal Tax Information (IRS Publication 1075) gives
details on this subject. Under no circumstance is federal tax information to be released by Virginia Tax to
anyone, including any other state agency, except as provided by Internal Revenue Code 6103(d). If you have
access to any federal information, do not release it to anyone without the approval of Virginia Tax's
Disclosure Officer.

If the assigned agent or district Supervisor requests federal tax information, the Supervisor under double
lock must maintain the documents.

Safeguarding and Disposing State Tax Information

Much like federal tax information, state tax information must be adequately protected to insure
confidentiality of the data. Only employees who work with state tax information are authorized to have
access to the data. State tax information should be secured at the end of each workday. Virginia Tax's
Disclosure Officer is responsible for ensuring policies are in place to insure taxpayer information is properly
stored and destroyed. If confidential tax material must be destroyed, the paper must be shredded to strips
of 5/16 inch wide or smaller.

Request for Advice on Disclosure Matters
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Anytime there is doubt or question about release of confidential information, the Field Agent must not
release the information before obtaining clarification regarding the release. The agent can consult Virginia
Tax, Compliance, Safeguarding and Disclosure of Tax Information, contact a Supervisor, or contact the
agency Disclosure Officer, Exhibit 22d.

How to Avoid Phishing Attacks

STEPS TO TAKE BEFORE OPENING AN EMAIL

e Hover over the sender name to verify the source (If the source is an internal employee, their
credentials will pull up. If you are not familiar with the name of the employee you can cross check by
searching the sender’s name in taxi to verify if they are an employee. If the email is coming from a
source outside the agency, follow the same step above and it will give you the email address of the
person emailing you).

e C(Click the **More Info** option. This will let you know if you have had any previous interactions with
the person sending you the email.

e When in doubt, do not click on the email. Make your supervisor aware of the email and contact Tax
Security Operations (Security@tax.virginia.gov) (A mass email will be sent to the staff of the agency
to be on the lookout for the email to prevent further breaches in security from the upper
management team).

TIP: Phishing attacks usually occur when someone tries to trick you into sharing your
personal information online through links provided in email. Virginia Department of
Taxation will never ask you to provide your personal information in an email.

STEPS TO TAKE AFTER OPENING AN EMAIL
e Check that the email address and the sender’s name match.
e Check if the email is authenticated.
o How to verify if the email is authenticated
e If the email is coming from a source outside the agency, under the person’s name you
will see a down arrow, click on the down arrow. This will show details of the sender.
o A message is authenticated if you see: “Mailed by,” header with the domain name, like
google.com “Signed by,” header with the sending domain.

TIP they should both be the same if the email is authenticated.

If the email is coming from an internal source within the agency please follow the same steps for

authentication process. However, below the sender’s name, you will not see the down arrow you can

just hover over the name and the details of the sender will show. If you click on more info it will give

you contact information from the employee and whom they report to.

e The next step, is hover over any links in the email before you click on them. Phishing links can also
be concealed within the body of the email text.

e Before clicking on links, hover over and inspect first. If the URL of the link does not match the
description of the link, it might be leading you to a phishing site.

e Check the message headers to make sure the, “from header is not showing an incorrect name. When

in doubt, do not click on the email. Make your supervisor aware of the email and contact Tax

Security Operations (Security@tax.virginia.gov).
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Exhibit 22a - Standards of Conduct

STANDARDS OF CONDUCT

Standards of Conduct Policy: 1.60 Effective Date: April 16, 2008 Revised: 6/1/11

Application: All positions covered by the Virginia Personnel Act, including non-probationary full-time and
part-time classified and restricted employees. Agencies may use this policy as a guide for evaluating the
workplace conduct of employees who are not covered by the Virginia Personnel Act, such as wage
employees, probationary employees and employees expressly excluded from the Act's coverage. (Official
Written Notice forms may not be issued to these employees.)

POLICY

It is the policy of the Commonwealth to promote the well-being of its employees by maintaining high
standards of work performance and professional conduct.

PURPOSE

The purpose of this policy is to set forth the Commonwealth’s Standards of Conduct and the disciplinary
process that agencies must utilize to address unacceptable behavior, conduct, and related employment
problems in the workplace, or outside the workplace when conduct impacts an employee’s ability to do
his/her job and/or influences the agency’s overall effectiveness.

It is the intent of this policy that agencies follow a course of progressive discipline that fairly and
consistently addresses employee behavior, conduct, or performance that is incompatible with the state’s
Standards of Conduct for employees and/or related agency policies. Disciplinary actions must be founded
on the principles of due process and will employ a range of corrective and disciplinary actions that are
applied based on the nature and history of the misconduct or unacceptable performance. Corrective and
disciplinary actions must be administered through a prompt and fair process as described in this policy’s
Administrative Procedures. The ultimate goal of this policy and its procedures is to help employees become
fully contributing members of the organization. Conversely, this policy is also designed to enable agencies
to fairly and effectively discipline and/or terminate employees whose conduct and/or performance does
not improve or where the misconduct and/or unacceptable performance is of such a serious nature that a
first offense warrants termination.

The Administrative Procedures for the consistent administration of this policy are attached.

EMPLOYEE STANDARDS OF CONDUCT

Employees covered by this policy are employed to fulfill certain duties and expectations that support the
mission and values of their agencies and are expected to conduct themselves in a manner deserving of
public trust. The following list is not all-inclusive but is intended to illustrate the minimum expectations for
acceptable workplace conduct and performance.

Agencies have the authority to supplement this list as needed in a manner consistent with the needs of the
organization and intent of this policy.

Employees who contribute to the success of an agency’s mission:
e Report to work as scheduled and seek approval from their supervisors in advance for any changes
to the established work schedule, including the use of leave and late or early arrivals and
departures.
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e Perform assigned duties and responsibilities with the highest degree of public trust.

e Devote full effort to job responsibilities during work hours.

e Maintain the qualifications, certification, licensure, and/or training requirements identified for their
positions.

e Demonstrate respect for the agency and toward agency coworkers, supervisors, managers,
subordinates, residential clients, students, and customers.

e Use state equipment, time, and resources judiciously and as authorized.

e Support efforts that ensure a safe and healthy work environment.

o Utilize leave and related employee benefits in the manner for which they were intended.

e Resolve work-related issues and disputes in a professional manner and through established
business processes.

e Meet or exceed established job performance expectations.

e Make work-related decisions and/or take actions that are in the best interest of the agency.

e Comply with the letter and spirit of all state and agency policies and procedures, the Conflict of
Interest Act, and Commonwealth laws and regulations.

e Report circumstances or concerns that may affect satisfactory work performance to management,
including any inappropriate (fraudulent, illegal, unethical) activities of other employees.

e QObtain approval from supervisor prior to accepting outside employment.

e Obtain approval from supervisor prior to working overtime, if non-exempt from the Fair Labor
Standards Act (FLSA).

e Work cooperatively to achieve work unit and agency goals and objectives.

e Conduct themselves at all times in a manner that supports the mission of their agency and the
performance of their duties.

Note: Non-probationary law enforcement officers employed by the Department of State Police, the Virginia
Marine Resources Commission, the Department of Game and Inland Fisheries, the Department of Alcoholic
Beverage Control, the Department of Conservation and Recreation, the Department of Motor Vehicle, and
the campus police department of any public institution of higher education of the Commonwealth where
such department, bureau or force has ten or more law-enforcement officers(policy corrected 1/10/12) also
have access to the procedural guidelines of Va. Code § 9.1-500 — 507 in cases of investigation of work-
related matters that could lead to the dismissal, demotion, suspension or transfer for punitive reasons of a
law-enforcement officer. (This Code section also applies to certain non-covered employees who are law
enforcement officers employed by the Division of Capitol Police and the Virginia Port Authority.)

AUTHORITY

The Director of the Department of Human Resource Management (DHRM) is responsible for the official
interpretation of this policy pursuant to the authority provided § 2.2-1201 of the Code of Virginia. DHRM
reserves the right to revise or eliminate this policy as necessary.

The Virginia Personnel Act, Code of Virginia § 2.2-2900 et. seq. specifies that agency heads shall be the
appointing authorities of their respective agencies and shall establish methods of personnel administration
within their agencies.

Agencies may supplement this policy to accommodate specific business needs.

Supplemental policies must be consistent with the provisions of DHRM policy and must be communicated
to all agency employees.
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Exhibit 22b - Virginia Tax Incident Response Policy

Virginia Tax Incident Response Policy
(Revised 11/8/19)

Virginia Tax takes the protection of federal and state taxpayer information very seriously. Pursuant to Va. Code § 58.1-
3andI.R.C. §§ 6103, 7213, 7213A, and 7431, all taxpayer information must remain confidential and shall only be viewed,
processed, or inspected in compliance with state and federal laws.

All employees and contractors shall be notified of incident response procedures prior to gaining physical or logical access
to taxpayer information. If any employee or contractor becomes aware of any situation that may involve an
unauthorized disclosure or inspection of state or federal tax information, he or she must promptly send an email to
Disclosureofficer@tax.virginia.gov or call (804) 404-4029 to reach Virginia Tax’s Disclosure Officer directly. The
notification should at minimum, include the following information:

1. When the disclosure or inspection occurred;
What type of information was disclosed or inspected;
Who accessed or received the information without proper authorization;
How the disclosure occurred; and
Steps you have taken to prevent further disclosure or inspections (e.g., retrieval, containment, etc.)

ukhwn

The Disclosure Officer will record the incident in a tracking log and notify the appropriate parties. If the disclosure or
inspection involves Federal Tax Information, the Disclosure Officer will immediately notify the Treasury Inspector
General for Tax Administration (TIGTA), the IRS Office of Safeguards, and the IRS Government Liaison.

In cases where unauthorized access, inspection, or disclosure of unencrypted, unredacted, or unsecured data
compromises the security or confidentiality of confidential information maintained by Virginia Tax and causes, or
Virginia Tax reasonably believes has caused, or will cause, financial hardship, identity theft, or other fraud to any
taxpayer, Virginia Tax shall, without unreasonable delay, notify the affected taxpayer(s). If Virginia Tax provides notice
to more than 1,000 taxpayers at one time, Virginia Tax shall also notify the Office of the Attorney General and major
Credit Reporting Agencies (i.e., Experian, TransUnion, and Equifax) of the timing, distribution, and details of the notice.

Notice to affected taxpayers shall consist of the following information:
1. The nature of the incident in general terms;
The type(s) of personal information involved;
The general acts taken to retrieve or protect the information;
A telephone number that the taxpayer can call for further information; and
Advice that directs the taxpayer to remain vigilant by reviewing account statements and monitoring free credit
reports.

vk wn

The Disclosure Officer shall be responsible for testing the incident response procedures at least once annually.

Contact Information:

1. Treasury Inspector General for Tax Administration: (TIGTA) at TIGTA Field Division (215) 861-1003 or TIGTA
Hotline (800) 589-3718.
IRS Safeguards: SafeguardReports@IRS.gov
IRS Government Liaison: Kyle Roberts, kyle.g.roberts@irs.gov , (443) 853-5124 or (202) 746-4232 (cell)
Virginia Tax Disclosure Officer: Michael Palmer, Michael.Palmer@tax.virginia.gov, (804) 404-4029
Virginia Tax Information Security Officer: Simon Xue, Simon.xue@tax.virginia.gov, (804) 404-4130.

vk wnN
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Exhibit 22c — Use of Electronic Communications and Social Media

USE OF ELECTRONIC COMMUNICATIONS AND SOCIAL MEDIA
Policy 1.75 — Use of Electronic Communications and Social Media
Effective Date: 08/01/01
Revision Date: 03/17/11

Application: All state employees, including employees of agencies exempt from coverage of the Virginia
Personnel Act. NOTE: Agencies may also require consultants, contract personnel, or other non-employees
such as volunteers or interns to abide by this policy.

PURPOSE

The purpose of this policy is to ensure the appropriate, responsible, and safe use of electronic
communications and social media by employees. This policy establishes minimum standards for all state
employees. Agencies may supplement this policy as necessary, as long as such supplement is consistent
with this policy.

POLICY SUMMARY

This policy includes the following:

e Employee Responsibilities and Requirements,
o Business Use
o Personal Use

e User Requirements

e Prohibited Activities

e Agency Responsibilities and Requirements
o Monitor Usage
o Communication
o Address Violations

e Glossary and Relevant Terms

e Attachment A

AUTHORITY

This policy is issued by the Department of Human Resource Management (DHRM) pursuant to the authority
provided in §2.2-1201 and §2.1-2827 of the Code of Virginia.

DHRM reserves the right to revise or eliminate this policy as necessary. Agencies may supplement this
policy to accommodate specific business needs. Supplemental policies must be consistent with the
provisions of DHRM policy and must be communicated to all agency employees.

RELATED POLICIES

e Policy 1.60 - Standards of Conduct
e  Virginia Information Technologies Agency Information Security Policy, Standards, and Guidelines

e Virginia Information Technologies Agency - Information Technology Standard Use of Non-Commonwealth
Computing Devices to Telework
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° Virginia Information Technologies Agency - Telework Resources
) Office of Fleet Management Services Policies and Procedures Manual

EMPLOYEE RESPONSIBILITIES AND REQUIREMENTS

All employees must comply with this policy and any additional policies that may be adopted by the agency
or institution of the Commonwealth where the user is working.

A. Business Use
Agency provided electronic communications tools are the property of the Commonwealth and are
provided to facilitate the effective and efficient conduct of State business. Users are permitted
access to the Internet and electronic communications tools to assist in the performance of their
jobs. Some users may also be permitted to access and use social media to conduct agency
business. Each agency or institution of the Commonwealth may adopt its own policy setting forth
with specificity the work-related purposes for which such equipment and access are provided.

B. Personal Use
Personal use means use that is not job-related. In general, incidental and occasional personal use
of the Commonwealth’s electronic communications tools including the Internet is permitted as long
as the personal use does not interfere with the user’s productivity or work performance, does not
interfere with any other employee’s productivity or work performance, and does not adversely
affect the efficient operation of the Commonwealth’s systems and networks. Personal use of social
media that refers to any aspect of the work environment should be done in a responsible and
professional manner.

C. User Requirements
1. General Requirements

When using electronic communications tools and social media, users should:

e Follow all applicable Commonwealth policies. Users may not violate any provision of
this policy, any supplemental policy adopted by agencies, or any other policy,
regulation, law or guideline as set forth by local, State or Federal law (see Code of
Virginia §2.2-2827) This may include but is not limited to copyright laws, trademark
laws, and other legislated requirements.

e Be responsible and professional in their activities. Employees should conduct
themselves in a manner that supports the mission of their agency and the performance
of their duties.

e Exercise the appropriate care to protect the agency’s electronic communications tools
against the introduction of viruses, spyware, malware, or other harmful attacks. When
using the Commonwealth’s electronic communications tools, social media or Internet
access, employees must:

o Use the Internet, electronic communications tools and social media only in
accordance with State and agency policy;

o Maintain the conditions of security (including safeguarding of passwords)
under which they are granted access to such media;

o Check with the appropriate agency staff prior to downloading or accessing a file
or document if the source of the file or other circumstances raises doubts
about its safety.
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o Berespectful of the agency/organization, other employees, customers,
vendors, and others when posting and communicating information. Users
should be sensitive to referring to or including others in their communications
and posts and should be aware of any associated potential liabilities. Users
may desire to obtain consent prior to communicating or posting information
about the work place.

2. Business Use Requirements

When using electronic communications tools and social media, users should:

e Use their accurate identities and state their affiliation when using electronic
communications or social media for business purposes.

e Ensure the security of sensitive or confidential information when communicating
electronically or posting the information on internal or external websites including social
media.

e Ensure information is accurate prior to posting on social media sites, state or agency
websites, or other electronic media sites. Ifit is discovered that information is inaccurate
after posting, users should work to quickly correct the errors.

3. Personal Use Requirements
When using electronic communications and social media, users should:

e Be clear that their communication or posting is personal and is not a communication
of the agency or the Commonwealth when using electronic communications or social
media for personal use, including personal use of social media outside of the work
environment. For example:

o Users should use their personal email addresses and not those related to
their positions with the Commonwealth when communicating or posting
information for personal use.

o Users may use a disclaimer when posting opinions or views for personal use
such as, “The views expressed on this (website, blog, social media site) are
my own and do not reflect the views of my employer or of the
Commonwealth of Virginia.” when appropriate to ensure these views are not
viewed as official Commonwealth of Virginia communications.

D. Prohibited Activities
Certain activities are prohibited when using the Commonwealth’s Internet and electronic
communications media or using social media in reference to the work environment. Employees who
engage in prohibited activities may be subject to disciplinary action according to Policy 1.60,
Standards of Conduct. Prohibited activities include, but are not limited to:

e Any use that is in violation of applicable local, state, and federal law.

e Accessing, uploading, downloading, transmitting, printing, posting, or storing information
with sexually explicit content as prohibited by law (see Code of Virginia §2.2-2827).

e Accessing, uploading, downloading, transmitting, printing, posting, or storing fraudulent,
threatening, obscene, intimidating, defamatory, harassing, discriminatory, or otherwise
unlawful messages or images.

e Installing or downloading computer software, programs, or executable files contrary to the
Virginia Information Technology Agency’s (VITA) Information Security Policy, Standards, and
Guidelines.

201


http://www.dhrm.virginia.gov/docs/default-source/hrpolicy/pol1_60.pdf?sfvrsn=2
http://www.dhrm.virginia.gov/docs/default-source/hrpolicy/pol1_60.pdf?sfvrsn=2
http://www.dhrm.virginia.gov/docs/default-source/hrpolicy/pol1_60.pdf?sfvrsn=2
http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+2.2-2827
http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+2.2-2827
http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+2.2-2827
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537
http://www.vita.virginia.gov/library/default.aspx?id=537

e Accessing, uploading, downloading, transmitting, printing, communicating, or posting
access-restricted agency information, proprietary agency information, sensitive state data or
records, or copyrighted materials in violation of agency or state policy.

e Using proprietary agency information, state data or records, and social media to locate
agency customers for personal reasons.

e Posting information or sending electronic communications such as email using another’s
identity.

e Permitting a non-user to use for purposes of communicating the message of some third party
individual or organization.

e Posting photos, videos, or audio recordings taken in the work environment without written
consent.

e Using agency or organization logos without written consent.

e Texting, emailing, or using hand-held electronic communications devices while operating a
state vehicle according to the Office of Fleet Management Services Policies and Procedures
Manual.

e Any other activities designated as prohibited by the agency.

AGENCY RESPONSIBILITIES AND REQUIREMENTS

Agencies have the following responsibilities and requirements related to this policy.

A. Monitor Usage
No user shall have any expectation of privacy in any message, file, image or data created, sent,
retrieved, received, or posted in the use of the Commonwealth’s equipment and/or access. Agencies
have a right to monitor any and all aspects of electronic communications and social media usage. Such
monitoring may occur at any time, without notice, and without the user’s permission. In addition,
except for exemptions under the Act, electronic records may be subject to the Freedom of Information
Act (FOIA) and, therefore, available for public distribution.

B. Communication
Agencies are responsible for ensuring employees have access to, read, understand, and acknowledge
this policy and any related policies. Agencies may develop a written policy, consistent with this policy
which supplements or clarifies specific issues for the agency. With regard to use of electronic
communications and social media, agencies are responsible for:

Communicating this policy and agency policy, if appropriate, to current and new users, including
users transferring from other agencies.

Retaining electronic records in accordance with the retention requirements of the Library of
Virginia.

Requiring and retaining acknowledgement statements, signed by each user, acknowledging receipt
of a copy of this policy and agency policy, if appropriate. A sample is attached (Attachment A) that
agencies may use, or they may include the acknowledgement statement with other such
statements obtained when employees are hired.

NOTE: Agencies also may develop procedures by which a user must actively

acknowledge reading the policy before access to electronic communications and social media will
be granted.

C. Address Violations
Violations of this policy must be addressed under Policy 1.60, Standards of Conduct, or appropriate
disciplinary policy or procedures for employees not covered by the Virginia Personnel Act. The
appropriate level of disciplinary action will be determined on a case-by-case basis by the agency head
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or designee, with sanctions up to or including termination depending on the severity of the offense,
consistent with Policy 1.60 or the appropriate applicable policy.

GLOSSARY AND RELEVANT TERMS

Blog — A contraction of “web log” that is a website or part of a website with commentary, descriptions of
events, or journal type entries usually with an ability for readers to reply and post comments.

Computer Network — Two or more computers that can share information, typically connected by cable,
data line, or satellite link.

Crowdsourcing — An open call, usually through an Internet based resource, to an undefined community of
people to obtain and use ideas, content, or solutions to business needs.

Electronic Communications Tools — Tools used as a means of sending and receiving messages or
information electronically through connected electronic systems or the Internet. Tools may include
networked computers, email, voicemail, cell phones, smart phones, any other similar system, and new
technologies as they are developed.

Internet — An international network of independent computer systems. The World Wide Web is one of the
most recognized means of using the Internet.

Microblog — A form of a blog in which frequent, short updates are posted about specific activities (e.g.,
Twitter).

Photo Sharing — The online publishing of photographs with the ability to transfer and share the photos with
others.

Podcast — Digital media file that can be downloaded for playback to computers and personal digital devices.
Social Media — Form of online communication or publication that allows for multi-directional interaction.
Social media includes, blogs, wikis, podcasts, social networks, photograph and video hosting websites,
crowdsourcing, and new technologies as they evolve.

Social Networking — Interacting with a group of people with common interests in a virtual environment.
Users — All employees of the Commonwealth who use the Commonwealth’s Internet access and/or
electronic communications media or external electronic communications media to communicate about the
Commonwealth’s activities.

NOTE: Agencies may also require consultants, contract personnel, or other non-employees such as
volunteers or interns to abide by this policy.

Video Sharing — The online publishing of videos with the ability to transfer and share them with others.
Wikis — A collaborative website that allows users to edit materials and information posted and to create
collaborative solutions for identified topics.
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ATTACHMENT A

Use of Electronic Communications and Social Media

CERTIFICATE OF RECEIPT

| have been given a copy of Department of Human Resource Management Policy 1.75, “Use of Electronic
Communications and Social Media” and | understand that it is my responsibility to read and abide by this
policy, even if | do not agree with it. If | have any questions about the policy, | understand that | need to ask
my supervisor or the agency/institution Human Resource Officer for clarification.

| understand that no user shall have any expectation of privacy in any message, file, image or data created,
sent, retrieved, received, or posted in the use of the Commonwealth’s equipment and/or access. Agencies
have a right to monitor any and all aspects of electronic communications and social media usage. Such
monitoring may occur at any time, without notice, and without the user’s permission.

In addition, except for exemptions under the Act, electronic records may be subject to the Freedom of
Information Act (FOIA) and, therefore, available for public distribution.

If | refuse to sign this certificate of receipt, my supervisor will review this statement with me and will be

asked to initial this form indicating that a copy has been given to me and that this statement has been read
to me.

Employee's Name:

Employee Number:

Signature:

Date:
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Exhibit 22d - Safeguarding Taxpayer Information Overview

Safeguarding Taxpayer Information Overview

I. Introduction.

Virginia Department of Taxation (“Virginia Tax”) takes the protection of tax information seriously. Taxpayer
information cannot be inspected or disclosed except as authorized by law. Each year, you must certify that
you understand your duties and responsibilities regarding the use of taxpayer information.

Il. Rules and Regulations.

Each employee and contractor must acknowledge his or her obligation to safeguard confidential taxpayer

information. Misuse of taxpayer information can result in imprisonment or fines pursuant to Va. Code § 58.1-
3 and I.R.C. §§ 6103, 7213, 7213A, and 7431.

lll. General Security and Safeguarding Reminders.

a)
b)

d)

e)

f)

g)
h)

j)

Inspecting or disclosing confidential taxpayer information must be for a job-related “need to know.”
The Safeguarding and Disclosure staff conduct home inspections for employees who telework and
home-based employees. You will receive 24-hour notice prior to an inspection unless special
circumstances warrant a shorter notice (e.g., request from manager, indicia of misuse of data,
notification from a third party, etc.)

Most documents that you create or have access to while at Virginia Tax belong to the agency. You
cannot take Virginia Tax documents that contain confidential or proprietary information with you to
job interviews or similar settings without prior approval from the Disclosure Officer.

If you receive a request related to the Freedom of Information Act (FOIA), a subpoena, or search
warrant for records, you must contact the Disclosure Officer. If you receive a data request from an
agency, locality, or other third party, you must contact the Disclosure Officer.

You should contact the Disclosure Officer prior to entering into or modifying a contract involving
taxpayer information to ensure compliance with state and federal laws. Federal contracts require
45-day notice to the IRS.

All modifications to an employees or contractor’s physical or electronic access to information should
be timely submitted using the Sailpoint process. Managers and supervisors are also responsible for
verifying, updating, and signing the quarterly Access to Federal Tax Information Report.

Lock your screen and secure taxpayer information when you are away from your desk.

You must wear your ID badge at all times. Swipe your badge each time you enter an area with a
badge reader.

Before you send an email message or fax, verify that you have listed the correct recipients. Encrypt
email messages that contain confidential taxpayer information.

Do not share your password(s) with anyone.
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Chapter 23

Teleworking

Since the closure of district offices, all field collections staff are home based. Virginia Tax has established
Teleworking Policy, Exhibit 23a, for guidelines on working in a home based or telework environment. The
current Teleworking Policy, along with current Telework Agreements can be found on Virginia Tax under
the Teleworking link. Each home based or telework Field Agent must complete and sign a Telework
Agreement, Exhibit 23b.

All home based or telework Field Agents are subject to a Safeguarding Inspection by Disclosure staff
member(s) of their office space with a 24 hour notice unless special circumstances warrant a shorter notice.
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Exhibit 23a — Teleworking Policy

Policy

It is the policy of Virginia Tax to support flexible work arrangements that promote general work efficiencies
in carrying out the Agency mission. Flexible work arrangements such as alternate work schedules or
telework are intended to benefit both the employee and Virginia Tax. Agency management has the
responsibility of ensuring that business needs can be met when approving flexible work arrangements and
may terminate those arrangements at any time.

Virginia Tax ] _
Teleworking Policy

Purpose

To promote flexible work arrangements such as alternate work schedules or telework as a means of
achieving administrative efficiencies (e.g., reducing office and parking space); reducing traffic congestion,
transportation costs, and the impact of commuting on the environment; supporting Continuity of
Operations Plans; and sustaining the hiring and retention of a highly qualified workforce by enhancing
work/life balance.

Application
This policy applies to classified, probationary, hourly, and “at-will” employees. This policy also applies to
contract workers and temporary agency workers.

Authority & Interpretation

Authority for this policy rests with the Tax Commissioner but interpretation is delegated to the Director of
Human Resources. Responsibility for ensuring adherence to this Policy is assigned to all managerial and
supervisory staff, as well as Human Resources staff. Questions regarding the application of this policy
should be directed to the Human Resources Office.

General Provisions for Alternate Work Schedules
Management reserves the right to establish and adjust the work schedules of employees in the agency,
being mindful of the hours of public need. Management may adjust an employee’s work schedule
temporarily within a workweek to avoid overtime liability or to meet operational needs. At management’s
discretion, an employee’s schedule may be adjusted to meet the employee’s personal needs. A Flex Work
Agreement must be completed with details of the alternate work schedule pattern.
Employees are expected to:

o Adhere to their assigned work schedules;

e Take breaks and lunches as authorized;

e Notify management as soon as possible if they are unable to adhere to their schedules, such as late

arrivals or early departures; and
e Work overtime hours when required by management.

General Provisions for Telework

Telework assignments do not change the conditions of employment or the employee’s required compliance
with all state and Virginia Tax policies, practices, and guidelines. Telework should not adversely affect the

207


http://taxi/toolbox/Policy%20Library/Flex%20Work%20Policy.pdf

performance of the teleworker or their co-workers. A teleworker must notify their supervisor immediately
of any situation that interferes with their ability to perform their job.

Supervisors may temporarily alter scheduled telework days based on business needs. Any change of
scheduled telework exceeding 90 days will be considered a permanent change and will require a new Flex
Work Agreement.

Teleworkers must provide a diagram or photo of their home office. Copies may be made available to
Virginia Tax’s safeguard team to perform or complete inspections. Any change of alternate work location
requires an updated Flex Work Agreement, along with an updated diagram or photo of the home office.

Any employee request to move outside of Virginia and remain employed with the agency as a teleworker
must be approved in advance by the employee’s Assistant Commissioner, the HR Director, and the Tax
Commissioner. Any request from a full-time teleworker or mobile worker to move more than 50 miles from
the employee’s current approved work location must be approved in advance by the employee’s Assistant
Commissioner, the HR Director, and the Tax Commissioner. All approvals will be in the form of a written
agreement between the Agency and the employee to specify terms applicable to the new work location.

Virginia Tax management may conduct inspections of the alternate work location to ensure compliance
with agency policies. Additionally, supervisors may meet with employees in their alternate work location as
a normal course of managing work performance, to include coaching and development. Advance notice of
at least 24 hours will be provided if possible. An employee’s workspace in an alternate work location must
provide reasonable protections against inadvertent verbal or visual disclosure of sensitive information.

Eligibility for Telework

Employee initiated telework is not an entitlement, but rather a management option where such
arrangements support the agency’s business needs. Management has sole discretion to designate positions
for telework and supervisors are expected to consider work performance in determining eligibility. Virginia
Tax supports telework for employees with job duties that lend themselves to this arrangement provided
certain requirements are met. Not all positions lend themselves to telework arrangements.

A Flex Work Agreement is required for both Employee Initiated Telework and Business Mandated Telework.
Employees must sign the Flex Work Agreement and comply with conditions set forth prior to teleworking.
Supervisors must agree to the terms of the Flex Work Agreement before employees are permitted to work
at an alternate work location. Virginia Tax may require an employee to telework as a condition of
employment. In such cases, this requirement will be included in the job announcement in the Recruitment
Management System (RMS) and in the Employee Work Profile (EWP).

Suitability of Work & Characteristics for Telework

The nature of the work should be suitable for telework. Suitability for telework depends on job content,
rather than job role, title, or work schedule. Telework is best suited for employee who are organized, highly
disciplined, and conscientious self-starters requiring minimal supervision. Employees should achieve and
maintain a performance rating of contributor or higher to qualify for telework.

Compensation & Benefits

In general, an employee’s compensation as required by the Fair Labor Standards Act (FLSA), Virginia Tax
policies and pay practices, and benefits will not change when teleworking or as a result of telework
arrangements.
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Work Hours & Expectations

The total number of hours that employees are expected to work will not change, regardless of their work
location. Previously designated work schedules may be modified as necessary provided management
agrees. In addition, any telework schedule may be adjusted as business needs dictate. Telework may help
facilitate solutions for some employees who have other responsibilities, but employees must make
arrangements that will not interfere with work obligations. Telework is not intended to serve as a substitute
for child or adult care. If children or adults in need of direct supervision or care are in the alternate work
location during employees’ work hours, some other individual must be present to provide the supervision
or care.

Supervisors must ensure that procedures are in place to document the work hours of teleworkers, ensuring
compliance with the Fair Labor Standards Act. Prior management approval to work overtime is required;
failure to obtain this approval may be addressed under the Standards of Conduct (DHRM Policy 1.60). FLSA
and Virginia Tax policies and pay practices for overtime apply to telework.

Supervisors may require employees to report to a central workplace as needed for work-related meetings
or other events and may meet with employees in their alternate work location as needed to discuss work
progress or other work related issues. Employees who telework are expected to:
e Comply with the agency’s Clean Desk Policy, Acceptable Use Policy, and Minimum Home Wireless
Network Requirements;
e Follow the policies and procedures established by their supervisor for tracking time, requesting
time off and approval of time off;
e Follow Virginia Tax procedures for reporting sick or disability situations;
e Participate in staff meetings, progress review meetings, or other business-related meetings at their
alternate work location and/or central office; and
e Agree to apply themselves to their work during work hours.

Use of Leave

Telework is not intended to be used in place of sick leave (DHRM Policy 4.55), Family and Medical Leave
(DHRM Policy 4.20), leave used under the Virginia Sickness and Disability Program (DHRM Policy 4.57),
Workers’ Compensation leave (DHRM Policy 4.60), or other types of leave. However, management in
conjunction with Human Resources may determine if it is appropriate to offer telework as an opportunity
for partial or full return to work from traditional sick leave, short-term disability, or long-term disability. The
criteria normally applied to decisions regarding the approval of telework will apply.

Central Work Location Inclement Weather/Emergency Closing

During an emergency closing, teleworkers are expected to perform their duties on their assigned telework
day unless they are prevented from accomplishing work because of the same emergency condition that
caused the central office to close (e.g., power outage).

Teleworkers who experience an emergency that has not affected their central office must contact their
supervisor. Teleworkers may be directed to report to the central office or another alternate worksite to
complete their workday or use leave. Although a variety of circumstances may affect individual situations,
Virginia Tax policies and practices for appropriate leave usage remain the same in an emergency closing;
however, situations will be considered on an individual basis determined by job duties and expectations.
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Workers’ Compensation Liability

Employees are covered under the Virginia Workers’ Compensation Act and may be covered for injuries
suffered, arising out of and in the course of performing official duties at the alternate work location or
central workplace during the set work hours. Employees are responsible for immediately reporting to their
supervisor, any accident or injury suffered, arising out of and in the course of performing official duties at
the alternate work location, during the set work hours. Employees must also allow their supervisor (or
designee) to visit the alternate work location immediately after any accident or injury while working has
occurred, if necessary.

Supervisor Responsibility

Work performed at alternate work locations is considered official state business. The duties, performance,
and work expectations should be fully discussed with employees prior to implementing any telework
arrangement. The supervisor will monitor productivity and deadlines to measure and evaluate the
employee’s job performance when teleworking, in accordance with established performance management
policies and procedures. The supervisor must clearly communicate procedures to track and document
hours worked by non-exempt employees covered under the Fair Labor Standards Act.

Use of Equipment, Supplies, & Data
Employees must agree to follow agency security procedures in order to ensure confidentiality and security
of data. Removal of confidential documents requires prior supervisory approval; failure to obtain this
approval may be addressed under the Standards of Conduct.
Employees working at alternate work locations are responsible for:
e Security and confidentiality of any information, documents, records, or equipment in their
possession.
e Protecting Virginia Tax owned or issued equipment from theft, damage, and unauthorized use.
o Immediately reporting any information, documents, or equipment that has been lost or damaged
to their supervisor.
In the event that equipment becomes temporarily inoperable or the employee is unable to perform job
duties at the alternate work location, the employee and their supervisor should reach an agreement of
whether other work assignments can be performed without relying on the equipment or if the employee
should report to the central workplace or other work location.

Telecommunication

Various telecommunication devices may be provided as needed for the efficient operation of the
teleworker. If devices such as a cell phone or iPad are provided, users must comply with the Acceptable Use
Policy. (See Virginia Tax’s Acceptable Use Policy)

State-Owned Equipment Authorized Use & Maintenance

Authorized employees are responsible for protecting state-owned equipment from damage and
unauthorized use. State-owned equipment used in the normal course of employment will be maintained,
serviced and repaired by VITA or VITA’s authorized leasing agent. Full-time Teleworkers and Mobile workers
will complete Attachment A of the Flex Work Agreement, which lists equipment, date issued, and VITA Tag
Number. Before signing, the employee must verify the information on Attachment A matches the
equipment issued to them.

Internet Access & Services

Employees must provide their own internet access to perform work at their alternate work location.
Employees will typically be responsible for any costs associated with internet usage, including equipment
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maintenance. Virginia Tax will not assume responsibility for the cost of equipment not provided by the
agency, or for its repair, service, home maintenance or any other incidental cost (e.g., utilities), associated
with its use at the alternate work location. Full-time teleworkers and mobile workers are required to
demonstrate that their internet service meets the minimum internet speed standards for their work unit.

Termination of Agreement/Inter Agency Transfers

Virginia Tax may terminate a Flex Work Agreement at its discretion. Advance notice of terminating the Flex
Work Agreement is not required; however, in most circumstances advance notice will be given. Employees
may terminate the Flex Work Agreement at their discretion, preferably providing two weeks’ notice. This
does not apply in the case of business mandated telework. Flex Work Agreements are specific to the
employee’s position and office. Employees who transfer to different positions within Virginia Tax will need
to complete a new Flex Work Agreement, provided the needs of the new position and office allow for
continued flex work.

Reference
e Department of Human Resource Management Policy #1.60 Standards of Conduct
e Department of Human Resource Management Policy #1.61 Teleworking
e Department of Human Resource Management Policy #4.20 Family and Medical Leave
e Department of Human Resource Management Policy #4.55 Sick Leave
e Department of Human Resource Management Policy #4.57 Virginia Sickness and Disability Program
e Department of Human Resource Management Policy #4.60 Workers’ Compensation
e Virginia Tax Acceptable Use Policy
e Virginia Tax Clean Desk Policy
e Virginia Tax Minimum Home Wireless Network Requirements

Glossary

e Alternate Work Location: Approved work sites other than the employee’s central workplace where
official state business is performed. Such locations may include, but are not necessarily limited to,
employees’ homes and satellite offices.

e Alternate Work Schedule: Defined as those that differ from the standard 40 hour (five 8-hour days)
workweek (e.g., four 10-hour days per week).

e Central Workplace: An employee’s work headquarters or official duty station.

o Flex Work Agreement: Virginia Tax’s written agreement with the employee that details the terms
and conditions of the employee’s alternate work arrangement.

e Full-Time Teleworker: An employee who, under written agreement with Virginia Tax, teleworks all
or a clear majority of their planned schedule from a defined and agreed upon alternate worksite.

e Hybrid Teleworker: An employee who, under written agreement with Virginia Tax, teleworks one
day per week on a consistent and regular basis.

e Limited Teleworker: An employee who, under written agreement with Virginia Tax, teleworks on a
limited, sporadic, or task driven basis.

e Mobile Worker: An employee who works a majority of their planned schedule in a mobile mode
away from the agency’s offices/facilities in the “field” (e.g., Collectors/Auditors). A mobile worker is
not generally considered a teleworker due to field/remote location but is still governed by the
Virginia Tax Flex Work Policy.

e Office/Facility Worker: An office based employee who reports to and works from a defined central
agency workplace (e.g., MSC/Westmoreland).
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Telework: A work arrangement where supervisors direct or permit employees to perform their
usual job duties at an alternate work location, in accordance with the same performance
expectations and other Virginia Tax approved or agreed-upon terms.
o Employee Initiated Telework: A work arrangement where employees request to telework
and management approves where such arrangements support the agency’s business needs.
o Business Mandated Telework: A work arrangement either where the business needs
mandate telework for all or part of the workweek as a condition of employment or if there
is a business necessity for doing so.
Teleworker: An employee who, under written agreement with Virginia Tax, performs their usual
job duties in an alternate work location with or without a specific telework schedule.
Work Schedule: The employee’s designated hours of work regardless of work location.
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Exhibit 23b — Flex Work Agreement

.’I'Virginia Tax

Flex Work Agreement

The termis of this Flex Work Agreement must be read in conjunction with the Flex Waork Policy and other related policies. Signatories certify they
will abide by the terms of this agreament, all applicable policies, and all agreement specific terms established by Virginia Tax.

Work Location Safety

Emplayse will werify the safety of an shernate worksite using the safety
checklist im Section |l of this agreemsnt.

Emplayse is covered by the Commonwealth's Workers' Compensation
Program and/or the Virginia Sickness and Disability Program (VDR as
appropriate, if injured while performing official dutizs at the alternate
location.

Employse sgrees to bring to the immediate sttention of hisfher
supervisor any aooident or injury that coours while working st the
alternate work location.

Agency management will inwestigate 2ll accident and injury reports
immediately, following notification.

wirginia Tax ressrves the right to inspect the alternate waork location, with
or without advance notice, to 2nsure safety standards aremet.

Confidentiality and Information Security

Employee will apply spproved safeguards, in accordance with agsncy
policy, to protect taxpayer records from unawthorized disclosurs,
damage, or theft, and will comply with 2l records and data privacy
requirements st forth in state law, virginia Tax policy, and state policy.
Emplaoyse will conduct work at the alternats work location in compliznoe
with all information security standards.

Employse sgrees to inspections of alvernate work location to ensure
comgliance with agency polices.

Emplayse agrees to not store any business-refated documents or datz on
any non-agency computer asset.

Employee will ensure compliance with the agenoy's Clean Desk Policy,
Acceptable Use Policy, and Minimurm Home Wireless Metwork
Requiremsants.

Employse agrees provide 3 disgram or photo of home office or
workspace in their alternate work location.

Work 5tandards and Performance

Emplayse will meet with their supsrvisor to receive work assignments
and to review completed work, as the supervisor d2ems necessary or
appropriate.

Supervisor may meet with home-based employss in their alternate work
lacation as 3 normal courss of managing work performance.

Employse may be required to retumn to the Virginia Tax central work
location on scheduled telework days or adjust alternate work schedule
based on operational reguiremants.

Employse will complete )l assigned work according to procedures
mutually sgreed wpon by the employee and the supervisor, and
according to guidslings and expectations as stated in the employes’s
work profile and parformance plan.

Supervisor will regularly evaluste and provide feedback on the
employse's job performance as defined in the employee’s work profile
and performance plan

Emplayse agress to perform their assigned dutiss at the approved
alternate work location|s) and at work times a: defined in this agreement
unless they request and receive explicit approval in adwance from their
supervisor. Faillure to comply with this provision may result in
termination of this agreement and/or appropriste distiplinary action.

If children or adults requiring dependant care are in the alternate work
location during normazl work hours, employes is expected to hawve
dependent care arrangements in place to enswre acceptable work
performance.
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Compensation and Benefits

Al pay/salary rates, leawsfretirement bensfits, and  travel
reimbursements will apply as if the employes performad all work at
the employes’s established central work location,

A non-exempt employves who teleworks approved owertime at the
diraction of a supervisor will b2 compensated in accordance with
spplicablz lzw and state policy.

A non-exempt employse must obtsin supervisory approval in advance
befare working owertime. Employee agress that failing to obtzin proper
and advanced approval for overtime may result in disciplinaryaction.
Employse must obtain supendsory approval in advance befors taking
lezve in accordance with estzblished office procedurss. By signing this
agreement, the employse agress to follow established procedures for
requesting and cbtaining approval of leave.

Equipment and Expenseas

Employse agress to protect agency eguipment in scocordance with
established guidelines. State-owned equipment will be serviced and
maintained by Virginia Tax, VITA, or 2 VITA authaorized agent
Employee agrees to provide internet sooess to perform work at his/her
ghternzte work location and is responsible for costs assodated with
service and maintenance.

Meither Wirginia Tax nor the state will be Bable for damages to an
employes’s personal and/or real property during the performance of
assigned work or while using stste equipment in the employes's
residence.

Neitherirginia Tax nor the state will bs responsible for operating costs,
home maintenance, or any other incdental costs (eg., utilities)
associated with the use of the employee’'srasidence.

Initiation and Termination of Agreement

“firginia Tax and employes understand that flex work shall be governsd
by the same state human resource policies zs thoss applicable o
smploysas at the central workplace sxcept as modified by this
IEreemeant.

Wirginia Tax concurs  with employee  participation and  both
manzgemant and employes agres to adhere to spplicable guidelines
andpalicies.

Emplayse may terminate this agreement at any time unless telawork
is 3 condition of employment. Two wesks' notice is recommendad and
showld be provided when possible.

Wirginia Tax may modify or terminate this agreemsant at any time.
Agresment may be terminated for rezsons to include, but are not
limited t, declining work performance or arganizational bensfit.

Other Terms and Conditions
Any change to information contzined in S2ction | of this
sgreement requires completion of a new sgreement.


http://taxi/toolbox/Form%20Library%2001/Flex%20Work%20Agreement.docx

=Agreement should be reviewed annually

Section | — This document constitutes the terms of the Flex Waork Agreement with the Department of Taxation and:

1. Emiployes Nama

2. Emiployes 1D

3. Emiployee Work Title

4, office,Unit

Section | |a) TELEWORK To be completed by employee who works in an alternate work location

5. Alternate Work Location Address

6. Alternate Work Location Telephone Mumber (Indude Area Code)

7. Telework Arrangement Categony [Salact One)

O Full-Time Telaworkar: an employee who teleworks all or 2 dear
majority of their planned schedule from 3 defined and 2greed upon
alvernate worksite. (Complete attschment 4)

T Mobile worker: &n employes who works a majority of their planned
schedule in 3 mobile mode away from the agency offices/facilities out in

T Hybrid Teleworker: &n employee who teleworks one day perweskon s
consistent and regular basis. Document the normal day and hours the
employee will telework each wesk,

AM

DAY: |Select a day |~ IME: PM

the “field” (e.g., Collectors/auditors), gensrally not considered 3
teleworker due to figld/remote location. (Complete Attachment 4)

O uimited Teleworker: an employes who telewarks on a limited, sporadic, or
task driven basis.

E. Continuity of Operations for “"Emergency Closing™ Status

4. Confidentiality & Information Sacurity

O 1 understand | am expected to perform my dutiss on my assignad
telewark day unless | am prevented from accomplishing work becauss of
the zame emergency condition that caused the central office to close

O 1 certify that | will apply approved safeguards to protect taxpayer records
from unauthorized disclosure, damage, or theft, and will comply with all
records and data privacy reguirements in my slternate work location.

|28, power outags]. 1 agree to submit 3 diagram or photo of my home office/workspace and 3

brief written description, slong with this Flex Wiork Agreemsnt.

Section | (b} ALTERMATE WORK SCHEDULE  To be completed by employes who works an alternate work schedule

O alternate Work Schedule: Definad as thase that differ from the standard £0 heur (five B-hour days) workweek (e.g., four 10-hour days per week). Docurment
the days and hours below, Supervisor must approve any deviation in days or hours prior to deviation.

Alternate schedule

honday Tuesday ‘Wednasday Thursday Friday

‘Work Hours to to o to to

Lunch Break (inutes)

Total Hours Worked

additional Comments [optional):

Signatures (Electronic sipnatures are acceptable)

Employee Signature and Date

Supervisor Signature and Date

Reviewer Signature and Date

Section Il - Safety Chechlist
Safety Feature Verified at Alternate \Work Location Listed Above

=
Q

- Temperature, ventilation, lighting, and noise level are adequate for maintaining a waork lbation.

- Blectrical equipmenit is free of recognized hazards that would cause physical harm dirayed, exposed, or leose wires; locse fistures, bare conductors; et ).

w

. Blecirical sysbem allows for grounding of elecivical equipment {thres prong receptacies).

o

. Altermate wark lacation is free af any abstrections thak could restrict wisibility and movement {including dearways).

W

. Fil cabinets andl starage dosets are arranged so cravwers and doors do niot enter into walvways

o

Phane lines, electrical cords, and surge pratectors are secured under a desk or alongsicde a basebaard

-

. IFmaternials containing ashesios are present, they are in good candibion.

Oojojo|ofo|o)o) @

&. Work |location space is free of excessive amaunts of combustibles, floors are in good repair, anc carpets are well secured,

1 werify that that safety checklist is accurate and that my alternate work location is a reasonably safe place to work.

g
i

Employes Signature
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Flex Work Agreement

Attachment A — Equipment Issued
(Full-time Telewaorkers & Mobile Workers ONLY)

Item Issue Date VITA Tag Number

Computer

Monitor

Docking Station

Keyboard/Mouse N/A

Fax Machine

Telephone

iPhone

Chair

File Cabinet

Printer

Scanner

Other (Specify)

Other (Specify)

(
Other (Specify)
Other (Specify)

By signing, | acknowledge | have received all equipment above and verify the VITA Tag Mumbers are correct.

Employee Signature and Date

Supervisor Signature and Date

-
!
r
iy
=]
-
o
i)
[
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Virginia Department of Taxation
Telework Agreement Attachment D

The following constitutes an agreement on the terms and conditions of teleworking
between TAX and the emplovee:

Emploves Name: Job Title:

Office / Unit: Supervizor / Manager:

[J Employee agrees to participate in teleworking and to adhere to applicable guidelines and
policies.

[ A copy of the TAX Teleworking Policy has been given to the employes.

WOEK LOCATION / SCHEDULE

Employvee’s alternate work location address:

Emplovee’s phone number:
(alternate work location)

Commute Miles saved each teleworking day: {both ways)
Commute Time saved each teleworlng day: (both ways)

At the alternate work location, emploves’s work hours will normally be
Start Time: End Time:

Comments:

on the following days 0 Monday 0 Tuesday 0 Wednesday 0 Thursday O Friday
Note: Teleworking schedule may be adjusted az business needs dictate.

Supervizor will maintain a copy of emplovee’s work schedule, and employee’s time and
attendance will be tracked in the same manner as time and attendance iz tracked &t the central
warkplace.

COMPENSATION/BENEFITS

[ Salary rates, leave accrual rates, and travel entitlements are not impacted by this agreement.

[0 Emplovee understands that the supervisor must approve overtime work in advance. By signing
this form, emplovee agrees that failing to obtain proper approval for overtime work: may result
in hiz'her removal from teleworking and’'or appropriate action.

[J Employee must obtain supervisory approval before taking leave in accordance with established

office procedures. By zigning this form, emplovee agrees to follow established procedures for
requesting and obtaining approval of leave.

Employee’s Inifials Page 1 of 4
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Virginia Department of Taxation
Teleworking Agreement Attachment D

WORK STANDARDS/PERFORMANCE

O
O

O

Emplovee will mest with the supervisor to receive assignments and to review completed work
3% NeCessary or appropriate.

Emplovee will complete all azsigned work according to work procedures mutually agresd
upeon by the emploves and the supervizor, and according to guidelines and expectations stated
n the employee’s performance plan.

Emplovee agrees to perform hizher assigned duties at the agency-approved alternate work
location. Failure to comply with this provizion may result m loss of pay, termimation of the
telework agreement, and/or appropriate disciplinary action.

EQUIPMENT/EXPENSES

O
O

O

Emplovee who uses agency equipment agress to protect such equipment in accordance with
agency puidelines. State-ovned equipment will be serviced and maintained by the state.

If emplovee provides equipment, he/'she 1z responsible for servicing and maintaiming it. Access
to TAX systems must be through an approved system security channel.

WNeither the agency nor the state will be liable for damages to an employes’s personal or real
property during the course of performance of official duties or while using state equipment in
the employee’s residence.

Neither the agency nor the state will be responsible for operating costs, home maintenance, or
any other incidental costs (2.g., utilities) associated with the use of the employes’s residence as
an alternate work: location.

SAFETY

O

O

Emplovee 15 coversd by the approprizte provisions of the Commonwealth’s Workers®
Compensation Program or the Virgmia Siclmess and Disshility Program (VSDP), as
appropriate, if imjured while performing official duties at the central workplace or altemate
work location.

Emplovee agrees that the altemate work location iz safe and free from hazards. Pleaze note any
possible safety concerns:

E.mplmee agrees to bring to the mmmediate attention of his'her supervizor any accident or
mjury occurrng at the alternate work location while working and to allow their supervisor to
visit the alternate work location mmediately after an accident has occurred 1f necessary.

Employee’s Initials Page 2 of 4
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Virginia Department of Taxation
Teleworking Agreement Attachment D

CONFIDENTTALITY/SECURITY

O
O

O 000 0O

O

If using a home PC or wireless breadband for access for a home or Tax owned PC, employees
mmst uze Ciirix Secure Gateway.

Please ensure that at a minimum all personal computers have anfi-vims (1.e. McAfee, Norton,
and Trend Micro) installed before commecting through Ciirix Secure Gateway and that all
updates and patches are nztalled regularly. Please note that additional security such as anti-
spyware (l.e. Windows Defender, Spybot 5&D, and Spy Sweeper) and personal firewall
software (le. Symantec Personal Firewall 2008, McAfee Firewsll, and Zone Alarm/Check
Point Integrity) will provide the ideal confizuration.

Do not use portable devices such as USE flash drves, Palm devices, floppy disks, CDs, and
DVDs to transport data since they are not encrypted and could put the agency at nsk if
sensitive data 1s lost.

Emplovee agrees not to store any business relzted documents or data on your home PC.

When using home PCs, do not utilize personal email accounts to transport business related
data az email is not secure.

Be cognizant of the agency’s Femote Access Policy, along with the Confidentiality and
Unauthorized Disclosure Policy while working remotely and using personal and agency
equipment.

To avoid unautherized access, pleaze adopt agency security best practices such as screen saver
pazzwords and automatic locking of yvour machine when idle or away from your workstation
Beport any unauthorized access or theft of Tax sensitive data fo the agency Information
Secunty Officer and your Manager.

INITIATION AND TERMINATION OF AGREFMENT

O
O

O

Emplovee agrees to adhere to applicable guidelines and policies.

Emplovee may terminate participation in teleworking at any time unless it was a condition of
employment. Two weeks notice to the agency 1s recommended.

Agency may terminate emploves’s participation in teleworking at any time. Emplovees may
be withdravwn for reasons to include, but net lmited to, decliming performance and
orgamizational benefit. Two weeks notice to the emplovee 13 recommended when feasible, but
15 not required.

Employee's Inifials Page 3 of 4
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Chapter 24

Travel

Travel within and outside of the Field Agent’s assigned territory is part of routine job activity. The
Commonwealth of Virginia will reimburse Field Agents traveling on official State business for reasonable
and necessary expenses incurred.

Travel Time

Field Agent employees will commence work in the home office at the beginning of the regular work shift or
leave for the first assignment of the day no later than thirty minutes before the beginning of the regular
work shift. The workday will end at a time, which, allowing for travel will permit the employee to arrive at
home thirty minutes after the end of their regular work shift.

If living outside the assigned boundary, an employee should leave home to
arrive at the boundary no later than thirty minutes before the regular work
shift. The workday will end at a time that, allowing for travel, will permit the
employee to arrive at home thirty minutes after the end of the regular work
shift. For purposes of this policy, assigned boundaries include both district
boundaries and assigned work area within the district boundaries.
Employees who live outside the boundary will be reimbursed for work
related travel to the local Post Office, other mail facility and financial institution.

Travel within an Assigned Territory and District

During the course of routine job activity, the Field Agent often travels within their assigned territory or
district. The distance of travel from the base point varies, but normally does not require overnight travel.
Base point is defined as the place, office, or building where the employee performs their duties on a routine
basis. For many Field Agents, the base point is their home.

Travel Estimate

Field Agents must prepare an estimate of the total cost of any proposed overnight travel expected to
exceed $500.00. A Travel Estimate Form must be submitted by the Field Agent and approved by an
appropriate member of management prior to travel, Exhibit 24a. The agency may determine the
appropriate member of management at its discretion. To ensure adequate planning (identification of costs
and exceptions), the requirement to prepare a cost estimate for overnight travel expected to exceed
$500.00 also applies to agency heads and cabinet.

Total costs include lodging, transportation, meals, conference registration, and other travel costs or course
fees. Costs of the trip that may be direct billed, such as lodging or conference registrations, must also be
included in the cost estimate. The estimate must accompany both the Travel Reimbursement Voucher and
any applicable direct-billed Vendor Payment Vouchers. For planned travel, the Field Agent must be able to
demonstrate, with documentation, that a reasonable effort was made to secure the most cost beneficial
means of travel for the Commonwealth. The Travel Reimbursement Voucher is also available in the Virginia
Tax Toolbox Forms Library/Office of Administration- Fiscal Division.
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http://taxi/toolbox/Form%20Library%2001/Travel%20Voucher%20Form%20-%20Effective%20Jan%202020.xlsx

To ensure compliance with travel guidelines issued by the Department of Accounts, the following should be
conducted when traveling over 200 miles per day for normal field activity or 100 miles per day when
attending a scheduled meeting:

e If the Field Agent has been assigned a state owned vehicle the state owned vehicle should be used
for travel (Chapter 25, State Vehicles).

e [f the Field Agent does not have a state owned vehicle, they should contact Sandy Baker to see if a
state owned vehicle is available.

e If a state owned vehicle is not available, the Field Agent should complete the Department of
General Service’s (DGS) trip calculator to determine if it is cheaper to use an Enterprise rental
automobile or the Field Agent’s personal vehicle. The Field Agent should use the cheaper of the two
options, Enterprise rental or personal vehicle.

Note: If the Field Agent elects to drive their personal vehicle when a state owned vehicle is available or
when it is cheaper to use an Enterprise rental automobile, they will be reimbursed at the lower mileage
rate.

Reimbursement for Expenses
Although not all-inclusive, the following information is required for expense reimbursement and must be
submitted with the Travel Expense Reimbursement Voucher, Exhibit 24b.
Employee Identification Number
Department, Agency (top block)
e Last name, first name and address of Field Agent
e Personal vehicle statement (Must check one box if personal vehicle used for travel.)
e Check box confirming state employee status
e Dates of travel, including departure and arrival times
e |Initial area confirming computations are correct and all receipts attached.
Authorization Approvals, normally, immediate Supervisor.
Exception Approvals (Must be received in advance of travel.)
Reason for travel
Hard-copy confirmations of expenses if online methods were used to procure services (airline
tickets, rental automobiles)
e Itemized receipt for lodging
e Receipt for registration fees, parking, taxi, metro
e Original electronic signature of Field Agent
e Original electronic initials certifying computations are correct
e Scan copies of receipts to an additional page

The Field Agent must keep receipts and accurate records to ensure correct reporting and submission of
travel reimbursements. Travel reimbursements will not be made from travel charge card statements.
Expenses for each day must be shown separately on the voucher. The Field Agent must submit the Travel
Expense Reimbursement Voucher via email to the Supervisor within three working days of the last day of
travel for which reimbursement is requested. Vouchers showing overnight travel must be submitted within
five days of completion of overnight travel.

By signing the travel reimbursement request (electronic signature is accepted), the Field Agent is certifying
the accuracy of all information and the legitimacy of the travel. The signature of the Field Agent’s
Supervisor certifies that they agree that the travel was necessary and the requested reimbursements are
proper.
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Exhibit 24a - Travel Estimate Form

Travel Estimate Form

Office

Employee

Travel Destination
Purpose of Travel

Dates from to

Transportation: E=timated Actual
Adreraft:
Taxi:
Limouszine:
*Auto Expense:
*To inciude personal vehicle, rental car or state car

“When traveling more than 100 miles per day the Trip Calculator located on TAXI must be used

to determine if it iz cost effective to drive a rental car or personal vehicle
Parking Fees:
Tolls:

Subsistence:
Lodging:
Mizals:

Conference Training:
Beegistration Fee:
Training/ Course Fee:

Other:
Phone:
Postage:
Other:

TOTAL COST - -
I certifyy that the travel cost estimates contained herein represent all anticipated costs of the proposed travel.

Signed Date
Emgploves
Approved Date

Immediate Supervisor
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Exhibit 24b - Travel Expense Reimbursement Voucher

TRAVEL EXPENSE REIMBURSEMENT VOUCHER EERZONAL VEHIGLE USE ST8 TEMENT - STATE EMPLOYEES OHLE
DEFARTHMEHT, IMSTITUTION, OF AGEHCY ||
i.l"l’l - mr [T - mETE
PREFPARE “WITHIME OF TYPEWRITER. USE ADDOMIOMNAL ZHEET = “WHEM EEREB'I' CERTIFY THATEXFENSES LIZTED EELOW WERE IMCURRED EY ME
MECESSART OH OFFICIAL BEUSINESS OF THE COMMONWEALTH OF WIRGINIA SHD
IMCGLUDE OHLY SUCGHEXFENSES AS WEREHECESSARY IM THE COMDUGT OF
EUSIHESS.
Namel STATEEMPLOYEE? |:| TES |:| ]
AddrE‘SS: Z1GHATURE OF TRAVELER bare
City: TITLE
State ZIF‘ | _| | IHEREEY CERTIFY THAT THE TRAVEL UMDERTAKEH IM THI=
REIMEURSEMENT VOUCGHER HAS EEEM REVIEWED AMD AFFROYED AS
vendorID: | |- |5uffiH: | | HEGESSARY FOR THE GONDUST OF EUSINESS OF THE COMMOHWEALTH.
TRAYELER': SUPERYIZOR DATE
2. LOCATION AT WHICH EXPEMSE W AZ INCURRED, = AT 5. OTHER
POINTE BETWEEN WHICH TRAYEL wWAS MECEEZARY, ExPEMZE| & PER (TEMIZE
1. 0DATE |METHOD OF TRAMEPORTATION LIZED AMD MILEAGE 3. MILEZ 4. MILEAGE (TEMIZE DIER T.LODGING I AROUNT
RATE ALLOWED. EACH D&YE EXPENZES MUET EE TRAVELED SEC";ND P'M_?UN gg‘fﬁrﬂ?\l
SHOWHM SEFARATELY. CoLUMN 1
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
| zerkify all zamputakionr are zorreck and that all ne cerrary and required
T eaaipts e athached,  lnitial TOTALS nool ool ooof  oool  ooo 0.00
VoUCHER HUHBER DATETMMDDYY
PURPLISE OF TRIP TOTAL SHEET 2 0.0a
__ COMFEREMCE __ PRESEMTATION _ EXTRADITIONS
 ATHLETICS T INVESTIGATIONS ~ FIELDWORK
T PECRUITMENT  __ EDUCATION T OTHER [EXPLAIN) GRAND TOTAL 0.00
AMOUNT ADVANCED
Pagment{[Due to Agency) 0.00
FUND PROGRAM FEWEMUE FROJECT
rrans|wsener| GLA S PP repoe soerere] WPUEST| souece AMOLNT PECWECT] T ] PH
coaT TIVOICE OUEDATE | FEFERENCEDOC
cope | P = | PO AGERCY REFERENCE OATE FUMEER: MM OO v | HUWMEER |
CURFENT DOCUMENT  |SUBSIDIART | TLLTI prv—
DESLRIPTION NLMEER 5w | ACCOUNT | PURPOSE | ™| [ eonmnuanon
ZHEETATTACHED
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Da-z-0418 TRAVEL FXPENSE REIMBURSEMENT VOUCHER Fagelof |
DEFARTHEHT, INSTITUTION, OF AGENGY
Agency Mo, |
CONTUNUATION SHEET
FREFARE WITHIHK OF TYFEWRITER. USE ADDITIOHAL SHEETS WHEH HECES SARY #aucher Humber
2. LOGATION AT WHIGH ERFEHSE WaAS INGURRED. FOINTS :i::l-:snz J— 7':::;3::5 % OTHER
e e e | s | s |aoneem| o | it | T
DAYS EXFENSES MUST BE SHOWH SEFARATELY. SOLUMH) TELY) COLUMH]
n.on 0.00
0.oo 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
0.00 0.00
n.on 0.00
0.oo 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
0.00 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
n.on 0.00
TOTALS 1] 0.00 0.00 0,00 0.00 0.00 0.00
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Chapter 25

State Vehicles

Due to the travel required to perform job duties, Field Agents may submit a request for assignment of a
State owned vehicle for use in job related travel. Virginia Tax management may determine that personal
mileage reimbursement is not economical when the amount of miles traveled per
year equals or exceeds a certain level. Assignment of State owned vehicles is usually
based on the number of miles traveled per year and the availability of state owned
vehicles.

Use and operation of State owned vehicles should be in accordance with Virginia Department of General
Services, The Office of Fleet Management Services Policies and Procedures. The manual is available online
at_http://fleet.dgs.virginia.gov. Vehicle operators are responsible for reviewing and conforming to all rules
and regulations pertaining to the use, maintenance and operation of a fleet vehicle. Drivers must complete
a review with the Agency Transportation Officer prior to use of a state vehicle.

Use of State Owned Vehicles

Field Agents shall use fleet vehicles for official state business only. When a Field Agent is using a fleet
vehicle for travel while away from their workstation, the vehicle may be used for travel to obtain meals or
other work related necessities. Field Agent who operate a fleet vehicle should drive in such a manner as to
be a credit to themselves and the Commonwealth. It is the responsibility of each Field Agent to observe all
motor vehicle laws of Virginia. Operators must not knowingly operate vehicles that do not comply with
legal requirements. All violations and fines, including parking citations, are the responsibility of the assigned
Field Agent at the time of such violation.

Field Agents who operate a fleet vehicle should confirm the registration card, state inspection certificate,
Voyager Card and Accident Packet are in the glove box. The Accident Packet should include the following:

e Auto Loss Notice/Incident Report, Exhibit 25a;

e Insurance card (white laminated card), Exhibit 25b;

e In Case of an Accident (yellow laminated card), Exhibits 25c and 25d;

e Use of State owned Vehicle Policy Manual (reduced version), Exhibit 25e;

e Vehicle Cleaning Tips, Exhibit 25f;

e Voyager card.

To obtain any replace Accident Packet items contact Sandy Baker at or 804-786-4178 or email at
sandy.baker@tax.virginia.gov.

Field Agents and agencies are responsible for secure and safe storage and parking of vehicles. Fleet vehicles
shall not be left on non-residential streets, residential streets, or highways overnight unless it is necessary
due to mechanical failure or emergency.

For complete information on the use and operation of State owned vehicles, (See the Office of Fleet

Management Services Rules and Regulations for complete information on the use and operation of State
owned vehicles.)
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State Vehicle Accidents or Incidents

It is required that all accidents or incidents involving a fleet vehicle, regardless of the amount of damage, be
reported and investigated by State Police. Vehicle Maintenance Control Center (VMCC) should be notified
immediately and will contact State Police when the accident or incident is reported to them. If there are
injuries involved, 911 should be the first call, then VMCC, then the Field Agent’s Supervisor, and then the
Agency Transportation Officer.

Each State owned vehicle should have an Accident Packet in the vehicle that provides instructions to follow
including a yellow laminated card, which provides step-by-step instructions to follow in the event of an
accident. There is also a white laminated card included in the packet with instructions for the other driver
to contact the Division of Risk Management (DRM) for any claim in lieu of an insurance company. The
Commonwealth is self-insured so DRM acts as a representative. If the Field Agent communicates with State
Police and State Police informs the Field Agent they will not be responding to the accident or incident, the
Field Agent should ask for the State Police Officer’s name, badge number, and division to which they are
assigned. This information should be documented and reported to the Agency Transportation Officer.

Accident or Incident Reports

The Field Agent is required to fill out an Automobile Loss Notice form on any accident or incident regardless
of the amount of property damage or personal injury. A copy of the form should be in the Accident packet
in the vehicle. If a form is needed, it can be obtained from the Agency Transportation Officer. Email the
original Automobile Loss Notice form to the VMCC via email at vmcc@dgs.virginia.gov as well as an email
copy to the Agency Transportation Officer.

Field Agents are cautioned against accepting responsibility for an accident or incident or discussing the
accident or incident with anyone other than their Supervisor, law enforcement officer, Risk Management,
or Agency Transportation Officer.

Summary of Accident Reporting and Repairs

e Contact VMCC at 866-857-6866. VMCC or the driver must notify State Police immediately. VMCC
should routinely notify State Police, but the driver should ask VMCC if they are contacting State
Police, if not, Field Agent should do so.

e QObtain names, addresses, phone numbers, and license numbers of all involved parties and
witnesses (Instructions and forms are provided in the Accident Packet located in the State vehicle).

e If vehicle is inoperable, VMCC will make arrangements for towing and transportation of the Field
Agent and any passengers to safe location.

e Follow instructions in the Accident Packet for reporting the accident or incident to the
Commonwealth’s insurance representative (DRM).

e The vehicle will be taken to a shop specified by VMCC for securing estimates and/or repair.

o The Field Agent must advise their Supervisor and Agency Transportation Officer of the accident or
incident and obtain necessary forms.

e Complete the Automobile Loss Notice form and submit original section of this form to the VMCC
and Agency Transportation Officer. The fleet administrator will advise the agency of the decision of
the Uniform Accident Prevention committee regarding accident or incident responsibility
determination.

Removal or Recall of Fleet Vehicles from Agency
Vehicles, either agency pool or individual assignment, may be recalled if any of the following occur:
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e The vehicle is not driven and is not exempt from the quarterly minimum mileage requirement.

e Vehicle abuse occurs, which includes but is not limited to, the improper care and maintenance of
the vehicle such as excess or the extended filth of vehicle, operating the vehicle without servicing at
the specified frequency, and damage to the vehicle caused by willful disregard or improper use.

e If the operator of a fleet vehicle is delinquent in the payment of parking tickets, fine or citations on
more than two occasions in a six-month period.

e Complete the Automobile Loss Notice form and submit original section of this form to the VMCC
and Agency Transportation Officer. The fleet administrator will advise the agency of the decision of
the Uniform Accident Prevention committee regarding accident or incident responsibility
determination.

State Car Expense Report
Every Field Agent who is assigned a State vehicle must complete the monthly State Car Expense Report on
the first workday of each month.

You must include the beginning and ending mileage for the month and any expenses incurred. You need to
keep all receipts for the State vehicle for the fiscal year.

May-20
Beginning  Ending VDot Cost per
- |Last .1 First + |Pool Number |~ Unit |~ Region +| |~ |Odomete| ~|Odometel ~ | Miles |~/ Expense:~ Gallons |~ |VDOT Co| ~ | Total Cos + Mile -
P Collection Western 64,965 - ! -
Look for your name P Audt Central 4574 49278 704 25 1425 32864 0.467
here P Collection Northem - -

READ through this entire document before you try to access the spreadsheet

Note: If you have not used Sharepoint yet, you may be prompted to Sign In

to Sharepoint. Sharepoint is a Microsoft product, so it will show up that you .

are trying to login to Microsoft. Use your Tax email address. If you are ;i;:ci:m

already signed in to the VPN, you should not have to use a password. If you [

are not signed in to the VPN, you will have to go through the VITA

authentication steps. If a password is requested, use the same one as the

login to your computer: [ nex |
€, sign-in options

1. Use Google Chrome. If you are already in Sharepoint, go to the Compliance Support page or simply follow
this link: https://covgov.sharepoint.com/sites/Virginia-
Tax/compliance/compliance%20support/SitePages/Compliance-Support.aspx
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SharePoint

VirginiaTax ~ Offices v InfoSecurity ~HR »v  Llegislative »»  TechSupport »»  Toolbox v  Smartsheet Dashboard  SharePoint Help Requests

@ Compliance Support

L Search this site - New £ Send to ¢3¢ Page details [ Analytics Published 6/21/2021 @ Banks, Ronetta (TAX) is editing this page 3 E
N/ Pictures
\/ Libraries
v Lists
v Discussions

Compliance Support

Compliance Support Pict...

Manager's Corner

Announcements See all
Recycle bin

Edit P O Box and Postage

2. Scroll down to the bottom of the page. On the right side, there is a link to the state car spreadsheet for
2020 — 2021 (future fiscal years will be set up in this same manner):

—+ New & Sendto ~ £0¢ Page details Analytics Published £/21/2021 @ Banks, Ronetta (TAX]

TERV Checksheets

Travel Vouchers STATE CAR EXPENSE

State Car Expense - 19-20.xlsx

State Car Expense 20-21 <:

ol |

When you click on the link, it will open a new tab which takes you to the List where the spreadsheet is
located. The list should already be sorted by the Modified column, in newest to oldest order, so that the
spreadsheet will be at or near the top of the list. If the list is not sorted in this order on your machine,
simply select the Modified column header to open up the sort order options and select Newer to Older:
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@ Compliance Support

Search T Upload ~ ES Editin grid view % Share @ Copylink 43 Sync 4 Download

Pictures

Site Assets > default

Sorted: Newer to older.

Libraries
Lists O 0O Name~ Modified | <Ediﬁed By
Discussions :> State Car Expense - 20-21.xlsx Older to newer jursky, Michael (TAX)
3 ~ Newer to older .
Compliance Support Pict 2021 OCA Training ETV Master.xlsx Iks, Ronetta (TAX)
Filter by
Recvele bin 2021 OCA ETV Master.xlsx ks, Ronetta (TAX)
v Group by Modified
. 2021 Desk Audit ETV Master.xlsx ks, Ronetta (TAX)
=it Column settings >
2021 Cost Code 105 Training, Workshops, C... ks, Ronetta (TAX)

Totals >

@ Compliance Support

Search lew v T Upload it in grid view 1% are @ Copylink == Sync <4 Downloa
+ N Upload Ed id # Share @ Copylink 3 5 4 Download
Pictures
I Site Assets > default Sorted: Newer o older <:|
Lists O [ Name Modified | Modified By + Add o
Discussions State Car Expense - 20-21.xlsx 3 hours ago Zagursky, Michael (TAX)
-] i : March 24 Banks, Ronetta (T
Compliance Suppart Pict... 2021 OCA Training ETV Master.xlsx lar anks, Ronetta (TAX)
Recycle bin 2021 OCA ETV Master.xlsx March 24 Banks, Ronetta (TAX)
Edit 2021 Desk Audit ETV Master.xlsx March 24 Banks, Ronetta (TAX)
i

3. When you locate the State Car spreadsheet, toggle the checkmark on to select it, then a menu will
appear up top in the taskbar with several options including how to open it. Click the down arrow next to
“Open” and select the option to Open in App. If you open it in the browser, you will be unable to scroll
down to the open fields to enter your information because most of the cells in the spreadsheet are locked
down to protect the formulas.
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H3 Editin grid view K3 Open v«are @ Copylink + Download Ti] Delete <+- h

ﬂ Open in browser

Site Assets > de {3l Openinapp «

M Name Modified | ~ Modified By
Archive June 16 Banks, Ronetta (TAX)
SELECT *Q State Car Expense - 20-21.xlsx =g June 10 Acors, Linda (TAX)

4. When you select the option to Open in App, a warning message will pop up. Select Yes on this message:

Microsoft Office

. Some files contain viruses that can be harmful to your computer.
$ It is important to be certain that this file is from a trustwarthy
source.

Do you want to open this file?

Program: Microsoft Excel

Address:
https://covgov.sharepoint.com/sites/Virginia-Tax/compliance/co

mpliance support/SiteAssets/default/State Car Expense -
20-21.xdsx

Yes | Mo I

Note: if this is your first time trying to open a spreadsheet in Sharepoint, you may also get the following
message. Check the box to always Allow, then click the Open Excel (desktop) option:

Open Excel (desktop)?

https://covgov.sharepeoint.com wants to open this application.

[0 Always allow covgov.sharepoint.com to open links of this type in the associated app

Open Excel (desktop) m

5. The spreadsheet will now open in Read Only view. Select the Edit Workbook button to make your
changes. When done with your changes, select the Save icon, then wait about 10 to 15 second to allow it
to be uploaded back to Sharepoint before you close the spreadsheet.
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State Car Expense - 20-21 [Read-Only] - Excel

Page Layout Formulas Data Review View Nitro Pro ‘;‘ Tell me what you waj
o
D % Arial 11 - ¥ Wrap Text
gy ~

PeE - B I U Merge & Center - % 4 | Sl

- Format
Clipboard ™= Font Alignment MNumber
o READ-ONLY We opened this workbook read-anly from the server, Edit Workbook <::

Because Sharepoint is so new to everyone, you may encounter other unexpected issues or pop-ups that are
not replicated in these instructions. If you encounter any problems, please contact Michael Zagursky
immediately through email: michael.zagursky@tax.virginia.gov Please describe the issue and include
applicable screenshots.
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Exhibit 25a - Automobile Incident Report

CONFIDENTIAL: CLAIM INVESTIGATIVE MATERIALS

vehcarocimimr [

COMMONWEALTH OF VIRGIMLA
Automebile Incident Report
Agweay Drivar: Complete tha form and smail B to CAMOsimsftn.singnis gov or send by fax: B0 571-2440
H awaela bla, induse & ooy of =a poliicn mzort
Do not discuss accident with anypone exoept Commonwesith of Wirginis representstive and polios

Muma o agpecy and  diwtwon Sxate which's lkmre plats rumber
Your Agency  |Ageecy sddren Strest ! .0, Box Oty Statm i code Phens mumbe:
Tirnee and Piace | Duts of sccidmst Hour Lombon srest or hig=way City [County stalm
of Accident M.
.M.
EY Thi TERME OF THE A0EMCYS COVERAGE Tril COMMONWEAL TH MUEST B Givil & DEASORABLE OFFORTURITY TO Exasang YOU R AUTO BEFORE REPIE. AGE Mabi.
“haka of witz Yaar oy byzm wahch sm-tficaban humse: Velica cubed? v Jn ] 1
Fw=a of polce departmam
Mu—a ol cwnar or basisg coopmny Addran slreet oy Sabn i Lode
Mum o S Addrmm Street Oty Slabe 2 Coda
Your Auto Oriwarr's datn of Birth Cirhwar’s licarom numbar Wina licmns in eifect #? Bma of sccdemt?
Purpoom of tnp Who paen parmhakny WTHra wars you poing Wi e sccoa e qr
Wihare wars you comng bom erhen the scoidest ha possedi
‘Whars b Ba vahich sow? Etimate d cost of repeery
“abm of ctoer auis Yaar By bypm Lt imatad cont of ez ry
Demcribe demaps S othar et
Oher Aute
Imeobwed Muma o ot drvar Ackiran Street Oty Shabw g (ode
Huma of otfwe suic's oemar Ackiran Street Oty Shabw g (ode
o othar auts imund? Marra of othar sulo's imurence comeesy
Mumwa of prnmngen b= pour wdn Addrmom Strest Oty State Zip Code
F FETS
a3 of paisargen i- cbeer s Addmum Tirert ity Tats T Lods
Ma=aa of permorn i=jursd A ddrena Injuries [T
Injuries
Mo mattar
hew monee| = Weics ILRD wars Bea injures nding !
Hama of doctor [ heanital Addrmom Strest Oty Sabw e [ode

NEITHER SUBMITTED NOR ACCEPTED AS NOTICE IN SATISFACTION OF ANY FILING REQUIREMENTS
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CONFIDENTIAL: CLAIM INVESTIGATIVE MATERIALS

THa—a T cwmar |Fddrmm Strast Oty Sate 2k Code
Froparty |
Daraga Eined of proparty
Othae S
Bk ek d cowt of mpal Whars may preparty e ssani
|5a=aa ; phom ~urban ] Strest Oty Sate 2ip Code
\n what sires? warm yeu driwing? :"' Ilpl.l |m—lnmdnﬂ--m-—ddﬂr-un :"' ipams
Warm your lights oal Wiars tha cther sutc's lighta ol Tealiic comtrol bn placa? | |Por whomd Spasd LimR
i Bt Birm i [ Birn
M M
[GRafthar defews gova algrml ol arng kndr Hintarssctios who antered fnatr Wi had right of wayT
M Wik, wbiei?
w] |
(Bwzcribe bow B sccdant leposred. incheds any ioedsl detaib of e coilbilos. Aach sddiSonal sheets H nesded.
Buscription
of

rcxidam Show cm tha dagram the prakicon of all sdos, panom, tredfic costeon (o lights, fop sg=a, etz wed othes clhyscts. Show et namas

NTE

V Wimicl aign
Q Traftic light

Typa of plaaa: Tintad | Sty [ [Tvesofbraak Crachad 11 | [Chigmed or pittad I1 |
G | [oae [ ] Jotemwend [T 1 [putsoe [T | [radmom [
Location of braskage | Ver [ (Dot Ot e it}
ifinck hiadd tl
Wour ‘iinckihiald darmage: chack *Fyps of plas® snd “Typs of break®, sbows, and mark keastion on diagram
e’y
mas
Erascagm
i you thisk a disim will ba made apalet you? By whom?
ud | Uirscartain
u E ]
‘i @ ypour supare o
‘Fomr supmrvizcr's phoms rmambst
‘What b your ttla [ poaiticnT Tous L1
Duta
Foer phena mumses 7 ous armall adéram
WOTE: Whaen ting thh Form iy, pour initials balow =il serve w0 your absctronk: sigaaturs.
Emported o | Marma| Initimi aprte by | Marms| [ErT Curtm rmpoted

NEITHER SUBMITTED NOR ACCEPTED AS NOTICE IN SATISFACTION OF ANY FILING REQUIREMENTS
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Exhibit 25b - Laminated Insurance Card

The Commonwealth of Virginia is self-insured. For automobile liahility inquiries you may
write to:

Commonwealth of Virginia
Division of Risk Management
Post Office Box 1879
Richmond, VA 23218-1879

You may also call: 866-857-6866

When phoning please be sure to have the Driver Exchange Form information provided
by the investigating officer.
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Exhibit 25c - In Case of an Accident (Yellow Laminated Card - Front)

IN CASE OF AN ACCIDENT

AT THE SCENE OF THE ACCIDENT:

« DO NOTLEAVE THE SCENE OF THE ACCIDENT.

s (Call 911 ONLY IF THERE ARE INJURIES, THEN CALL VMCC IMMEDIATELY AT 1-866-857-
6866.

s  VMCC will contact 5tate Police for you.

s All accidents involving a state vehicle are required to be investigated by State Police,
regardless of the amount of damage to the vehicle.

s Notify your Supervisor.

s Notify the Agency Transportation Officer, Sandy Baker at 804-786-4178.

* DO NOT accept responsibility for an accident and/or incident or discuss it with anyone
other than your Supervisor, law enforcement officers, a representative of the insurance
company who is representing the Commonwealth or Agency Transportation Officer.

* Provide other driver, if necessary, the fleet issued insurance card.

WHEN YOU RETURN TO THE OFFICE:

*  Complete auto loss notice located in the insurance packet.
¢ Fax auto loss notice to VMCC at 804-545-5020 and to Agency Transportation Officer, Sandy Baker
at 804-786-4204,
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Exhibit 25d - In Case of an Accident (Yellow Laminated Card — Back)

Vehicle Breakdowns or Unscheduled Repairs

* Contact VMCC at 1-866-857-6866 for assistance. They are available 24 hours a day.
*  Provide your name, agency and vehicle number
* Describe to VMCC your vehicle problem and/or provide your current location of vehicle.
*  VMCC will contact a vendor to tow vehicle if needed and get you to a safe location.
* |frental vehicle is needed, contact your supervisor for approval.

o Enterprise Rental at 1-800-261-7331

®»  Enterprise Rental locations close at 6:00 pm Monday through Friday. Airport
locations are open until 11:00 pm, some are open until midnight.
o Provide Enterprise Rental with your location to be connected to the nearest rental office.

o Provide Enterprise Rental with contract number CV16101 to receive state contract rental
rates.
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Exhibit 25e - Use of a State Vehicle

USE OF A STATE VEHICLE

e FUELING: When fueling the vehicle, the Voyager credit card should be used to purchase unleaded
gasoline only. After inserting the Voyager credit card, you will be prompted to enter the vehicle
number from the card. This is a six-digit number listed on the first line of the credit card located next
to the word VEHICLE. You will also be prompted to enter the odometer reading; please do not enter
10ths. If the vehicle number from the card is entered incorrectly, three times you will be locked out
of the system. Once locked out you will be to contact Sandy Baker at 804-786-4178 to have the card
reset, it will not reset automatically. If mileage is entered incorrectly, you will not be locked out of
the system. Please contact Sandy with the correct mileage so vehicle records can be updated. Gas
receipts should be placed in the labeled envelope in the vehicle if available. If an envelope is not
available, please let the receipts in the vehicle glove box.

e PARKING/TICKETS: Vehicles should be parked legally, observing all signs, etc. All parking citations
received are paid by the driver and must be paid immediately. Caution, when proceeding through
changing traffic lights be sure you have enough time to cross the intersection to avoid photo ticketing.

e SPEEDING: Employees are requested to follow speed limits and will be required to pay any speeding
tickets received while driving a state vehicle. Employees are required to report speeding tickets to
their supervisor within three business days. Failure to do so could result in disciplinary action as well
as loss of state vehicle use.

e EATING: Eatingis prohibited while driving a state owned vehicle.

e CELLPHONE: Cell phones must be operated via hands-free or while the vehicle is parked. GPS device
may be used.

e TEXTING: Text messaging or emailing is prohibited while the vehicle is in motion.

e SMOKING: Smoking is prohibited, including e-cigarettes.

e HOV LANES: Please be observant of the required number of occupants before using HOV lanes. State
vehicles must comply with requirements.

e ACCIDENTS/INCIDENTS: If you are involved in an accident or incident with injuries, please call 911
immediately, and then call VMCC at 866-857-6866. If the accident or incident does not involve
injuries, contact VMCC at 866-857-6866 to report it. VMCC will contact State Police to respond and
VMCC will contact towing, etc. as needed. All accidents or incidents involving a state vehicle must
be reported to State Police no matter the amount of damage. If you speak to State Police and they
inform you they will not be responding to the situation, please ask for their name, badge number and
make a note of the information they provided such as why they would not be responding. You should
also contact your supervisor and Sandy Baker at 804-786-4178. If you are unsure of what to do when
the accident or incident occurs, there is an Accident packet in the glove box, in a manila envelope.
The yellow laminated card will list step-by-step instructions for an accident on one side and step-by-
step instructions for a vehicle break down on the other side. The Accident packet also includes a
white laminated card that provides contact information to be shared with other drives, exchange of
information, or to file a claim. The state is self-insured and does not have a designated insurance
company. A loss notice form is also included in the packet. This form should be completed when
returning to the office after an accident or incident. A copy would be emailed to VMCC at
vmcc@dgs.virginia.gov and Sandy at sandy.baker@tax.virginia.gov as well as any paperwork received
from State Police or the other driver.

e OFFICIAL USE: State vehicles should be used for official business only. No one other than employee
on related state business should be in the vehicle. No family members, pets, hitchhikers, etc. should
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be in the vehicle. No personal business or errands should be conducted while driving the state
vehicle.

EQUIPMENT/PERSONAL ITEMS: Personal equipment should not be installed in the state vehicle.
Portable GPS may be used, but should be removed when vehicle is not in use to avoid theft. Loss or
theft of personal items left in vehicles will not be replaced. Any Virginia Tax items needing to be left
in the vehicle should be secured in the locked trunk.

MILAGE REPORTING: Mileage should be recorded and reported to assigned driver of the vehicle or
recorded and posted to the spreadsheet at the end of each month if the vehicle is a permanent
assignment. If a log box is available, please record the mileage there as well. If a gas receipt is lost,
please notify Sandy of the date and location of gas purchase so the information can be retrieved.
COMPLAINCE: Drives must comply with all motor vehicle laws such as a valid driver’s license, wearing
seatbelts, legally parking, observing speed, etc.

ALCOHOL BEVERAGES and DRUGS: Under no circumstances may a state employee operate a state
vehicle under the influence of intoxicating beverages, drugs or other substances. Conviction of such
offense will result in the loss of privilege to drive a state owned vehicle. No state vehicle may be
used to transport alcoholic beverages unless it is operated by an employee of the Alcohol Beverage
Control Board or other law enforcement personnel in the performance of their official duties.

TOLL CHARGES: Toll charges incurred during travel in a state vehicle are paid by the driver and
reimbursed by the agency via travel reimbursement voucher. If there is no tollbooth such as a run
through toll (Elizabeth River Tunnel in Hampton Roads area), the agency will be billed for the state
vehicle passing through. If it is a personal vehicle, the vehicle owner will be billed and can submit
voucher for reimbursement. EZ pass lanes should not be used, as it will be considered a violation,
the driver will be responsible for payment. Virginia Tax does not provide EZ pass transponders for
use in state vehicles.

ADVERSE WEATHER: Drives are cautioned to ensure their safety, safety of passengers and safety of
others on the road. Drivers should anticipate potential dangers that could occur given weather
conditions. Drivers should keep a safe distance, lower speed; turn on headlights, wipers, etc. If you
should have a need to replace a wiper blade, replace a bulb, etc., contact VMCC and inform them of
your concern and they will direct you to the closest vendor for replacement. VMCC — 1-866-857-6866
LOCKSMITH: If you are locked out of your vehicle and need assistance VMCC will arrange a vendor
to assist. However, drivers are responsible for payment. If you are an AAA member, the state vehicle
is covered under that membership.

KEY: If a key is lost, please report it to Sandy as soon as possible. Please do not duplicate state
vehicle keys without prior approval.

SAFE TRAVELS
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Chapter 26

Learning Resources

All agency employees have mandatory training that must be completed within specified timeframes. A list
of the Required Employee Training Courses, Exhibit 264, is available on the Learning Support Virginia Tax
site. In addition, there are a variety of learning resources to support Field Agent development. The Virginia

Learning Center (VLC) offers many elLearning courses including:

Linked[f{] Learning Support

Virginia Learning Center (VLC)

Commonwealth of Virginia Learning

Center

Logn

Click the link below for help:

« Don't know your password
* Don't know your login ID

* Need to find a course

« Other VLC job aids

« Or, email the vicadmin@tax.virginia.gov

Update Your Transcript

There are many job aids available in Toolbox Quick
Reference site to help the Field Agent navigate within
the VLC and locate courses. Access the Toolbox Quick
Reference site and search using “VLC” or find “OA-
Learning Support” under the Unit column to find them. >

Open classes in Google.

A series of Operational Area Fundamental courses which provide high-level
information about the function and structure of the various offices of the
agency. Use “Operational Area Fundamental” in a keyword search in the VLC to
locate these courses.

Linkedin Learning courses are also available to support professional growth and
development.

A series of Sales Tax, Withholding Tax, and Corporate Tax Fundamentals which
provide basic information about these taxes administered by the Agency. These
courses can be found at the Learning Opportunities section.

Learning Support maintains a lending library. To view a list of the books
available, see Tax Lending Library Catalog list on the Learning Support page.

Learning Opportunities
q

AVAILABLE OPPORTUNITIES

[ Type Name Modified

I Ell_] TAX Lending Library Catalog  7/30/2018 11:15 AM I

Required Employee Training Courses 9/11/2017 4:08 PM

% Add document

Time Tracking~  Toolbox~  Learning Support~  Human Resources~  Community Page *  Legislative Admin = Project Management  Agency Projects~  Tech Support~  Facility Requ|
Type  Name Job Aid Title Description Category Office Section Unit"F
{g 2017 Legislative Updates 2017 Legislative Updates Provides links to additional resources on legislative topics for the Training Administration QA an  OA- |
Resource Links Resource Links 2017 taxable year (0A) Learning
Support
{g 2018 Legislative Updates 2018 Legislative Updates Provides links to additional resources on legislative topics impacting  Training Administration  OA-Human — OA-
Resource Links_Bus Resource Links_Business businesses for the 2018 taxable year (O Resources  Learning
c o
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HOME CURRENT TRAINING TRANSCRIPT CATALOG

Current Training

Title Started/Begins Due/Ends Action

TAX - 2020 Safeguarding Taxpayer Mot Started Due Open Item
Information Recertification JUN

Online % Required 30

Job Shadow Program

The Job Shadow Program provides an overview of the various processes for the following departments:
Collections, Field Audit, Office Audit, General Legal Tax Services and Revenue Analysis Program (RAP). Each
department will host their program a couple times each year. To register for a Job Shadow Program first get
approval from your Supervisor then go to TAXi, select Job Shadow then go to the calendar and select the
program you want to attend. Below is a breakdown of information covered for each department:

Collections: The Collections Job Shadow Program provides an overview of the different collection
processes we use to collect outstanding debt for the Commonwealth. You will learn about the
Delinquent Collection Unit (DCU), Field Collections, Outside Collection Agency and Bankruptcy
Attorneys. One of the most used tools to collect on an account is the lien. This process attaches
your bank account or your wages to satisfy the debt. Field collectors use an iPad when they are in
the field doing their job and you will hear about how this tool helps them do their job. You will also
learn about the Court Debt Collection Unit. Court Debt collects delinquent fines and fees for
approximately 248 courts throughout the Commonwealth.

Field Audit: The Field Audit Job Shadowing Program will provide an overview of auditing for
business taxes, especially sales/use taxes, corporate income, and withholding. The program will
discuss the day of an auditor, whether a Virginia based auditor or an Interstate auditor (located
throughout the United States). You will hear what is involved in reviewing detailed records and
supporting documentation, such as invoices, ledger and tax returns. You will have the opportunity
to work on a mock audit using the audit workbench, the tool of an auditor. This tool is used for all
taxes.

Office Audit: The Office Audit Job Shadow Program will provide an overview of various individual
and corporate desk audit programs conducted in Office Audit. You will learn about the Individual
Nonfiler Program, Federal Audit, Federal Compare, and Corporate and Estate. These programs are
based on receiving federal information for the IRS. All of these programs impact other areas in the
agency and it is important to understand how other areas interact with the programs.

Revenue Analysis Program (RAP): The Revenue Analysis Program (RAP) primary focus is on
individual audit programs. The intent of this Job Shadowing Program is to provide an overview of
the desk audits performed in this unit. The refund review program and the Information Return
Master File (IRMF) individual nonfiler programs are the two primary individual programs audited in
this unit. The refund review program focuses on refund fraud and identity theft. These programs
continue to be a growing issue for states. The IRMF individual nonfiler program is based on
collecting data utilizing federal return and audit information, as well as state ad commercial data. A
majority of audit programs utilize federal return and audit information, as well as state and
commercial data. You will also learn about the other functions performed in this unit.
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General Legal Tax Services (GLTS): GLTS is broken down into two separate classes/parts. Part one
is Tax Credits, Officers in Compromise, and Miscellaneous Taxes. The second part is Property Tax,
Tobacco Tax, Disclosure, and Nonprofit Exemptions. Note: To understand all of General Legal and
Technical Services, we recommend that you attend both sessions. You can take either session
before the other.

O

Tax Credits, Officers in Compromise, and Miscellaneous Taxes: This session covers one
half of the functions in GLTS. The Tax Credit Unit/Credit Bank will provide an overview of
its, purpose, “capped” vs. “non-capped” credits, the application process, the forms used,
verification of credits taken, Tax administered credits and other Agency administered
credits. The Land Preservation Tax (LPC) Credit Unit will provide an overview, maximum
allowed for LPC, along with the audit and application process for this credit. The
Miscellaneous Taxes/Communications Taxes area will provide an overview, all the tax
types administered, revenue accounting, and transfers to Boards or distribution to
localities. The Customer Satisfaction Team will provide an overview of its mission,
supporting the Taxpayer Rights Advocate, Virginia Taxpayer Bill of Rights and external
education efforts along with Web site updates. The Insurance Premium License Tax (PLT)
team will provide an overview of the history and imposition of the PLT tax, tax rates and
Retaliatory Tax on insurance companies, insurance policy premiums liable for taxes and the
tax administration. The Locality Issues/Motor Vehicle Rental Tax (MVRT) area will provide
an overview of the primary functions of the Locality Liaison, the locality sales and use tax
transfer process as well as the transfer of the MVRT from DMV to TAX along with the
MVRT tax rate and distribution to localities.

Tobacco Tax, Disclosure, and Nonprofit Exemptions: This session covers one half of the
functions in GLTS. The Tobacco Tax Audit & Administration Unit will review the
administration and audits (at retail and wholesale) for the Cigarette Tax, and the Other
Tobacco Products Tax. The Nonprofit Exemption Unit and Bank Franchise Tax (BFT) area
will provide an overview of the Nonprofit Exemption history, qualifications, applications,
approvals, and types of exemption certificates issued by TAX. We will also provide
information on the Bank Franchise Tax, the responsibilities of TAX and localities, the filing
of the BFT returns and revenue distribution. The Property Tax section will provide an
overview of Who We Are, Assessment Sales Ratio Studies, Education, Qualification &
Certification, Advisory Aid & Assistance, State Land Evaluation Advisory Council, and
Recordation Tax Refunds. The Railroad & Pipeline Appraisal section will provide an
overview of Who We Are, our purpose, and primary functions. And lastly, the Disclosure
area will provide an overview of the purpose and responsibilities of disclosure.

TAXi Toolbox Resources

There are a variety of support documents to help the Field Agent in the performance of their daily work
activities, most of which can be found in Virginia Tax Toolbox.

Documents in the Toolbox have designated contacts, or owners, for the content found in the document. If
the Field Agent has a question about the information in a document, the Field Agent can follow up with the

The Toolbox includes the following sites:

Forms Library: Contains forms used internally within the agency. For example, the “Bond
Memorandum” or “Request to Engage in Outside Employment” forms can be found here.

241


http://taxi/toolbox/Form%20Library%2001/Forms/Grouped.aspx

e Glossary: Explains Virginia Tax related terms and acronyms.

e Internal Policies: Is a repository for documented guidelines that affect the internal agency affairs.
For example, “Email Standards” and the “Dress Code Policy” can be found in this site.

e Procedures: Is a repository for documents that provide step-by-step instructions for processes and
tasks. For example, “How to Handle Defaulted Payment Plans” and “Adjusting a Third Party Lien”
documents can be found here.

e Quick Reference (Job Aids): Contains reference documents with helpful listings, checklists, and
task instructions.

e User Guides: Contains system user guides. User Guides provide detailed explanations of system
fields and windows, as well as step-by-step instructions necessary to properly use the various
Virginia Tax systems.

e Suggestion Box: Can be used to convey new ideas. The Suggestion Box can be accessed through
TAXi>Compliance>(District)>My idea is...Click Here:

—

) e

ﬁ

-

Tip: Sometimes procedure and quick reference documents are not published where you think they
would be (i.e. a quick reference job aid is published to the procedures site or a procedure is published as
a quick reference document). View the “Search Tips Demo” found on the Welcome to Virginia Tax
Toolbox home site.
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Exhibit 26a - Required Employee Training Courses

e/ Virginia Tax

Required Employee Training Courses

This chart identifies the required training for all Virginia Tax employees (including contractors, interns and Caliper staff as indicated), the agency mandating the
requirement, and the employee role the requirement applies to, along with the frequency and timeframe in which the training must be completed. With the exception of
TAL and Special Roles training, required course curricula are assigned to new employees in the Virginia Learning Center (VLC) as tiers in accordance with mandated

completion dates.

Required For Employee In
Course Title Non-supervisory| Supervisory Frequency | Duration VLC Keywords Mandated By Comments
Role Role
COMPLETE WITHIN 2 DAYS - TIER 1
(CD1401) Safeguarding Tax Once; 20 Mins |(CD1401) Virginia Tax - All TAX employees must
Information V V annually at Safeguarding Tax complete within 2 days of hire
disecretion of| Information; CD1401 date or obtaining COV system
Disclosure access/equipment and then
Officer. annually at the discretion of the
Disclosure Officer.
- If employee is a re-hire, must
have completed the course within
the last 12 months, otherwise
course must be retaken.
- This reguirement also applies to
contractors, interns, and APA
staff.
- IRMS access is dependent
upon completion of this course.
Time, Attendance and Leave see chart below see chart Once see chart| TAL Virginia Tax Al classified and wage
(TAL) courses - see chart at end below below employees must complete Time
lof this document for details Sheet courses within 2 days of
hire date or obtaining COW
system access/equipment.
Preventing Disclosures Through Once 2 Mins |AS18D1 and AS18D2 Virginia Tax - All TAX employees must
Gmail (Part 1 - AS18D1 & Part 2 - each complete within 2 days of hire
(AS18D2) V V date or obtaining COV system
accessiequipment.
Virginia Tax - Required Employee Training Courses May 2020
A current version of this document can be found in the Toolbox Quick Reference sife. 10of5
Required For Employee In
Course Title Mon-supervisory| Supervisory Frequency | Duration VLC Keywords Mandated By Comments
Role Role
COMPLETE WITHIN TWEER - TIER 7
TAX - MHT2 - Information Once 1 Hour |Information security Wirginia Al TAX employses must
Security Awareness Curriculum V V awareness curriculum '"ﬂ’""ﬂ'-i“_"‘ complete both courses in the
(Curriculum consists of following Technologies | cyrriculum within 1 week of hire
courses: Agency date. This requirement also
- Information Securify Awareness applies to contractors, interns
Course and APA staff. APA staff must
- Acceptable Use Palicy compelete courses within 3
weeks.
[Annual Security Awareness Annually, as |1 Hour  |Information security Info Tech OT Information Security will
Refresher Curriculum V directed by refresher curriculum _?ESOUFOE Mgt | designate the specific timeframe
Curriculum consists of following V TAX Info l'TRM_’ Info 32¢ | \when this refresher training
Courses: Security Std SEC 501-01 should be completed.
- Annval Security Awareness
Refresher Course
- Acceptable Use Palicy
COMPLETE WITHIN 30 DAYS - TIER 3
Virginia State Employee Safety Annually 30 Mins |VA State Employee Executive Order |- Complete within 30 days of hire
and Disaster Awareness V V Disaster and 41 ("19) date/commencing state senvice.
Emergency - Course provided by VDEMS
Awareness
Civilian Response to Active V Once 30 Mins |Civilian Response to | Executive Order |- Complete within 30 days of hire
Shooter Events (CRASE) Active Shooter Events| 41 ("19) date/commencing state senvice.
({CRASE) - Course provided by VDCJS
DHRM - HR Policy - Alcohol and Once 30 Mins |DHRM Alcohol Drugs | Code of VA § 2.2: | Complete within 30 days of hire
Other Drugs DHRM Policy 1.05(date.
IMVP HR Policy & Law - Alcohol Once 30 Mins |MVP Alcohol Drugs Code of VA § 2.2 | Complete within 30 days of
and Other Drugs V DHRM Policy 1.05|placement in supervisory
position.
TAX - Virginia Tax Ethics Annually 35 Mins |Ethics Wirginia Tax Complete within 30 days of hire
v v date.
irginia Tax - Required Employee Training Courses May 2020

A current version of this document can be found in the Toolbox Quick Reference sife.
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Required For Employee In
Course Title Frequency | Duration VLC Keywords Mandated By Comments
Non-supervisory | Supervisory
Role Role
MVP HR Policy & Law - Civility Once; 50 Ming (HR Policy & Law - DHRM Policy |Complete within 30 days of hire
in the Workplace V Q/ ongoing Civility in the 2.35 date.
employee Workplace; MVP;
education sexual harassment;
workplace
harassment
COMPLETE WITHIN 6 MONTHS - TIER 4
IMVP - Enhancing Employee Once 2 Hours [MVP Enhancing \irginia Tax Complete within & months of
Performance V 50 Performance placement in supervisory
Minutes position.
SBE - MVP - HR Policy & Law - Once 2 Hours |SBE Performance; \irginia Tax Complete within & months of
Performance Management V 30 SBE Performance placement in supervisory
Minutes |Management position.
SBE - MVP - Conflict Once 1 Hour [SBE Cenflict; SBE \irginia Tax Complete within & months of
Management V 30 Conflict Management placement in supervisory
Minutes position.
MVP HR Policy & Law - Once 3 Hours |MVP HR Grievance Code of VA Complete within 6 months of
Understanding and Using the V §2.2-3000 placement in supervisory
Grievance Procedure position.
MVP - HR Policy & Law - Once 1 Hour |MVP Money \irginia Tax Complete within & months of
Compensation Policy V 30 placement in supervisory
Minutes position.
MVP - HR Policy & Law Once 30 Mins |MVP ADA \irginia Tax Complete within & months of
[Americans with Disabilities Act V placement in supervisory
position.
MVP HR Policy & Law - Once 30 Mins |MV/P EEOQ \firginia Tax |Complete within 6 months of
|Fundamentals of EEQ Law V placement in supervisory
position.
COMPLETE WITHIN 12 MONTHS - TIER 5
EDR - Workplace Dispute v __|EEEe e Code of VA |Complete within 12 months of
Once 30 Mins |Dispute Overview A
Resolution Services Overview _ ! §2.2-3000 hire date_
Grievance
Wirginia Tax - Required Employee Training Courses May 2020
A current version of this document can be found in the Toolbox Quick Reference sife. 3ofs
Required For Employee In
Course Title Mon-supervisory| Supervisory Frequency | Duration VLC Keywords Mandated By Comments
Role Role
COMPLETE WITHIN 2 YEARS - TIER 6
Completion of the Managing Once Al MVP [MVP; Manager, Virginia Tax  [All MVP courses must be
Virginia Program courses |Supervisor completed within 2 years of
V inVYLC placement in supervisory role.
approx. Refer to information posted on
27 hours the Leaming Support TAXi site.
Special Roles and Duties
Course Title Frequency |Duration VLC Keywords Mandated By Comments
Travel Cardholders
DA - Travel Cardhelder Training 20X (cumrent year) Once Annual Travel DOA MNew agency fravel cardholders.
{current year); doa
Small Purchase Credit Cardholders & Reviewers
DOA - SPCC Cardholder Training 200X (current year) Once SPCC Cardholder DOA Mew Small Purchase Credit
(current year); doa Cardhelders.
DOA - SPCC Cardholder Refresher Training 20X Annually SPCC Cardholder DOA Small Purchase Credit
(current year) Refresher (current Cardholders.
year)
DOA - Cardholder Supervisor Reviewer Training 200 Annually DoA Cardholder DoA Those supervising/approving

(current year)

Supervisor; doa;
{current year)

cardholder logs.

Employees Required to Complete Statement of Economic Interest Training

OAG - Conflict of Interest Act Training (current year)

Must be completed within
two months of becoming
designated as a state filer
and biennially thereafter.

1 Hour |Conflict of Interest

Code of VA §2 2-
3128; Executive
Order 33 ("15

Those in SOEI| designated
positions.

Virginia Tax - Required Employee Training Courses

May 2020

A cwrent version of this document can be found in the Toolbox Quick Refersnce sife.
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Course Title

Frequency

|Duration

VLC Keywords

Mandated By

Comments

Members of Hiring Panels

Hote: The interview panel chairperson must have completed these courses within the past twelve months or must take them again as a refresher.
Exception: This VLC course requirement does not apply to anyene from an outside agency or entity selected to serve on a Virginia Tax interview panel.

MVP HR Policy & Law - Fundamentals of EEQ Law

Cnece

30 Mins

MVP EEC

Wirginia Tax

TAX

Pricr to serving on a hiring panel

MVP HR Policy & Law - Employee Selection
Frocedures

1.5 Hours

MVP Employee
Selection Procedures

Prior to serving on a hiring panel

Time, Attendance and Leave (TAL) Training Requirements Based on Role

Course Title in the Virginia Learning Center

Wage
Employee

Timesheet (Exempt)

Salaried Employee
NOT Required to
Complete a

Salaried Employee
Who Completes a
Timesheet
{Non-exempt)

Team Leader &

Manager’
Supervisor/

Alternates

DHRM — 1 TAL Overview

v

v

v

4

DHRM — 2 TAL Employee Leave

v

v’

"

DHRM — 3 TAL Employee Timesheet

v

v

v

DHRM — 4 TAL Supervisor Leave

v

DHRM — 5 TAL Supervisor Timesheet

v’

Total Estimated Training Time

30 minutes

30 minutes

45 minutes

1.25 hours

Wirginia Tax - Required Employee Training Courses

May 2020

A cumrent version of this document can be found in the Toolbox Quick Reference zife.
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Chapter 27

Using Technology

There are many technology based tools available to assist Field Agents with performing job duties.
Equipment such as tablets assist Field Agents in collection duties while in the field. Virginia Tax systems
including AR, CACSG, Tax Collections application, Image Retrieval/Viewer, G Suite, iFile viewer, and eForms
viewer are essential elements of the collections process. Field Agents also have access to information
through other State agency systems including Department of Motor Vehicles (DMV), Virginia Employment
Commission (VEC) and State Corporation Commission (SCC). Field Agents have access to many sources of
information through the internet such as directory assistance, maps, zip code information, etc.

Using Other State Agency Systems
Information from other State agency computer systems can help Field Agents with finding or verifying
addresses, finding possible lien sources and other information such as corporate officer names and
addresses. When using these systems, Field Agents must comply with user policies, procedures and security
requirements for each agency including maintaining confidentiality of information. Some of these systems
are available to authorized users only.

. Virginia Employment Commission (VEC) — The VEC computer system is a useful tool
in locating third party lien sources by identifying places of employment of taxpayers. Central

Moch ) . . . : o . ) .
B Office routinely runs automated matches with VEC information for issuing third party liens. Field

Agents must manually research VEC for possible lien sources. Other beneficial information
includes VEC registration/demographic information, SSN of responsible officer, reported gross wages of a
business and the beginning and ending liability dates. See Exhibit 27a.

Department of Motor Vehicles (DMV) — The DMV computer system is a useful tool for finding
addresses and possible lien sources. DMV information includes taxpayer information such as name and
address and vehicle information including current vehicles registered to an individual or business and liens
against each vehicle. The name and address information can help a Field Agent in locating taxpayers and
identifying name and address changes. The vehicle lien information can provide a possible lien source or an
asset such as an unencumbered antique vehicle. See Exhibit 27b.

State Corporation Commission (SCC) — The SCC system provides valuable
information about corporations, limited liability companies and limited liability partnerships.
The Field Agent can use this information to find termination dates for corporate charters,
names of officers, partners, or members and address information. Other information available includes UCC
filings and business trust information. Authorization for use of this system is not required. See Exhibit 27c.

Court Sites for MOL Research

The Field Agent can submit the Remote Access form to the court within their designated territory to obtain
online access to view MOL information. The form states there is a fee; however, the fee is waived for State
agencies. A username and password will be issued to the Field Agent once access is granted and access is
good for one year. It must be renewed yearly by contacting the appropriate court.
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Locating MOL Information in LexisNexis Accurint
Recording information for Memorandum of Liens can often be located in LexisNexis Accurint.

Select Courts > Bankruptcies, Liens & Judgements.

‘LexisNexis™  accurint® for Government Main Menu» | 4
RISK SOLUTIONS

Business Search Coverage

Y ACCURINT | company Name |

ﬂ ‘ TIN | | LexID& Business n

PEOPLE
‘ Last Name | | First Name | | Middle Name ‘ ‘ SSN | Reference

Important:
PHOMNES ‘ Street Address | | City | | State The Public Recards and commercially o
sources used in this system have erron
$ sometimes entered poorly, processad i
‘ ZIP Code | | Radius (miles) | | Phone Number | ;’:a: 35;'3”"' not fres from defect.

Federal Civil Court Records

BUSINESSES Foreclosures
Marriages/Divorces

National Motor Vehicle Accidents

Official Records

LICENSES Sexual Offenders
USA PATRIOT Act

HEALTH CARE

From the drop down menu, select Liens & Judgements Search

Accurint® for Government Main Menu v

RISK SOLUTIONS

Bankruptcies, Liens & Judgments Search Covers

Bankrupicies, Liens & Judgments Search v
Middle Name Reference

Bankruptcies, Liens & Judgments Search
earch n Important:

D+

2
=
3
a
=
2
=
El

=
m
Q
B
=
R

Bankruptcy Search
Liens & Judgments Search
e VTR e

G

PHONES The Public Records and commercig

sources used in this system have o
‘ SSN | | LexID n somatimes entered p\:’\o’lv procesg
and is ganerally nat fras from defd
- Read M

ASSETS ‘ Company Name | | FEIN | | Case/Filing Number ‘ s

1t [ pe— [y = Bl [zrcons |

COURTS

-

BUSINESSES

LICENSES

HEALTH CARE

Enter the search criteria and click Search. You may input the FEIN, the SSN or the Company Nane.
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Bankruptcies, Liens & Judgments Search

Search Options: [

Coverage | Help?

| | LexID n

| ssN

[Liens & Judgments Search VI
| Last Name | | First Name | | Middle Name | Reference |
D Include similar-sounding names n D Strict Search n Important:

The Public Records and commerdially available data
sources used in this systemn have ermors, Dtz s
sometimes entered poarly, pe incommacty
and is generally not fres from defert.

| Company Name | | FEIN

- Fzad M
|| caserFiing Number | =

| Street Address | | City

|| state

| ZIP Code |

Scroll through the results until the lien information is located.
Use the date issued, the amount and the court to find the correct lien.

2 Lien & Judgment Record

Debtor Name:
FEIN:

Debtor Address:

Debtor Name:
Debtor Address:

Amount: $656,5T8
Original Filing Date: 1/5/2021
Book/Page: 279/761

Creditors. INTERNAL REVEMUE SERVICE
Filing Numbers: 422326920

Filing Location: 19TH CIRCUIT COURT, VA
Filing Type: FEDERAL TAX LIEN

3 Lien & Judgment Record

Debtor Name:
(L) FEIN:
Debior Address:

Debtor Name:
Debtor Address:

Amount: $11,233
Original Filing Date: 9/1/2020
Book/Page: 276/1976

Creditors: STATE OF VIRGINIA

Filing Numbers: 627918

Filing Location: 19TH CIRCUIT COURT, VA
Filing Type: STATE TAX LIEN

Obtain the recording information.

Amount: $11,233
Original Filing Date: 9/1/2020
Book/Page: 276/1976

BOOK & PAGE NUMBER

Creditors: STATE OF VIRGI

Filing Humbers: 626726

Filing Location: 19TH CIRC .
Filing Type: STATE TAX LIEN

Instrument Number

248




Virginia Department of Taxation Website
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What to Do if You Get
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il=Online Rejizter My Business
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Mhrer'z Wy Rafind Fils My Withhelding Tie h Fhrerrmie Filing Requirsmests
oz Up Ny 109 Mz s Paymet Scftware Developers

Virginia Tax website provides useful information that can assist Field Agents as well as taxpayers. Through
the Tax Policy Library, Field Agents can access the Tax Code of Virginia, Virginia Tax Regulations, Legislative
Summaries, Tax Commissioner Rulings, and Tax Bulletins. Field Agents can also download Virginia Tax and
IRS forms.

Commonwealth of Virginia and Federal Websites

e State of Virginia http://www.virginia.gov

eVirginia General Assembly http://legis.state.va.us

e Virginia’s Judicial System _http://www.courts.state.va.us/

e Code of Virginia http://lis.virginia.gov/000/src.htm

e State Corporation Commission
http://www.scc.virginia.gov/division/clk/diracc.htm

s; o Internal Revenue Service http://www.irs.gov/

\fﬂIRS . United States Postal Service _http://www.usps.com/
Telephone Number and Address Resources

Using directory assistance websites can assist the Field Agent in locating phone numbers and addresses for

taxpayers, see Chapter 3. In addition, websites are available that offer driving directions and maps for

finding a specific location. However, Field Agents must not access services requiring membership and/or
fees. The following is a list of websites that provide this information:

¥ Virginia.gov
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http://www.tax.virginia.gov/
http://www.virginia.gov/
http://legis.state.va.us/
http://www.courts.state.va.us/
http://lis.virginia.gov/000/src.htm
http://www.scc.virginia.gov/division/clk/diracc.htm
http://www.scc.virginia.gov/division/clk/diracc.htm
http://www.irs.gov/
file:///C:/Users/qsu94583/AppData/Roaming/Microsoft/Word/ http:/www.usps.com/ 

Directory Assistance: Phone Numbers, Addresses (see Chapter 3) and Maps

e http://www.anywho.com/ e LexisNexis Accurint: Contact your

e http://www.corp.att.com/directory/ Supervisor with information which you
o http://www.dexknows.com/ are seeking. Provide them with the

e http://www22.verizon.com/ account name, FEIN or Social Security
e http://www.yellowpages.com/ Number.

Maps, Applications and Driving Directions
e http://mapquest.com/directons/ e https://www.google.com/maps
e  https://www.mapguest.com/routeplanner e https://www.waze.com/
e https://www.speedyroute.com/

Zip Codes and Addresses, see Chapter 3
e http://usps.com  EUSPSCOM

Miscellaneous Information

e Federal Reserve Financial Services (search for bank routing numbers)
https://www.frbservices.org/ THE FEDERAL RESERVE

FREBzonwcos org

Training Resources
e Virginia Learning Center (VLC) https://covlc.virginia.gov.
NOTE: It can also be accessed from the Virginia Tax home page and the Learning Support site
e Virginia Tax Toolbox
e Career Skills Resource Center http://www.mindtools.com/

Human Resources and Other Benefits

e Department of Human Resource Management
http://www.dhrm.virginia.gov dhrm

e Virginia Commonwealth Health Program
http://www.commonhealth.virginia.gov/commonhealthvirginia.htm

e Defined Contribution Plan https://vadcp.gwrs.com/tl001/SplashAuth.asp

e Department of Accounts_http://www.doa.virginia.gov

e Department of Accounts Payline (pay history) https://payline.doa.virginia.gov/Login.cfm

e Employee Dispute Resolution_http://www.edr.virginia.gov

e Virginia Retirement Service http://www.varetire.org

e Commonwealth of Virginia Health Benefits Enrollment https://edirect.virginia.gov/

EmployeeDirect

o Flexible Benefits http://www.fbmc-benefits.com/
e Value Options Achieve Solutions (mental health) https://www.achievesolutions.net
e Virginia Governmental Employee Association http://www.vgea.org/
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http://www.anywho.com/
http://www.corp.att.com/directory/
http://www.dexknows.com/
http://www22.verizon.com/
http://www.yellowpages.com/
http://mapquest.com/directons/
https://www.mapquest.com/routeplanner
https://www.speedyroute.com/
https://www.google.com/maps
http://usps.com/
https://www.frbservices.org/
https://covlc.virginia.gov/
http://taxi/Pages/Default.aspx
http://taxi/learning/default.aspx
http://taxi/toolbox/Pages/default.aspx
http://www.mindtools.com/
http://www.dhrm.virginia.gov/
http://www.dhrm.virginia.gov/
http://www.commonhealth.virginia.gov/commonhealthvirginia.htm 
file://///taxdata/qsu94583$/FIELD%20AGENT%20GUIDE%20MAKEOVER/%20http:/www.doa.virginia.gov 
file://///taxdata/qsu94583$/FIELD%20AGENT%20GUIDE%20MAKEOVER/%20http:/www.edr.virginia.gov 
file://///taxdata/qsu94583$/FIELD%20AGENT%20GUIDE%20MAKEOVER/%20http:/www.varetire.org 
http://www.fbmc-benefits.com/ 
file://///taxdata/qsu94583$/FIELD%20AGENT%20GUIDE%20MAKEOVER/Drafts-Copies%20of%20Guides/%20https:/www.achievesolutions.net 
http://www.vgea.org/

Exhibit 27a & 27b - Virginia Employment Commission (VEC)

Virginia Employment Commission (VEC) and Virginia Division of Motor
Vehicles (DMV)

Information from other State Agency computer systems such as the DMV and the VEC can help Field Agents
with finding or verifying addresses, finding possible lien sources, and other information such

as corporate officer information. When using these systems, Field Agents must comply with .
user policies, procedures, and security requirements including maintaining confidentiality of
information. These systems are available to authorized users only and both DMV and VEC Mocha
use the same user identification and password. Passwords expire every thirty days and TH2270

logins are purged from the system after six months of inactivity.

The VEC computer system is a useful tool in locating the following information:
e Third Party Lien sources,
e VEC registration and/or demographic information,
e Social Security Number of Responsible Officer,
e Reported gross wages of a business,
e Beginning and ending liability dates.

The DMV computer system is a useful tool in locating the following information:
e Finding new addresses,
e Current vehicle registrations,
e Liens against vehicles which can provide a possible lien source or an asset such as an
unencumbered antique vehicle,
e Possible lien sources.

PF Keys:

PF keys provide you with a means of moving quickly from screen to screen and are intended to save you
keystrokes. There are two types of function keys. The Standard Function Keys perform the same function,
regardless of what screen you may be viewing. These keys and their functions are listed below.

There are also Screen Dependent Function Keys whose functions change with the screen you are viewing.

You can use these keys to access other inquiry screens directly from the screen you are viewing. Screen
specific PF keys are located at the bottom of each screen.

Standard Function Keys

Help PF1 Displays on-screen information about the screen you are viewing.
Press the <ENTER> key to return to the screen you were viewing.

Return to Main Menu PF2 Returns you to the CSS Main Menu from any screen you are
viewing.

Return to Functional Menu PF3 Returns you to the CSS External User Menu.
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Exhibit 27a - Virginia Employment Commission (VEC)

Virginia Employment Commission (VEC):

Virginia Employment Commission (VEC) — The VEC system is a useful tool in locating third party lien sources by
identifying places of employment for individual taxpayers. Field Agents may manually research VEC for possible lien

sources. VEC can also be used in researching a business to obtain beneficial information such as VEC

registration/demographic details, reported gross wages of a business and liability dates.

Link to VEC: https://css.vec.virginia.gov/VRI/

Requestor ID: TX01 (Same for everyone)

Enter log in information provided by your supervisor.
Username:

Password:

Welcome to the VEC Record Inquiry System

WELCOME TO THE VEC RECORD INQUIRY SYSTEM

LOGIN INFORMATION

Forgot/Change Password?

On your first log in, you will be prompted to change your password and select security questions.

VRI USER CREDENTIALS
USER SECURITY

New Password is required. *

Re-Enter New Password is required.”

Fields marked with an asterisk * are required.

MNew password =

Re-Enter New password = : [ |

Security Question 1= : What is your favorite movie? v

Answer * |
{Ansvrer to the question is required if you forgot your password) [ |

Security Question 2= What was the name of your frst pet? v

Answer * ;
(Ansvrer to the question is required if you forgot your password)

Security Question 3= : What is your favorite flavor of ice cream? v

Answer * ( |
(Ansvrer to the question is required if you forgot your password)

After updating questions, you will be directed to log in again.
Next you will be required to enter a verification code as part of multi-factor authentication. An email will be sent to
your Virginia Tax email address. Enter the code from the email and click SUBMIT to complete the log in process.
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https://css.vec.virginia.gov/VRI/

Verify your email

To make sure this is really you, we sent
a verification code to

Enter the code below. It will expire in 15
minutes.

CANCEL

Help us verify and protect your State of Virginia account Inbox x

State of Virginia <noreply@css vec virginia gov

Email verification code
Enter this code on the identity verification screen:

950494

This code will expire in 15 minutes. If you can't find the identity verification screen, try logging in again

If you didnit try to log in to your State of Virginia account, we recommend that you reset your password now.

Once the code is entered, you will be directed to the main screen.

Welcome to VRI

VEC Record Inquiry System

SEARCH A BUSINESS
To search for information about a business, select Employer Search on the left.

RI > VEC REGORD INQUIRY

&l Welcome to VRI
VEC Record Inquiry System

This system contains confidential Unemployment Compensation information, which shall not be published or be open to public inspection.

When you select a search option, you are acknowledging that you understand these terms,

You may only access those records needed for the performance of your public duties as stipulated in the data sharing agreement executed with the Virginia Employment Commission.

Any person who accesses this system must comply with Federal Regulations (20 CFR PART 603) and the Virginia Unemployment Act (Title 60.2 of the Code of Virginia). Unlawful access or disclosure of a record is a class 2 misdemeanor, punishable by a fine or jail term or both (VA §60.2-114).
Plezse email system questions or problems to: InformationCantrol@vecairginia.gov.

All activity on this system is monitored continuously for audit and security purposes. By accessing and using this system you are consenting to system monitoring for law enforcement and other purposes.

access, use, disclosure, misuse, or abuse of this system or the information contained in the system shall be promptly reported to appropriate agency management, security persennel, and federal, state, and local law enforcement officials.

= For investigation and criminal prosecution
= You will also be subject to all criminal and civil penalties allowed by the law.

Enter at least one search term in the fields. All fields are not required, but at least one field must be filled out to
generate results.

Most commonly used search criteria:
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e FEIN

e Employer Name (name of the business you are searching)

Once information has been input, click the search button in the center of the page to see search results. Reset next to

the search button clears the form.

Requestor ID *:

Employer Search

Please provide at least one of the following fields marked with an asterisk =

7

Employer Name =:

Phone = =
(999-999-9939)

7

OvmerfOfficer's First or Last Name = [ NAICS Code =: [selece ~
FEIN *: [ VEC Account # *: [
Address Line 1% ] Address Line 2 = [
Gity = ] State *:
Zip = [ Email = [
Search results will appear below the input box. Select the radio button next to the record you wish to view and click
select in the center of the page beneath the list of results.
Requestor ID =:
Employer Search
Please provide at least ane of the following fields marked vith an asterisk =
S —
Owner/Officer’s First or Last Hame =t [ MAICS Code *: [-select- v
FEIN = ] VEC Account # =: ]
Address Line 1= [ Address Line 2= [
Gity = 1 State =
Search Results
VEC 1]
SELECT ~ BUSINESS NAME FEIN VEC ACCOUNT # ACCOUNT ADDRESS TELEPHONE
STATUS
@] DIXIE SPICE
O‘ DIXIE SPICE
® DIXIE SPICE
Q DIXIE SPICE Active
1
[seiect [[reset ]
You will be directed to the Employer Details page for the record you selected. This will provide information such as the
demographics and VEC account info.
Employer Details
Employer Name : Trade Name :
Physical Address : Mailing Address : Primary Phone :
FEIN : WEC Account # First Employement Date :  01/01/2019
Account Status : Active Account Setup Date : 08/18/2021 Liablity Date : 01/01/2019
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To determine if a business was reporting wages during a time period, select the year from the drop down box next to
WAGE DETAILS FOR YEAR. With the year selected, click search to the right.

Employer Details

Employer Name : DIXIE SPICE Trade Name :

Physical Address : Mailing Address : Primary Phone :

FEIN : VEC Account # : First Employement Date :  01/01/2017 ‘
02/17/2020 Liablity Date : 01/01/2017

Account Status : Active Account Setup Date :

WAGE DETAILS FOR YEAR: » SSN: l:l LAST NAME: l:l FIRST NAME:

Employee Wages
[Employer search ][ Benefit History || wage Histary |

Employee Wages for the desired year will appear below the Employer Details. Wages reported for each quarter are
displayed in columns across the page. The wages reported for the year are totaled in the bottom right.

Employee Wages
SELECT ~ SSN NAME QTR1 QTR2 OTR3 OTR4 I
50.00 50.00 $0.00 $1,500.00
$0.00 $0.00 $0.00 $1,500.00
50.00 50.00 $0.00 $1,500.00
Total I $0.00 $0.00 $0.00 $4,500.00 I

ANNUAL
$1,500.00
$1,500.00

$1,500.00

If there are no results to display for the selected year, you will receive the message “No Matching Records found in
Employer’s account for the year selected”

Employer Details

Employer Name : STAR CO
Physical Address :
FEIN :

Account Status : Active

* No matching records found in Employer's account for the year selected.

WAGE DETAILS FOR YEAR:

Employee Wages

MOTE: Employer Details provides the VEC account status,
beginning liability date and first employment date. To
determine when wages were last reported for an account,
select the most recent year next to WAGE DETAILS FOR YEAR
and click search. Repeat years in descending order until
results are displayed.

SEARCH AN INDIVIDUAL
To search for an individual taxpayer’s employment information, select Wage History on the left side.
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VRI > VEC RECORD INQUIRY

Welcome to VRI
VEC Record Inquiry System

This system contains confidential Unemployment Compensation information, which shall not be published or be open to public inspection.
When you select a search option, you are acknowledging that you understand these terms,
You may only access those records needed for the performance of your public duties as stipulated in the data sharing agreement executed with the Virginia Employment Commission.

Any person whe accesses this system must comply with Federal Regulations (20 CFR PART 603) and the Virginia Unemployment Act (Title 60.2 of the Code of Virginia). Unlawful access or disclosure of a record is a class 2 misdemeaner, punishable by a fine or jail term or both (VA §60.2-114).

Please email system questions or problems to: InformationControl@vec.virginia.gov.

All activity on this system is monitored continuously for audit and security purposes. By accessing and using this system you are consenting to system monitoring for law enforcement and other purposes.

access, use, disclosure, misuse, or abuse of this system or the information contained in the system shall be promptly reported to appropriate agency management, security personnel, and federal, state, and local law enforcement officials.

« Forinvestigation and criminal prosecution
« ouwill alsa be subject to all criminal and civil penaltes allowed by the law.

Enter the SSN of the taxpayer to research.

Once information has been input, click the search button in the center of the page to see search results. Reset next to
the search button clears the form.

Reaquestor 10 = . Hame :

Search results will appear below the input box. The Employer Reported Wages detail lists the name of an employer,
the year and quarter of the reported wages and the dollar amount.

Select the radio button next to EMPLOYER NAME and the Employer Details will populate below, providing
demographic information for the employer.

To view more information about the employer, with the radio button selected, click Employer Information in the
center of the screen.

Requestor 0+ . Name

Individual Details

Gender: Female Primary Phonez:

Employer Reported Wages

SELECT EMPLOYER NAME QUARTER

-

WAGES EMPLOYEE NAME
(O] DIXIE SPICE 1 2019 $1500.00
Q DIXIE SPICE . 4 2018 §1500.00

Employer Details

Employer Name : DIXIE SPICE Trade Name :
Physical Address : Mailing Address : Primary Phones:
FEIN : WEC Account # !
MAICS Code : Total Reported Wages: $3,000.00 .
 —
[ Benefit History || Employer Information [

MOTE: If there are not reported wages for an individual, nothing happens. There is not a message indicating no reported wages. The
Name and Individual Details field will be populated if available after you search by an 55N, but the Employer Reported Wages and
Employer Details will remain blank.

To search benefits information for an individual, select Benefits History on the left side.
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VRI > VEC RECORD INQUIRY

Welcome to VRI
VEC Record Inquiry System

This system contains confidential | I formati

which shall not be published or be open to public inspection.

When you select a search option, you are acknowledging that you understand these terms.

You may only access those records nesded for the performance of your public duties as stipulated in the data sharing agresment executed with the Virginia Employment Commission,

Any person who accesses this system must comply with Federal Regulations (20 CFR PART 603} and the Virginia Unemployment Act (Title 60.2 of the Code of Virginia). Unlawful access or disclosure of a record s a class 2 misdemeanor, punishable by 2 fine o jail term or both (VA §60.2-114).
Plezse email system questions or problems to: InfarmationControl@vec.virginia,gov.

All activity on this system is monitored continuously for audit and security purposes. By aceessing and using this system you are consenting to system monitoring for law enforcement and other purposes.

Unauthorized access, unauthorized use, unauthorized disclosure, misuse, or abuse of this system or the information contained in the system shall be promptly reperted to appropriate agency management, security personnel, and federal, state, and local law enforcement officials.

« For investigation and criminal prosecution
« You will also be subject to all criminal and civil penalties allowed by the law.

Enter the SSN of the taxpayer to research.

Once information has been input, click the search button in the center of the page to see search results. Reset next to
the search button clears the form.

Requestor 1D *:

Claim

Monetary

Individual Details

30 45 g5 Name : Birth Date :

Benefit Year Benefit Year

Claim ID e Ben Liable State Program Status
Mo Claim/Claimant selected...
WEEKLY MAXIMUM REMAINING
TYPE BENEFIT BENEFIT BENEFIT FUND LU s
AHOUNT AMOUNT AMOUNT

No ClaimjClaimant Selected...

Physical Address:

Primary Phones:

Payment Summary

Mailing Address: Gender:

File Date:

INo Ttems found*

The Name and Birthdate will populate after a search by SSN is entered. Individual Details will contain helpful
demographic information for the individual such as address and phone number.

If claims are available, information will generate below Claim and Monetary fields. Select the drop down arrow to
determine if multiple claims are available to view.

. Benefit Year Benefit Year .
Claim ID Begin End Liable State Program Status

Claim 04/26/2020 04/24/2021 VA Ul Deny ( hd
Payment Summary will detail the dates and amounts of the benefits received for each selected claim.

Payment Summary

K41, 20

SELECT W STATUS PROGRAM PAYMENT DATE PAYMENT STATUS WBA DEDUCTIONS DISTRIBUTIONS W‘r

(O] 09/04/2021 Processed PUA 09/13/2021 Processed $158.00 $0.00 $0.00 $158.00

@] 08/28/2021 Processed PUA 08/30/2021 Processed £158.00 £0.00 $0.00 $158.00

O 08/21/2021 Processed PUA 08/23/2021 Processed $158.00 £0.00 $0.00 $158.00

Additional resources: Training video for new VRI system on Benefits and Wages screens
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https://www.vec.virginia.gov/sites/default/files/VUIS_VRI-Benefits-and-Wages-Screens.mp4

Exhibit 27b —Division of Motor Vehicles (DMV)

Division of Motor Vehicles (DMV):

. To access DMV, double click the icon to open a session. You will then get the following options:

£ DMV Mocha tn3270 |

2 FMS Mocha tn3270

® Mocha TM3270 (last session)
2 VEC Mocha tn3270

Mocha I
TH3Z70

O LFHE -
If you already have a session open in VEC you may click on the “File” tab at [ Fie |
the top left hand side of the screen and then select “DMV” from the B
“Recent Documents”. If opening an additional tab, this will allow you to
toggle between DMV and VEC. @
=

Recent Documents
New

pen

©

LA

ave

Once you are at the Virginia Information Technology Screen, you will enter “DMV” and press <ENTER>.

VIRGINIA INFORMATION TECHNOLOGIES AGENCY
COMMONWEALTH NETWORK

NOTICE AND WARNING: THIS STEM IS THE PROPERTY OF THE COMMONWEALTH OF
VIRGINIA AND MAY CONTAIN . GOVERNMENT TINFORMATION. BY ACCESSING AND USTING
THIS COMPUTER SYSTEM, YOU E CONSENTING TO SYSTEM MONITORIN FOR LAW

ENFORCEMENT AND OTHER PURPO . ALL ACTIVITY ON THIS STEM MONITORED
CONTINUOUSLY. EVIDENCE OF UNAUTHORIZED ACCESS, UNAUTHOR D E. MISUSE.OR
ABUSE OF THIS SYSTEM OR THE INFORMATION CONTAINED IN TH EM SHALL BE
PROMPTLY REPORTED TO APPROPRIATE AGENCY MANAGEMENT., SECURITY PERSONNEL.

AND FEDERAL., STATE. AND LOCAL LAW ENFORCEMENT OFFICIALS FOR INVESTIGATION AND
CRIMINAL PROSECUTION. YOU WILL ALSO BE SUBJECT TO ALL CRIMINAL AND CIVIL
PENALTIES ALLOWED BY THE LAW.

Enter your user name and password and press <ENTER>.

You will see a security warning Banner. Press <ENTER>.

SECURITY WARNING BANNER

DMV'S CUSTOMER RECORDS ARE CONSIDERED PRIVILEGED AND THE ACCESS,
u . AND RELEASE OF THESE RECORDS IS RESTRICTED BY FEDERAL AND
STATE LAWS. THE ACC AND USE OF TH ECORDS IS NSIDERED AS
CONSENT TO AGENCY MONITORING AT ALL TIMES. VIOLATION OF THE LAWS
GOVERNING THESE RECORDS COULD RESULT IN CIVIL PENALTIES AND/OR
CRIMINAL PROSECUTION. DMV EMPLOYEES VIOLATING THESE LAWS OR THE

AGENCY'S INFORMATION SECURITY POLICY ALSO MAY BE SUBJECT TO
DISCIPLINARY ACTION. INFORMATION ON ANY POSSIBLE VIOLATIONS MAY
BE PROVIDED TO LAW ENFORCEMENT OFFICIALS.

PRESS ENTER TO CONTINUE

You will now be on the CSS Main Menu. Field Agents are external user, so you will always Enter “Q” at the
bottom and press <ENTER>.
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J XE<C—|NO

AL
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.

O

Enter-PF1---PF2---PF3---PF4---PF! -PF6---PF7---PF8---PF
Help

This is the external User Menu. Not all options are available for all users. Your user agreement number and
request reason code automatically displays and determines which screens you are authorized to access.

00Z0o9

On the external user menu, you will see options A-Z, one and two. Each is a different inquiry and requires
specific customer information to perform the search. Field Agents have access to the following screens:
e C- Customer Primary Information: Requires you to search using the social security number, FEIN or
driver’s licenses number. Not all taxpayers with FEIN’s will be found in DMV.
o On this screen you will find the following:
= Customer’s name
= Customer number
= Social security number
= Date of birth
= Current mailing address and sometimes physical address
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e D —Driver Primary Status: Requires you to search using the social security number or FEIN.
o On this screen you will find the following:

Customer’s name

Customer number

Social security number

Date of birth

Current mailing address and sometimes physical address
Different licenses issued to the customer

Physical description of the person

Issue date and expiration date of the license

May have license surrender date

e E—Prior Name and/or address: Requires you to search using the social security number or FEIN.
o On this screen you will find the following:

Prior names and effective dates
Prior addresses and effective dates
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01/12/16

e | —Name Inquiry: Screen allows you to search by an individual or business name. You will enter the
name (John Smith or Smith Enterprises) and press <ENTER>. Continue to press enter to scroll down
to locate the taxpayer you are looking for.

Results from name
search will appear here.

The next few screens will help with locating lien sources.
e M —Vehicle Inquiry: Requires you to search using the social security number or FEIN.
o On this screen you will find the following:
= List customer vehicles
= Shows lienholders
= VIN number
= Title number
You can select each vehicle by enter the corresponding letter “Enter Choice”.
PF6 > Page forward to the C screen
PF8 > Page forward to the D screen
PF3 > Return to the beginning

O O O O

261



ENTER CHOICE[::::J

5]

M5067 END OF INQUIRY

=  When you select “A” and press <ENTER>, vehicles owned by both the taxpayer and/or the
business will display. There are multiple screens under this selection; you will press
<ENTER> to see those. You will notice here the additional options “A - L”.

= On this screen you will find the following:

o VIN number

Title number

Year, make and model

Purchase price

Plate number

Purchase date

O O O O O
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= The most valuable to tax would be option “B” —“liens”. Select option “B” by entering the
letter and pressing <ENTER>.

If no lien information is available for a vehicle, you will see the banner “no additional information
found for this selection”.

Check under the FEIN (XXXXXXXXX) for other vehicles with possible lien sources. A “Y” will be listed
by “# of liens”. This is a quick way to tell if there is a possible lien source. Select the first vehicle “A”
and press <ENTER>. This in the “Vehicle Inquiry “screen so remember there are multiple screens so
continue to press <ENTER> until you get to the last page.

If there is a “Y” next to “liens”, enter option “B” and press <ENTER> and you will see the lien holder.
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M5067 END OF INQUIRY

NOTE: Sometimes you will find that the taxpayer has the vehicle financed through the bank that
the taxpayer does their banking. Other times, you will simply find a finance company like

“GMAC”.
N — Vehicles Owned by Customer: We have access to this screen however, when you make the

vehicle selection, it takes you to the “M” screen.

00Z09
I

M1726 NO VEHICLES ON FILE OWNED BY THIS CUSTOMER

ENTER CHOICE I:'

5]

M5067 END OF INQUIRY
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O — Inactive Veh Owned by Customer: Even though the vehicle is inactive, you may see some lien
information on the vehicle.
o On this screen you will find the following:
= List vehicles previously owned
= Disposition date

ENTER CHOICE:

= &=

M1921 END OF INQUIRY

P — Current Plate Owner Inquiry: This screen allows you to search by the license plate number of
the vehicle.
o On this screen you will find the following:
=  Reports date plates number was issued
= Expiration date
= Name of the customer that the plate was issued to
= VIN number of the vehicle that goes to that plate number

ENTER CHOICE: _

M5067 END OF INQUIRY

NOTE: This is useful when you are in the field. When in the field, write down the license plate
numbers of any vehicles at the place of business or residence. When you are able to locate the
vehicle information by the plate number, you identify your taxpayer and possibly locate
additional lien sources.
Q — Prior Plate Owner Inquiry: This screen search is performed using the plate number.

o On this screen you will find the following:
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=  Shows who held the plate previously
= Make and model of the vehicle

= Customer’s name

=  Social security number

= Customer number

= Dateissued and date expired

ENTER CHOICE: _

5] o]

M5067 END OF TINQUIRY

R — Current Plates on Vehicle: This screen allows you to search by customer number, name, plate
number, or VIN. Once the search is completed, it forward you to the “M” Screen Vehicle Inquiry
Screen.

ENTER CHOICE: _

5]

M5067 END OF INQUIRY

S — Prior Plates on Vehicle: This screen allows a search by name, VIN number, or title number.
o A name look up will show prior plates that a particular person had
o AVIN look up gives prior plates for the vehicle
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I
HEA

RENEWAL

ENTER CHOICE: _

5]

M5067 END OF INQUIRY

T — Vehicle Lien Info Inquiry: This screen moves to the “N” Screen and after making a vehicle
selection, it will move to the “M” screen. Enter the SSN or FEIN in the customer number field.

ENTER CHOICE[::::]

5]

M5067 END OF INQUIRY

U — Vehicle Owner(s) Inquiry: This screen allows you to use F7, F8, or F9 keys to short cut to other
screens previously listed on the reference guide.

ENTER CHOICE: _

M5067 END OF

=, E_IE IE =
NQU

V — Previous Vehicle Owner(s): On the “V” screen, you have to search using a VIN or title number
and it gives a list of previous owners of the vehicle.
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00Z09

M1704 [NO RECORD FOUND

NOTE: Once you become acclimated in DMV, you will mostly use the “D”, “E”, “I”, “N”, “O”, and “1”
functions. The information found on these screens are sometimes duplicated on other screens and
sometimes screens are forwarded to these.

The large reference guide is a good source for additional information needed to search for each of the
above screens.
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Exhibit 27c — State Corporation Commission (SCC)

SCC

STATE CORPORATION
COMMISSION

State Corporation Commission

The Clerk’s Information System (CIS) is an online tool that allows the public to search for key business
information and helps businesses to more quickly and easily make payments and submit most filings
required under Virginia law. Users can manage their business information in one place from their online
dashboard, including annual reports, online payments, certificates, and other correspondence, so nothing
ever gets lost. Additionally, the system has controls in place to prevent common filing errors and allows for
real-time approvals, so you do not have to wait to find out if a document was accepted.

1. How do I sign up for a CIS account in the new system?
You can create a CIS account online by entering your name, address, phone number, and email. You
will need to create a username and secure password. A third-party identity management database
will verify your information. If it matches, your account will be created, and you can begin using the
new system immediately. For step-by-step instructions, see our How-to guide on creating an
account here.

2. | am getting the error message “Experian was not able to verify the name and home address
combination." What do | need to do?
CIS includes an identity verification step that validates your identity by cross-referencing it to your
home address, not your business address. If you are still seeing this error, visit our account help
request form to view additional troubleshooting tips or to submit a request to the Clerk's Office.

3. Icreated a new CIS account but forgot my password. How do | reset it?
You can reset your password by choosing the “Forgot your password?” option from the CIS login
page. You will receive an email with the new password. It may take a few minutes to receive it.

https://cis.scc.virginia.gov/

e Type in the name of the business you want to search.

State Corporation Commission

Clerk's Information System

SIGN IN Business Entity Search Using CI$
Forgot your password? Enity Name: ) Create a GIS Account
Username:* Pay Fees Online
Entity ID PIN Help
Advanced Search Hovto Guides
Frequently Asked Questions
—
: Business Services
UCC and Federal Lien Search
® Filing Number C Debtor Name Certificate Verification
Check Name Availability
Fiing Number:* Download Reports
Download Data and Images
All customers, regardless D Advanced Search
of existing accounts with Resources

SCC, must register for a
new account in the CIS. If
you already created a CIS
account, please sign in

Clerk’s Office Home
Business Formation
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e Click on the Entity ID to retrieve the business information

Entity Name
ID Entity Name Type Entity Type Principal Office Address
£ Click the entity ID link Legal Limited Liability Inactive

Name Company

e This screen will give you the following information
o Entity Name

Entity Type

Formation Date

Entity ID

Entity Status

Reason for Status

Status Date

Registered Agent Information

Principal Office Address

Principal Information

O O O 0O O O O 0 O

Entity Information

Entity Name: Entity ID:
Entity Type: Limited Liability Company Entity Status: Inactive
Formation Date: 11/17/2016 Reason for Status: Automatically Canceled - Registration Fee - Can Reinstate
VA Qualification Date: 11/17/2016 Status Date: 02/28/2018
Industry Code: 0 - General Period of Duration: Perpetual
Jurisdiction: VA Annual Report Due Date: N/A
Registration Fee Due Date: 11/30/2017 Charter Fee: N/A

Registered Agent Information

RA Type: Individual Locality: HANOVER COUNTY
RA Qualification: Member or Manager of the Limited Liability
Company
Name: Registered Office Address:
Principal Office Address
Address:

Principal Information

Management Structure:  N/A

Filing History RA History Name History Previous Registrations Garnishment Designees

e You can click on any of the five tabs below to get additional information:
o Filing History
o RAHistory
o Name History
o Previous Registrations
o Garnishment Designees
o Back to Login

Filing History Name History Previous Registrations Gamishment Designees
Back to Login
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e Filing History — will give you the details of the business filings on file. Click on the magnifying glass

under View and you can view the document that was filed. When prompted, do not “download”
just click on “open” to view the document.

Do you want to open or save _219160956.pdf (93.5 KB) from cis.sccvirginia.gov? ‘ Open H Save ‘VH Cancel ‘ X

Enaty Infarmation
Entity Mame

Entity Type: Lenfed Liabslty Company

Entity ID

Entity Stabus Inactive

Farnation Date. 11172018 Reddon for Slatus. Automabcally Canceled - Regatration Fee - Can Renitale
Wik Cualfication Date  11/17/2018 Status Date: Q2282018
Indusiry Code: 0 - General Period of Duration:  Perpetual
Junisdction VA Annisal Report Due Date: NA
Regstraton Fee Due Date: 11302017 Chartes Fes: NA

Filing History Details

CEEVENT  08TIR0NT  1T08316TET Staternent of Change of Regrstened Offce and'or Approved WA I z
Regestered Agent House

BOaNT 080T 1T08316TE6 Saternent of Pincipal Offce Changs Appdoved MR I 2
House

HATRZME TG 1611175488 Artcles of Organizabion Appeeved  NA Ie- 3
House

Page 100 4, teceess 180 3083
Back Retum 1o Search Retum 1o Results m

This is an example of an annual report filed with the State Corporation Commission.

]
1 o
CHESAPEAKE, VA 23320-5173

. CITY OR COUNTY OF VA REGISTERED OFFICE:
236-CHESAPEAKE CITY

. STATE OR COUNTRY OF INCORPORATION:
VAVIRGINIA

“

-

print in black only.

& PRINCIPAL OFFICE ADDRESS:

I 2019 ANNUAL REPORT 219160956--11/7/201
TH OF VIRGINIA N
————— STATE CORPORATION COMMISSION ;
I T -
1. CORPORATION NAME: g
THE ZORPORATION DUE DATE: 123119 :
2 VAREGISTERED AGENT NAME AND OFFICE ADDRESS: ATTY. SCCIDMNO.: Leceeee .

DO NOT ATTEMPT TO ALTER THE INFORMATION ABOVE. Carefully read the enclosed instructions. Type or

5. TOTAL NUMBER OF AUTHORIZED
SHARES: 1,000

[l 8 miruas whomn b & comect =i
ADDAESS: ADDRESS:
CITY/ST/ZIP  CHESAPEAKE, VA 23323 CITYSTZIP

7. DIRECTORS AND PRINCIPAL OFFICERS:

A8 drecion and principal officens must be ksled.

e o

5]

o an ks oo beom o om

OFFICER [§ DIRECTOR [§

NAME: NAME:
TITLE: PRES/TREAS TITLE:
ADDRESS: ADDRESS:
CITYETIZP: CHESAPBAKE. VA 23322 Civvmiae:

OFFICER [ DIRECTOR 0O

RE OF DIRECTORIDFF
LISTED IN THES REPDRT

INTED NAME AND CORFORATE TITLE

a5 of the

~

o Metd

DATE
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2019 ANNUAL REPORT CONTINUED =1

CORPORATION NAME: DUE DATE: 1213119
SCC 1D MO

Al direciors and principal oficars must ba listed
7. DIRECTORS AND PRINCIPAL OFFICERS: (continued) #An individual may be designated as both a dinecior and an oficer,

appropriate bom wikess oo Dce i Blank: 1P Block o T lof s blank or Gonlaing incomed dala. plarss mark agoeopriale
irmalion Boomect [ ieimation B nesimed [ Delelo inlarmakion B dnd s inkrmasicn Delowr: Dﬂl’!m DN‘.“‘.- nw

OFFICER [ DIRECTOR [ OFFICER [] DIRECTOR O
NAME: M NAME:
TITLE: SECRETARY TITLE:
ADDRESS: ADDRESS:
CITY/ST/ZIP: CHESAPEAKE, VA 23322 CITYISTRZIP:
Mk aponpriats box uniess el Rekow i bl i Bdock ko he left s biank or containg ncomect data, please mark Appropeale

O iomation meomoet.  [] dedommaon isincoeea [] Doty inipemation, | 00" 019 07080 ommation Bow - e vuction [ Addiion. [ Pispiscement

OFFICER [0 DIRECTOR O OFFICER [0 DIRECTOR O
MNAME: NAME:
TITLE: TITLE:
ADDRESS: ADDRESS:
CITYISTZIP: CITY/IST/ZIP:
ke BEooDGrLale b sk r0A baitw i Blaric 1f th Lisck 1 o bt b i o 0l incomisc clals, pliase mark Appropene

s e s iR TR Do

O infemation heored [ nlowaon s incomect [ Dolme inlormaton [ Comoction [ Ackiion [] Replacamen

OFFICER [] DIRECTOR [J OFFICER [J] DIRECTOR [
NAME: MNAME:
TITLE: TITLE:
ADDRESS: ADDRESS:
CITY/STZIP: CITY/STIZIP:

You can obtain officers of the business from this report.

At the bottom of most screens, you will find the following buttons:

Back Return to Search Retum to Results Back to Login

BACK: Takes you back one screen
RETURN TO SEARCH:  Returns you to the search screen
RETURN TO RESULTS:  Will take you back to your Business Entity search results

UCC / Federal Tax Lien Search

The Clerk's Information System (CIS) contains most information on file at the Commission for Uniform
Commercial Code financing statements and federal tax liens. This information can be searched by the name
of the debtor or secured party, or by the file number. The file number is a number assigned by the Clerk’s
Office once a filing has been processed. Images of UCC and federal tax lien documents filed in the Clerk’s
Office since October 1, 2003, in PDF format, are available in CIS.

1. Where can information be found regarding UCC Tax Liens Searches? https://cis.scc.virginia.gov/

2. Can UCC filings be viewed online? Yes, visit CIS to view filings online.
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3. Does the index of UCC filings also include Tax Liens filing?
UCC and Tax Lien searches can be performed as separate or combined searches.

4. What information is returned with the results from a UCC search?
A search report includes the date of the search, the search criteria, number of records found, the
type of search performed and data about the filing chains found. Filing chain data include the initial
file number, debtor name(s), secured party name(s) and any associated subsequent filings.

Select Search By — Debtor Name

Select Organization and then type the business name.

UCC AND FEDERAL LIEN SEARCH

| Would Like To Search By:

Select one: O Filing Number @® Debtor Name

® Starts With O Exact Match O Contains

C Individual ® Organization ¢

Organization Name: ™

The Search will bring up the following screen. Click on the filing number to view the document.

Lapse
Filing # Filing Type Action Debtor Name Debtor Address Date
ucc-1 Initial Financing Organization  05/23/2023
Statement
09t 512 Federal Tax Notice of Federal ‘Organization 08/03/2019
Lien Tax Lien
13 478 UCC-1 Initial Financing Organization 05/23/2023
Statement
i 147 Federal Tax Notice of Federal Organization ~ 03/30/2021
Lien Tax Lien

The next page will give you more details and you will be able to view different documents that have been
filed by selecting the magnifying glass.

Search Results for UCC-1 Initial Finaneing Statement - Filing Number 130 78

Lien Information
Fs# Microfilm # Status. Date Filed Lien Type Lapse Date Purge Date
E I 1w Unlapsed 052372013 UCC-1 Initial Financing 057232023 057232024

Statement

Debter Informatien

Debtor Name Debtor Address Type
2351 - 0000, LISA Organizaton
23861 - 0000, USA Qrganization

Secured Party Information

Secured Party Name. Secured Parly Address Type
SERVICES 1.770- PO GA, 30188 - 0000, USA Organizaton

Filing History Information

Filog Type Fing Action . View e
wooss uoc1 il Finaning Staterent oszaz013 nsouse )
LTI i1 18 43 ucG-3 Gontinuation 040052018 In-House 2
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UCCFINANCING STATEMENT
FOLLOW IMSTRUCTIONS (front and back) CAREFULLY

A, NAME & PHONE OF CONTACT AT FILER [optional]
c :ions --- 3282
B SEND ACKNOWLEDGMENT TO: (Marme and Address)

-

File Number

I 3

File Date and Time May 23, 2003 at 11:04 AM.

_|IFiea

Virginia State Corporation Commission
THE ABOVE SPACE IS FOR FILING OFFICE USE ONLY

1.DEBTOR'SEXACT FULLLEGAL NAME -

ame(iaar

Ja. DRGANIZATION'S NAME

——— e mm——eeem————y  LHC .
O S, INBAVIGUAL SLAST HAME FIRST NAME [MIDOLE NAME [SUFFIX
1. MAILING ACORESS Gy STATE |POSTAL CODE COUNTRY
n 5t Franklin VA 23851
1d SEEINSTRUCTIONS ADDLINFORE | ie. TYPE OF ORGANZATION 17, JURISCICTION OF ORGANZATION 15 ORGANIZATIONAL ID#. # any

DRGANIZATION =
ITOR Corporation

| VA

[y |

(s

2. ADDITIONAL DEBTOR'S EXACT FULL LEGAL NAME - insert orfy one debtor name (2a of 2b) - o not abbreviate o combine names

2a ORGANZATION'S NAME

ant
oR 2. INDIVICUAL'S LAST NAME FIRST NAME MIDDLE NAME [EUFRX
20, MAILING ACCRESS cmy STATE |POSTAL CODE [COUNTRY
e —— Franklin 23851
2d. SEEINSTRUCTIONS ADOL INFORE | 28, TYFE DF ORGANIZATION 2 JURISCICTION OF ORGANIZATION 79 ORGANZATIONAL ID #, f any
ORGANZATION =
DEBTOR Corporation | VA [Jrone
3.SECURED PARTY'S NAME jar NAME of TOTAL R &) insertanly {3aordb)
Sa. ORGANIZATICN'S NAME
[ e em - . _18-5478
oF 0. INDIVIDUAL'S LAST NAME FIRGT NAME MICOLE NAME [GuFFIX
3. MAILING ACCRESS omy STATE |POSTAL COCE [ COUNTRY
P.C Bol 1 ck GA 30188

A This FANANCING STR’EMENT ‘covers. the following collateral”
All personal property of the Debtor, including without limitation accounts, chattel
paper, documents, equipment, general intangibles, instruments, inventory (as those terms
are defined in Article 9 of the Uniform Commercial Code in effect from time-to-time in
the State of New York) wherever located, now or hereafter owned or acquired by the
Merchant; (b) All trademarks, trade names, service marks, loges and other sources of
business identifiers, and all registrations, recordings and applications with the U.S.
Patent and Trademark Office and all renewals, reissues and extensions therecof
{cellectively, "Trademarks") whether now owned or hereafter acquired, together with any
written agreement granting any right to use any Trademarks; and (c) All proceeds as that
term is defined in Article 9 of the Uniform Commercial Code. All of Secured Party's
right, title and interest in and to presently existing and future credit card
receivables due to Debtors from Debtors' credit card processors which are sold from time
to time. The sale of future credit card receivables is intended to be a sale and not an
assignment for security.

5. ALTERNATIVE CESIGHATION
= 5

SIATE R
8. OPTIONAL FILER REFEREN!
VA-0-31 &

FILING OFFICE COPY — UCGC FINANCING STATEMENT (FORM UCC1) (REV. 05V22/02)
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State and Local Government Conflict of Interests Act

§2.2-3100. Policy; application; construction.

The General Assembly, recognizing that our system of representative government is dependent in part
upon (i) citizen legislative members representing fully the public in the legislative process and (ii) its citizens
maintaining the highest trust in their public officers and employees, finds and declares that the citizens are
entitled to be assured that the judgment of public officers and employees will be guided by a law that
defines and prohibits inappropriate conflicts and requires disclosure of economic interests. To that end and
for the purpose of establishing a single body of law applicable to all state and local government officers and
employees on the subject of conflict of interests, the General Assembly enacts this State and Local
Government Conflict of Interests Act so that the standards of conduct for such officers and employees may
be uniform throughout the Commonwealth.

This chapter shall supersede all general and special acts and charter provisions which purport to deal with
matters covered by this chapter except that the provisions of §§15.2-852, 15.2-2287, 15.2-2287.1, and
15.2-2289 and ordinances adopted pursuant thereto shall remain in force and effect. The provisions of this
chapter shall be supplemented but not superseded by the provisions on ethics in public contracting in
Article 6 (§2.2-4367 et seq.) of Chapter 43 of this title and ordinances adopted pursuant to §2.2-3104.2
regulating receipt of gifts.

The provisions of this chapter do not preclude prosecution for any violation of any criminal law of the
Commonwealth, including Articles 2 (Bribery and Related Offenses, §18.2-438 et seq.) and 3 (Bribery of
Public Servants and Party Officials, §18.2-446 et seq.) of Chapter 10 of Title 18.2, and do not constitute a
defense to any prosecution for such a violation.

This chapter shall be liberally construed to accomplish its purpose.

§18.2-11. Punishment for conviction of misdemeanor.

The authorized punishments for conviction of a misdemeanor are:

(a) For Class 1 misdemeanors, confinement in jail for not more than twelve months and a fine of
not more than $2,500, either or both.

(b) For Class 2 misdemeanors, confinement in jail for not more than six months and a fine of not
more than $1,000, either or both.

(c) For Class 3 misdemeanors, a fine of not more than $500.

(d) For Class 4 misdemeanors, a fine of not more than $250.

For a misdemeanor offense prohibiting proximity to children as described in subsection A of §18.2-370.2,
the sentencing court is authorized to impose the punishment set forth in subsection B of that section in
addition to any other penalty provided by law.

§18.2-182.1. Issuing bad checks in payment of taxes.
Any person who shall make, draw, utter, or deliver two or more checks, drafts, or orders within a period of
ninety days which have an aggregate represented value of $1,000 or more, for the payment of money upon
any bank, banking institution, trust company, or other depository on behalf of any taxpayer for the
payment of any state tax under §58.1-486 or §58.1-637, knowing, at the time of such making, drawing,
uttering, or delivering, that the account upon which such check, draft, or order is drawn has not sufficient
funds or credit with such bank, banking institution, trust company, or other depository for the payment of
such check, draft, or order, although no express representation is made in reference thereto, shall be guilty
of a Class 1 misdemeanor. The word "credit," as used herein, means any arrangement or understanding
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with the bank, banking institution, trust company, or other depository for the payment of such check, draft,
or order.

§58.1-3. Secrecy of information; penalties.
Except in accordance with a proper judicial order or as otherwise provided by law, the Tax Commissioner or
agent, clerk, commissioner of the revenue, treasurer, or any other state or local tax or revenue officer or
employee, or any person to whom tax information is divulged pursuant to this section or §58.1-512 or 58.1-
2712.2, or any former officer or employee of any of the aforementioned offices shall not divulge any
information acquired by him in the performance of his duties with respect to the transactions, property,
including personal property, income or business of any person, firm or corporation. Such prohibition
specifically includes any copy of a federal return or federal return information required by Virginia law to be
attached to or included in the Virginia return. This prohibition shall apply to any reports, returns, financial
documents or other information filed with the Attorney General pursuant to the provisions of Article 3
(83.2-4204 et seq.) of Chapter 42 of Title 3.2. Any person violating the provisions of this section is guilty of a
Class 1 misdemeanor. The provisions of this subsection shall not be applicable, however, to:

=

Matters required by law to be entered on any public assessment roll or book;

Acts performed or words spoken, published, or shared with another agency or subdivision of the

Commonwealth in the line of duty under state law;

3. Inquiries and investigations to obtain information as to the process of real estate assessments by a
duly constituted committee of the General Assembly, or when such inquiry or investigation is
relevant to its study, provided that any such information obtained shall be privileged;

4. The sales price, date of construction, physical dimensions or characteristics of real property, or any
information required for building permits;

5. Copies of or information contained in an estate's probate tax return, filed with the clerk of court
pursuant to §58.1-1714, when requested by a beneficiary of the estate or an heir at law of the
decedent or by the commissioner of accounts making a settlement of accounts filed in such estate;

6. Information regarding nonprofit entities exempt from sales and use tax under §58.1-609.11, when
requested by the General Assembly or any duly constituted committee of the General Assembly;

7. Reports or information filed with the Attorney General by a Stamping Agent pursuant to the

provisions of Article 3 (§3.2-4204 et seq.), when such reports or information are provided by the

Attorney General to a tobacco products manufacturer who is required to establish a qualified

escrow fund pursuant to §3.2-4201 and are limited to the brand families of that manufacturer as

listed in the Tobacco Directory established pursuant to §3.2-4206 and are limited to the current or
previous two calendar years or in any year in which the Attorney General receives Stamping Agent
information that potentially alters the required escrow deposit of the manufacturer. The
information shall only be provided in the following manner: the manufacturer may make a written
request, on a quarterly or yearly basis or when the manufacturer is notified by the Attorney

General of a potential change in the amount of a required escrow deposit, to the Attorney General

for a list of the Stamping Agents who reported stamping or selling its products and the amount

reported. The Attorney General shall provide the list within 15 days of receipt of the request. If the
manufacturer wishes to obtain actual copies of the reports the Stamping Agents filed with the

Attorney General, it must first request them from the Stamping Agents pursuant to subsection C of

§3.2-4209. If the manufacturer does not receive the reports pursuant to subsection C of §3.2-4209,

the manufacturer may make a written request to the Attorney General, including a copy of the

prior written request to the Stamping Agent and any response received, for copies of any reports
not received. The Attorney General shall provide copies of the reports within 45 days of receipt of
the request.

N
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A. Nothing contained in this section shall be construed to prohibit the publication of statistics so
classified as to prevent the identification of particular reports or returns and the items thereof or the
publication of delinquent lists showing the names of taxpayers who are currently delinquent,
together with any relevant information which in the opinion of the Department may assist in the
collection of such delinquent taxes. Notwithstanding any other provision of this section or other law,
the Department, upon request by the General Assembly or any duly constituted committee of the
General Assembly, shall disclose the total aggregate amount of an income tax deduction or credit
taken by all taxpayers, regardless of (i) how few taxpayers took the deduction or credit or (ii) any
other circumstances. This section shall not be construed to prohibit a local tax official from disclosing
whether a person, firm or corporation is licensed to do business in that locality and divulging, upon
written request, the name and address of any person, firm or corporation transacting business under
a fictitious name. Additionally, notwithstanding any other provision of law, the commissioner of
revenue is authorized to provide, upon written request stating the reason for such request, the Tax
Commissioner with information obtained from local tax returns and other information pertaining to
the income, sales and property of any person, firm or corporation licensed to do business in that
locality.

2. This section shall not prohibit the Department from disclosing whether a person, firm, or corporation
is registered as a retail sales and use tax dealer pursuant to Chapter 6 (§58.1-600 et seq.) or whether
a certificate of registration number relating to such tax is valid. Additionally, notwithstanding any
other provision of law, the Department is hereby authorized to make available the names and
certificate of registration numbers of dealers who are currently registered for retail sales and use tax.

3. This section shall not prohibit the Department from disclosing information to nongovernmental
entities with which the Department has entered into a contract to provide services that assist it in
the administration of refund processing or other services related to its administration of taxes.

4. This section shall not prohibit the Department from disclosing information to taxpayers regarding
whether the taxpayer's employer or another person or entity required to withhold on behalf of such
taxpayer submitted withholding records to the Department for a specific taxable year as required
pursuant to subdivision C 1 of §58.1-478.

5. This section shall not prohibit the commissioner of the revenue, treasurer, director of finance, or
other similar local official who collects or administers taxes for a county, city, or town from disclosing
information to nongovernmental entities with which the locality has entered into a contract to
provide services that assist it in the administration of refund processing or other non-audit services
related to its administration of taxes. The commissioner of the revenue, treasurer, director of
finance, or other similar local official who collects or administers taxes for a county, city, or town
shall not disclose information to such entity unless he has obtained a written acknowledgement by
such entity that the confidentiality and nondisclosure obligations of and penalties set forth in
subsection A apply to such entity and that such entity agrees to abide by such obligations.

B. (Effective until October 1, 2019) Notwithstanding the provisions of subsection A or B or any other
provision of this title, the Tax Commissioner is authorized to (i) divulge tax information to any
commissioner of the revenue, director of finance, or other similar collector of county, city, or town
taxes who, for the performance of his official duties, requests the same in writing setting forth the
reasons for such request; (ii) provide to the Commissioner of the Department of Social Services, upon
entering into a written agreement, the amount of income, filing status, number and type of
dependents, and Forms W-2 and 1099 to facilitate the administration of public assistance or social
services benefits as defined in §63.2-100 or child support services pursuant to Chapter 19 (§63.2-
1900 et seq.) of Title 63.2; (iii) provide to the chief executive officer of the desighated student loan
guarantor for the Commonwealth of Virginia, upon written request, the names and home addresses
of those persons identified by the designated guarantor as having delinquent loans guaranteed by
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the designated guarantor; (iv) provide current address information upon request to state agencies
and institutions for their confidential use in facilitating the collection of accounts receivable, and to
the clerk of a circuit or district court for their confidential use in facilitating the collection of fines,
penalties, and costs imposed in a proceeding in that court; (v) provide to the Commissioner of the
Virginia Employment Commission, after entering into a written agreement, such tax information as
may be necessary to facilitate the collection of unemployment taxes and overpaid benefits; (vi)
provide to the Virginia Alcoholic Beverage Control Authority, upon entering into a written agreement,
such tax information as may be necessary to facilitate the collection of state and local taxes and the
administration of the alcoholic beverage control laws; (vii) provide to the Director of the Virginia
Lottery such tax information as may be necessary to identify those lottery ticket retailers who owe
delinquent taxes; (viii) provide to the Department of the Treasury for its confidential use such tax
information as may be necessary to facilitate the location of owners and holders of unclaimed
property, as defined in §55-210.2; (ix) provide to the State Corporation Commission, upon entering
into a written agreement, such tax information as may be necessary to facilitate the collection of
taxes and fees administered by the Commission; (x) provide to the Executive Director of the Potomac
and Rappahannock Transportation Commission for his confidential use such tax information as may
be necessary to facilitate the collection of the motor vehicle fuel sales tax; (xi) provide to the
Commissioner of the Department of Agriculture and Consumer Services such tax information as may
be necessary to identify those applicants for registration as a supplier of charitable gaming supplies
who have not filed required returns or who owe delinquent taxes; (xii) provide to the Department of
Housing and Community Development for its confidential use such tax information as may be
necessary to facilitate the administration of the remaining effective provisions of the Enterprise Zone
Act (§59.1-270 et seq.), and the Enterprise Zone Grant Program (§59.1-538 et seq.); (xiii) provide
current name and address information to private collectors entering into a written agreement with
the Tax Commissioner, for their confidential use when acting on behalf of the Commonwealth or any
of its political subdivisions; however, the Tax Commissioner is not authorized to provide such
information to a private collector who has used or disseminated in an unauthorized or prohibited
manner any such information previously provided to such collector; (xiv) provide current name and
address information as to the identity of the wholesale or retail dealer that affixed a tax stamp to a
package of cigarettes to any person who manufactures or sells at retail or wholesale cigarettes and
who may bring an action for injunction or other equitable relief for violation of Chapter 10.1,
Enforcement of lllegal Sale or Distribution of Cigarettes Act; (xv) provide to the Commissioner of
Labor and Industry, upon entering into a written agreement, such tax information as may be
necessary to facilitate the collection of unpaid wages under §40.1-29; (xvi) provide to the Director of
the Department of Human Resource Management, upon entering into a written agreement, such tax
information as may be necessary to identify persons receiving workers' compensation indemnity
benefits who have failed to report earnings as required by §65.2-712; (xvii) provide to any
commissioner of the revenue, director of finance, or any other officer of any county, city, or town
performing any or all of the duties of a commissioner of the revenue and to any dealer registered for
the collection of the Communications Sales and Use Tax, a list of the names, business addresses, and
dates of registration of all dealers registered for such tax; (xviii) provide to the Executive Director of
the Northern Virginia Transportation Commission for his confidential use such tax information as may
be necessary to facilitate the collection of the motor vehicle fuel sales tax; (xix) provide to the
Commissioner of Agriculture and Consumer Services the name and address of the taxpayer
businesses licensed by the Commonwealth that identify themselves as subject to regulation by the
Board of Agriculture and Consumer Services pursuant to §3.2-5130; (xx) provide to the developer or
the economic development authority of a tourism project authorized by §58.1-3851.1, upon entering
into a written agreement, tax information facilitating the repayment of gap financing; and (xxi)
provide to the Virginia Retirement System and the Department of Human Resource Management,
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after entering into a written agreement, such tax information as may be necessary to facilitate the
enforcement of subdivision C 4 of §9.1-401. The Tax Commissioner is further authorized to enter into
written agreements with duly constituted tax officials of other states and of the United States for the
inspection of tax returns, the making of audits, and the exchange of information relating to any tax
administered by the Department of Taxation. Any person to whom tax information is divulged
pursuant to this section shall be subject to the prohibitions and penalties prescribed herein as though
he were a tax official.

Notwithstanding the provisions of subsection A or B or any other provision of this title, the
commissioner of revenue or other assessing official is authorized to (i) provide, upon written request
stating the reason for such request, the chief executive officer of any county or city with information
furnished to the commissioner of revenue by the Tax Commissioner relating to the name and address
of any dealer located within the county or city who paid sales and use tax, for the purpose of verifying
the local sales and use tax revenues payable to the county or city; (ii) provide to the Department of
Professional and Occupational Regulation for its confidential use the name, address, and amount of
gross receipts of any person, firm or entity subject to a criminal investigation of an unlawful practice
of a profession or occupation administered by the Department of Professional and Occupational
Regulation, only after the Department of Professional and Occupational Regulation exhausts all other
means of obtaining such information; and (iii) provide to any representative of a condominium unit
owners' association, property owners' association or real estate cooperative association, or to the
owner of property governed by any such association, the names and addresses of parties having a
security interest in real property governed by any such association; however, such information shall
be released only upon written request stating the reason for such request, which reason shall be
limited to proposing or opposing changes to the governing documents of the association, and any
information received by any person under this subsection shall be used only for the reason stated in
the written request. The treasurer or other local assessing official may require any person requesting
information pursuant to clause (iii) of this subsection to pay the reasonable cost of providing such
information. Any person to whom tax information is divulged pursuant to this subsection shall be
subject to the prohibitions and penalties prescribed herein as though he were a tax official.

Notwithstanding the provisions of subsection A or B or any other provisions of this title, the
treasurer or other collector of taxes for a county, city or town is authorized to provide information
relating to any motor vehicle, trailer or semitrailer obtained by such treasurer or collector in the
course of performing his duties to the commissioner of the revenue or other assessing official for
such jurisdiction for use by such commissioner or other official in performing assessments.

This section shall not be construed to prohibit a local tax official from imprinting or displaying on a
motor vehicle local license decal the year, make, and model and any other legal identification
information about the particular motor vehicle for which that local license decal is assigned.

Notwithstanding any other provisions of law, state agencies and any other administrative or
regulatory unit of state government shall divulge to the Tax Commissioner or his authorized agent,
upon written request, the name, address, and social security number of a taxpayer, necessary for the
performance of the Commissioner's official duties regarding the administration and enforcement of
laws within the jurisdiction of the Department of Taxation. The receipt of information by the Tax
Commissioner or his agent which may be deemed taxpayer information shall not relieve the
Commissioner of the obligations under this section.
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Additionally, it shall be unlawful for any person to disseminate, publish, or cause to be published any
confidential tax document which he knows or has reason to know is a confidential tax document. A
confidential tax document is any correspondence, document, or tax return that is prohibited from
being divulged by subsection A, B, C, or D and includes any document containing information on the
transactions, property, income, or business of any person, firm, or corporation that is required to be
filed with any state official by §58.1-512. This prohibition shall not apply if such confidential tax
document has been divulged or disseminated pursuant to a provision of law authorizing disclosure.
Any person violating the provisions of this subsection is guilty of a Class 1 misdemeanor.

§58.1-103. Inspection of records and documents by the Department.

All records and documents required by this subtitle or by rule or regulation shall be available during regular
business hours for inspection by the Tax Commissioner or his duly authorized agents. Persons violating the
provisions of this section shall be guilty of a Class 2 misdemeanor.

§58.1-104. Period of limitations.

Except as provided in Chapters 3 (§58.1-300 et seq.) and 6 (§58.1-600 et seq.) of this title, any tax imposed
by this subtitle shall be assessed within three years from the last day prescribed by law for the timely filing
of the return. In the case of a false or fraudulent return with the intent to evade payment of any tax
imposed by this subtitle, or a failure to file a required return, the taxes may be assessed, or a proceeding in
court for the collection of such taxes may be begun without assessment, at any time within six years from
the last day prescribed by law for the timely filing of the return.

§58.1-105. Offers in compromise; Department may accept; authority and duty
of Tax Commissioner.

A.

In all cases in which under the laws of this Commonwealth a prosecution is authorized for violation
of the revenue laws and in all cases in which a penalty is imposed upon the taxpayer for failure to
comply with the requirements of the tax laws, the Department shall in its discretion have authority
to accept offers made in compromise of such prosecution and in compromise or in lieu of such
penalties. An offer in lieu of the assessment of a penalty shall be deemed to be made by the filing
of a return or payment of tax without payment of a penalty if information filed with the return or
payment of tax or obtained from other sources demonstrates reasonable cause for the failure or
omission for which the penalty would be imposed. The reason for the acceptance of such offers in
compromise shall be preserved among the records of the Department.

The Tax Commissioner may compromise and settle doubtful or disputed claims for taxes or tax
liability of doubtful collectability. An offer in compromise shall be deemed accepted only when the
taxpayer is notified in writing of the acceptance by the Tax Commissioner. Whenever such a
compromise and settlement is made, the Tax Commissioner shall make a complete record of the
case showing the tax assessed, recommendations, reports and audits of departmental personnel, if
any, the taxpayer's grounds for dispute or contest together with all evidences thereof, and the
amounts, conditions and settlement or compromise of same.

The Department may deposit into the state treasury all payments submitted with offers in
compromise, unless the taxpayer specifically and clearly directs otherwise.
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§58.1-216. Writs, notices, processes, and orders.
A. The Tax Commissioner may, in all matters within his jurisdiction, award and issue and have served,

executed and returned any writ, notice, process, order or order of publication which may by law be
awarded, issued, served, executed or returned by or to any court in this Commonwealth for the
purpose of compelling the attendance of witnesses, the production of books and papers and the
enforcement and execution of his findings, orders and judgments. Such a summons to any witness
or to produce any document may be personally served by an employee of the Department or
served in the manner provided by §58.1-217. But all memoranda of liens for the collection of taxes
shall issue under the provisions of §58.1-1805 or §58.1-1806.

B. Any person summoned as a witness, or summoned to produce books and papers, or both, who fails
or refuses to attend, or to produce such books and papers, or both, may be proceeded against in
the circuit court of the city or of the county in which such person resides by a rule or attachment
issued on motion of the Tax Commissioner in the name of the Commonwealth to compel such
person to attend as a witness, or to produce such books and papers, or both, at such time and place
as may be designated by the court.

C. The Tax Commissioner and such other officers or employees of the Department as the Tax
Commissioner may authorize in writing may administer oaths in the performance of their duties.

§58.1-217. Form of writs, processes and orders; how served.
All writs, processes and orders of the Tax Commissioner shall run in the name of the Commonwealth, shall
be signed by the Tax Commissioner, and shall be directed to the sheriff or constable of the county or city
wherein such writ, process or order is to be executed. All writs, notices, processes or orders of the Tax
Commissioner may be executed and returned in like manner and upon like persons or property as the
processes, writs, notices or orders of the courts of record of this Commonwealth and when so served,
executed and returned shall have the same legal effect. The officer serving or executing any writ, notice,
process or order of the Tax Commissioner shall receive the same fees allowed by law for the like services to
sheriffs of the counties and cities. Any officer who fails to execute and return any writ, process, notice or
order of the Tax Commissioner shall be subject to the same penalties provided by law for the failure to
execute and return the process of any court, which penalties, after due notice to the officer so failing, may
be enforced by the judgment of the Tax Commissioner.

§58.1-219. Examination of books and records of taxpayers.

The Tax Commissioner may, in any case, in lieu of proceeding under §58.1-216, cause the books and
records of any taxpayer containing information concerning the tax liability of such taxpayer to be examined
by one of his authorized auditors or agents in order that the tax and revenue laws of the Commonwealth
may be enforced; but, in any such case, if any taxpayer refuses to submit his books and records for
examination, as aforesaid, the Department may proceed under §58.1-216.

§58.1-312. Limitations on assessment.

A. The tax imposed by this chapter may be assessed at any time if:

1. Noreturnis filed;

2. Afalse or fraudulent return is filed with intent to evade tax;

3. The taxpayer fails to comply with §58.1-311 in not reporting a change or correction increasing
his federal taxable income as reported on his federal income tax return, or in not reporting a
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change or correction which is treated in the same manner as if it were a deficiency for federal
income tax purposes, or in not filing an amended return; or

4. The taxpayer fails to comply with §58.1-311.1 by not reporting a change or correction
decreasing the tax paid to another state for which a credit was claimed on his Virginia income
tax return as a result of an examination conducted by any other state or an amended income
tax return filed with any other state.

The tax may be assessed within six years after the return was filed, whether such return was filed on or
after the date prescribed, if the taxpayer knowingly failed to disclose on his state income tax return a
transaction identified by the Tax Commissioner as an abusive tax avoidance transaction and published
as provided in §58.1-204. A return of tax filed before the last day prescribed by law for the timely filing
thereof shall be considered as filed on the last day. If such return is false or fraudulent, an assessment
may be made at any time whether or not the falsity or fraud is related to the abusive tax avoidance
transaction.

If the taxpayer pursuant to §58.1-311 or 58.1-311.1 reports a change or correction or files an amended
return increasing his federal taxable income, decreasing the tax paid to another state, or reports a
change or correction which is treated in the same manner as if it were a deficiency for federal income
tax purposes, the assessment (if not deemed to have been made upon the filing of the report or
amended return) may be made at any time within one year after such report or amended return was
filed. The amount of such assessment of tax shall not exceed the amount of the increase in Virginia tax
attributable to such federal change or correction. The provisions of this paragraph shall not affect the
time within which or the amount for which an assessment may otherwise be made.

If a deficiency is attributable to the application to the taxpayer of a net operating loss carry-back, or to
a net capital loss carry-back, it may be assessed at any time that a deficiency for the taxable year of the
loss may be assessed.

An erroneous refund shall be considered an underpayment of tax on the date made, and an assessment
of a deficiency arising out of an erroneous refund may be made at any time within two years from the
making of the refund, except that the assessment may be made within five years from the making of
the refund if it appears that any part of the refund was induced by fraud or misrepresentation of a
material fact.

If a return is required for a decedent or for his estate during the period of administration, the tax shall
be assessed within eighteen months after written request therefor (made after the return is filed) by
the executor, administrator or other person representing the estate of such decedent, but not more
than three years after the return was filed, except as otherwise provided in this subsection.

§58.1-313. Immediate assessment where collection jeopardized by delay;
notice of assessment; termination of taxable period; memorandum of lien.

A. If the Tax Commissioner determines that the collection of any income tax, penalties or interest
required to be paid under this title will be jeopardized by delay, the Tax Commissioner shall
immediately assess the actual or estimated amount of tax due, together with all penalties and
interest, and demand immediate payment from the taxpayer. A notice of such assessment and
demand shall be sent by certified mail, return receipt requested, to the taxpayer's last known
address or personally delivered to the taxpayer. In the case of a tax for a current period, the Tax
Commissioner shall declare the taxable period of the taxpayer immediately terminated and shall
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cause notice of such finding and declaration to be mailed or personally delivered to the taxpayer
together with a demand for immediate payment of the tax based on the period declared
terminated, and such tax shall be immediately due and payable, whether or not the time otherwise
allowed by law for filing a return and paying the tax has expired. Assessments provided for in this
section shall become immediately due and payable, and if any such tax, penalty or interest is not
paid upon demand of the Tax Commissioner, he shall proceed to collect the same by legal process
as otherwise provided by law. A memorandum of lien provided for in §58.1-1805 may be issued
immediately upon assessment and notice thereof, or the Tax Commissioner may require the
taxpayer to file a bond sufficient in the Commissioner's judgment to protect the interest of the
Commonwealth. "Jeopardized by delay" for purposes of this section includes a finding by the Tax
Commissioner that a taxpayer designs (i) to depart quickly from the Commonwealth, (ii) to remove
his property therefrom, (iii) to conceal himself or his property therein, or (iv) to do any other act
tending to prejudice or to render wholly or partially ineffectual proceedings to collect the income
tax for the period in question.

B. A memorandum of lien may be filed for delinquent income taxes assessed by the Department only
within six years after an assessment.

C. The Department shall notify the taxpayer that he shall have the opportunity to appear at a meeting
within fourteen days and make an oral or written statement of why he believes no jeopardy to the
revenue exists or why a memorandum of lien should be released, if one was recorded. Upon
request of the taxpayer, the Department shall meet with the taxpayer at a time set by the
Department within fourteen days after the issuance of the jeopardy assessment. The Department
shall determine within twenty days after such meeting whether such jeopardy assessment or lien
should be withdrawn and shall send written notice of such finding to the taxpayer. If the finding is
not in the taxpayer's favor, he may use the remedies available for corrections of erroneous
assessments in Article 2 (§58.1-1820 et seq.) of Chapter 18.

§58.1-314. Lien of jeopardy assessment; notice of lien.
Upon the completion of all acts necessary to effect a jeopardy assessment under §58.1-313 and upon the
failure of the taxpayer to make payment in full upon demand of all taxes, penalties and interest
immediately due thereunder or post a bond in lieu thereof when applicable, such assessment shall be a lien
upon and bind the real and personal property of the delinquent taxpayer against whom it may be issued
from the time the taxpayer fails to make full payment thereunder, except as against a bona fide purchaser
for a valuable consideration. A notice of such lien, drawn by the Tax Commissioner, shall be sent to the
clerk of the circuit court in all jurisdictions wherein the taxpayer is known or believed to own any estate.
The clerk to whom any such notice of lien is so sent shall record it, as a judgment is required by law to be
recorded, and shall index the same in the name of the Commonwealth as well as of the delinquent
taxpayer. Such recordation shall thereupon be constructive notice of the lien created by the assessment as
to all estate of the delinquent taxpayer located in such jurisdiction.

§58.1-348. Criminal prosecution for failure or refusal to file return of income

or for making false statement therein; limitation.
Notwithstanding any other provisions of this title and in addition to any other penalties provided by law,
any individual or fiduciary required under this chapter to make a return of income, who willfully fails or
refuses to make such return, at the time or times required by law, shall be guilty of a Class 1 misdemeanor,
or who, with intent to defraud the Commonwealth, makes any false statement in any such return, shall be
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guilty of a Class 6 felony. A prosecution under this section shall be commenced within five years next after
the commission of the offense.

§58.1-461. Requirement of withholding.

Every employer making payment of wages shall deduct and withhold with respect to the wages of each
employee for each payroll period an amount determined as follows: Such amount which, if an equal
amount was collected for each similar payroll period with respect to a similar amount of wages for each
payroll period during an entire calendar year, would aggregate or approximate the income tax liability of
such employee under this chapter after making allowance for the personal exemptions to which such
employee could be entitled on the basis of his status during such payroll period and after making allowance
for withholding purposes for a standard deduction from wages in accordance with the laws of the United
States relating to federal income taxes and after making an allowance for any credit available to the
employee as provided by §58.1-332, and without making allowance for any other deductions. In
determining the amount to be deducted and withheld under this article, the wages may, at the election of
the employer, be computed to the nearest dollar.

An employer shall not be required to deduct any amount upon a payment of wages to an employee if there
is in effect with respect to such payment a withholding exemption certificate, in such form and containing
such other information as the Tax Commissioner may prescribe, furnished by the employee to the
employer, certifying that the employee: (i) incurred no liability for income tax imposed by this chapter for
his preceding taxable year; and (ii) anticipates that he will incur no liability for income tax imposed by this
chapter for his current taxable year.

§58.1-473. Jeopardy assessments.
If the Tax Commissioner, in any case, has reason to believe that the collection of moneys, required by this
article to be withheld by the employer, is in jeopardy, he may require the employer to make such return
and pay to the Tax Commissioner such amounts required to be withheld at any time the Tax Commissioner
may designate therefor subsequent to the time when such amounts should have been deducted from
wages and withheld.

§58.1-474. Liability of employer for failure to withhold.
Every employer who fails to withhold or pay to the Tax Commissioner any sums required by this article to
be withheld and paid shall be personally and individually liable therefor. Any sum or sums withheld in
accordance with the provisions of this article shall be deemed to be held in trust for the Commonwealth.

§58.1-485. Willful failure by employer to make return, to withhold tax, to pay

it or to furnish employee with withholding statement; penalty.
Willful failure by any employer to (i) make any return required by this article to the Tax Commissioner, (ii)
withhold the required tax or to pay it to the Tax Commissioner as specified, or both, or (iii) furnish an
employee the written statement required by §58.1-478 shall be a Class 1 misdemeanor.

§58.1-486. Bad checks.

If any check tendered for any amount due under this chapter is not paid by the bank on which it is drawn
and such person fails to pay the Commissioner the amount due the Commonwealth within five days after
the Commissioner has given him written notice by registered or certified mail or in person by an agent that
such check was returned unpaid, the person by whom such check was tendered shall be guilty of a violation
of §18.2-182.1.
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§58.1-499. Refunds to individual taxpayers; crediting overpayment against
estimated tax for ensuing year.

A

In the case of any overpayment of any tax, addition to tax, interest or penalties imposed on an
individual income taxpayer by this chapter, whether by reason of excessive withholding,
overestimating and overpaying estimated tax, error on the part of the taxpayer, or an erroneous
assessment of tax, the Tax Commissioner shall order a refund of the amount of the overpayment to
the taxpayer. The overpayment shall be refunded out of the state treasury on the order of the Tax
Commissioner upon the Comptroller.

If a refund of an overpayment of individual income tax payments is made payable jointly to a
husband and wife who receive a final divorce decree after filing a joint income tax return, separate
income tax returns on a single form, an amendment thereto, or other claim resulting in the
issuance of a refund, the Tax Commissioner shall order the reissuance of the refund in separate
checks to the husband and to the wife if the unnegotiated joint refund check is returned to
Department with a certification, in a form satisfactory to the Department, made by one spouse that
the other spouse refuses to endorse the joint refund check or cannot be located. In making such
certification, the spouse returning the check shall agree to indemnify the Commonwealth for any
amounts that the Commonwealth may be required to pay to the other spouse with respect to such
refund. A certified copy of the final divorce decree, including any agreement with respect to the
division of property between the spouses, shall be provided with the certification. If the final
divorce decree addresses the apportionment or ownership of the refunded amount, the refund
shall be apportioned and separate payments ordered as provided therein. If the final divorce
decree does not address the apportionment or ownership of the refunded amount, the amount of
the refund shall be divided equally between the husband and wife. The reissuance of refund
payments pursuant to this subsection shall not affect the joint and several liability of the husband
and wife for tax liabilities for the period for which the return or returns were filed.

Whenever the annual income tax return of an individual income taxpayer indicates in the place
provided thereon that the taxpayer has overpaid his tax for the taxable year by reason of excessive
withholding or overestimating and overpaying estimated tax, or both, the amount of the
overpayment as shown on his return, subject to correction for error, may be credited against the
estimated income tax for the ensuing year at the taxpayer's election and according to regulations
prescribed by the Department and such overpayments by either a husband or wife on a separate
return may be credited to the tax for the ensuing year of either of them or may be credited to their
joint tax at the election of the person to whom the overpayment is payable; or otherwise such
amount shall be refunded to him as soon as practicable. Interest on such refund shall be allowed
and computed in accordance with §58.1-1833. The making of any refund shall not absolve any
taxpayer of any income tax liability which may in fact exist and the Tax Commissioner may make an
assessment for any deficiency in the manner provided by law.

No refund under this section, however, shall be made for any overpayment of less than one dollar
except on special written application of the taxpayer, nor shall any refund of any amount under this
section be made, whether on discovery by the Department or on written application of the
taxpayer, if such discovery is not made or such written application is not received within three
years from the last day prescribed by law for the timely filing of the return, or within sixty days
from the final determination of any change or correction in the liability of the taxpayer for any
federal tax upon which the state tax is based, whichever is later.
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E. Notwithstanding the provisions of the Setoff Debt Collection Act, Article 21 (§58.1-520 et seq.) of
this chapter, whenever any taxpayer is entitled to a refund under this section, or under §58.1-309
or §8§58.1-1821 through 58.1-1830 and such taxpayer owes the Commonwealth a past due income
tax, or balance thereof, for any year, the amount of such refund may be credited on such past due
income tax or balance, to the extent indicated.

§58.1-601. Administration of chapter.

A. The Tax Commissioner shall administer and enforce the assessment and collection of the taxes and
penalties imposed by this chapter, including the collection of state and local sales and use taxes
from remote sellers.

B. In administering the collection of state and local sales and use taxes from remote sellers, the Tax

Commissioner shall:

1. Provide adequate information to remote sellers to enable them to identify state and local sales
and use tax rates and exemptions;

2. Provide adequate information to software providers to enable them to make software and
services available to remote sellers;

3. Ensure that if the Department requires a periodic audit the remote seller may complete a single
audit that covers the state and local sales and use taxes in all localities; and

4. Require no more than one sales and use tax return per month be filed with the Department by
any remote seller or any software provider on behalf of such remote seller.

C. For purposes of evaluating the fiscal, economic and policy impact of sales and use tax exemptions,
the Tax Commissioner may require from any person information relating to the evaluation of
exempt purchases or sales, information relating to the qualification for exempt purchases, and
information relating to direct or indirect government financial assistance that the person receives.
Such information shall be filed on forms prescribed by the Tax Commissioner.

§58.1-612. Tax collectible from dealers; "dealer" defined; jurisdiction.

A. The tax levied by §§58.1-603 and 58.1-604 shall be collectible from all persons that are dealers, as
defined in this section, and that have sufficient contact with the Commonwealth to qualify under (i)
subsections B and C or (ii) subsections B and D.

B. As used in this chapter, "dealer" includes every person that:

1. Manufactures or produces tangible personal property for sale at retail, for use, consumption, or
distribution, or for storage to be used or consumed in this Commonwealth;

2. Imports or causes to be imported into this Commonwealth tangible personal property from any
state or foreign country, for sale at retail, for use, consumption, or distribution, or for storage
to be used or consumed in this Commonwealth;

3. Sells at retail, or that offers for sale at retail, or that has in its possession for sale at retail, or for
use, consumption, or distribution, or for storage to be used or consumed in this
Commonwealth, tangible personal property;

4. Has sold at retail, used, consumed, distributed, or stored for use or consumption in this
Commonwealth, tangible personal property and that cannot prove that the tax levied by this
chapter has been paid on the sale at retail, the use, consumption, distribution, or storage of
such tangible personal property;
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Leases or rents tangible personal property for a consideration, permitting the use or possession
of such property without transferring title thereto;

Is the lessee or rentee of tangible personal property and that pays to the owner of such
property a consideration for the use or possession of such property without acquiring title
thereto;

As a representative, agent, or solicitor, of an out-of-state principal, solicits, receives and accepts
orders from persons in this Commonwealth for future delivery and whose principal refuses to
register as a dealer under §58.1-613; or

Becomes liable to and owes this Commonwealth any amount of tax imposed by this chapter,
whether it holds, or is required to hold, a certificate of registration under §58.1-613.

A dealer shall be deemed to have sufficient activity within the Commonwealth to require
registration under § 58.1-613 if it:

1.

10.

11.

Maintains or has within this Commonwealth, directly or through an agent or subsidiary, an
office, warehouse, or place of business of any nature;

Solicits business in this Commonwealth by employees, independent contractors, agents or
other representatives;

Advertises in newspapers or other periodicals printed and published within this
Commonwealth, on billboards or posters located in this Commonwealth, or through materials
distributed in this Commonwealth by means other than the United States mail;

Makes regular deliveries of tangible personal property within this Commonwealth by means
other than common carrier. A person shall be deemed to be making regular deliveries
hereunder if vehicles other than those operated by a common carrier enter this
Commonwealth more than 12 times during a calendar year to deliver goods sold by him;
Solicits business in this Commonwealth on a continuous, regular, seasonal, or systematic basis
by means of advertising that is broadcast or relayed from a transmitter within this
Commonwealth or distributed from a location within this Commonwealth;

Solicits business in this Commonwealth by mail, if the solicitations are continuous, regular,
seasonal, or systematic and if the dealer benefits from any banking, financing, debt collection,
or marketing activities occurring in this Commonwealth or benefits from the location in this
Commonwealth of authorized installation, servicing, or repair facilities;

Is owned or controlled by the same interests which own or control a business located within
this Commonwealth;

Has a franchisee or licensee operating under the same trade name in this Commonwealth if the
franchisee or licensee is required to obtain a certificate of registration under §58.1-613;

Owns tangible personal property that is for sale located in this Commonwealth, or that is
rented or leased to a consumer in this Commonwealth, or offers tangible personal property, on
approval, to consumers in this Commonwealth;

Receives more than $100,000 in gross revenue, or other minimum amount as may be required
by federal law, from retail sales in the Commonwealth in the previous or current calendar year,
provided that in determining the amount of a dealer's gross revenues, the sales made by all
commonly controlled persons as defined in subsection D shall be aggregated; or

Engages in 200 or more separate retail sales transactions, or other minimum amount as may be
required by federal law, in the Commonwealth in the previous or current calendar year,
provided that in determining the total number of a dealer's retail sales transactions, the sales
made by all commonly controlled persons as defined in subsection D shall be aggregated.

A dealer is presumed to have sufficient activity within the Commonwealth to require registration
under §58.1-613 (unless the presumption is rebutted as provided herein) if any commonly
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controlled person maintains a distribution center, warehouse, fulfillment center, office, or similar
location within the Commonwealth that facilitates the delivery of tangible personal property sold
by the dealer to its customers. The presumption in this subsection may be rebutted by
demonstrating that the activities conducted by the commonly controlled person in the
Commonwealth are not significantly associated with the dealer's ability to establish or maintain a
market in the Commonwealth for the dealer's sales. For purposes of this subsection, a "commonly
controlled person” means any person that is a member of the same "controlled group of
corporations," as defined in § 1563(a) of the Internal Revenue Code of 1954, as amended or
renumbered, as the dealer or any other entity that, notwithstanding its form of organization, bears
the same ownership relationship to the dealer as a corporation that is a member of the same
"controlled group of corporations," as defined in § 1563(a) of the Internal Revenue Code of 1954, as
amended or renumbered.

Notwithstanding any other provision of this section, the following shall not be considered to
determine whether a person that has contracted with a commercial printer for printing in the
Commonwealth is a "dealer" and whether such person has sufficient contact with the
Commonwealth to be required to register under §58.1-613:

1. The ownership or leasing by that person of tangible or intangible property located at the
Virginia premises of the commercial printer which is used solely in connection with the printing
contract with the person;

2. The sale by that person of property of any kind printed at and shipped or distributed from the
Virginia premises of the commercial printer;

3. Activities in connection with the printing contract with the person performed by or on behalf of
that person at the Virginia premises of the commercial printer; and

4. Activities in connection with the printing contract with the person performed by the
commercial printer within Virginia for or on behalf of that person.

In addition to the jurisdictional standards contained in subsections C and D, nothing contained in
this chapter other than in subsection E shall limit any authority that this Commonwealth may enjoy
under the provisions of federal law or an opinion of the United States Supreme Court to require the
collection of sales and use taxes by any dealer that regularly or systematically solicits sales within
this Commonwealth. Furthermore, nothing contained in subsection C shall require any broadcaster,
printer, outdoor advertising firm, advertising distributor, or publisher which broadcasts, publishes,
or displays or distributes paid commercial advertising in this Commonwealth which is intended to
be disseminated primarily to consumers located in this Commonwealth to report or impose any
liability to pay any tax imposed under this chapter solely because such broadcaster, printer,
outdoor advertising firm, advertising distributor, or publisher accepted such advertising contracts
from out-of-state advertisers or sellers.

§58.1-613. Dealers' certificates of registration.

A.

Every person desiring to engage in or conduct business as a dealer in this Commonwealth shall file
with the Tax Commissioner or the local commissioner of the revenue, if the local commissioner
elects to provide the services authorized under this section, an application for a certificate of
registration for each place of business in this Commonwealth.

Every application for a certificate of registration shall set forth the name under which the applicant

transacts or intends to transact business, the location of his place or places of business, and such
other information as the Tax Commissioner may require.
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When the required application has been made, the Tax Commissioner shall issue to each applicant
a separate certificate of registration for each place of business within this Commonwealth. A
certificate of registration is not assignable and is valid only for the person in whose name it is issued
and for the transaction of business at the place designated therein. It shall be at all times
conspicuously displayed at the place for which issued.

Whenever any person fails to comply with any provision of this chapter or any rule or regulation
relating thereto, the Tax Commissioner, upon hearing after giving such person 10 days' notice in
writing, specifying the time and place of hearing and requiring him to show cause why his
certificate of registration should not be revoked or suspended, may revoke or suspend any one or
more of the certificates of registration held by such person. The notice may be personally served or
served by registered mail directed to the last known address of such person.

Any person who engages in business as a dealer in this Commonwealth without obtaining a
certificate of registration, or after a certificate of registration has been suspended or revoked, and
each officer of any corporation which so engages in business shall be guilty of a Class 2
misdemeanor. Each day's continuance in business in violation of this section shall constitute a
separate offense.

If the holder of a certificate of registration ceases to conduct his business at the place specified in
his certificate, the certificate shall thereupon expire, and such holder shall inform the Tax
Commissioner in writing within 30 days after he has ceased to conduct such business at such place
that he has so ceased. If the holder of a certificate of registration desires to change his place of
business to another place in this Commonwealth, he shall so inform the Tax Commissioner in
writing and his certificate shall be revised accordingly. The holder of a certificate of registration
alternatively may complete the transactions required under this subsection with any local
commissioner of the revenue electing to provide the services authorized under this section.

This section shall also apply to any person who engages in the business of furnishing any of the
things or services taxable under this chapter. Moreover, it shall apply to any person who is liable
only for the collection of the use tax.

At the request of a local commissioner of revenue, the Tax Commissioner shall provide, on a
quarterly basis, a listing of new businesses in the locality which obtained a certificate of
registration.

A commissioner of the revenue electing to provide the services authorized under this section shall
follow the guidelines, rules, or procedures set forth by the Tax Commissioner for providing such
services and shall provide the Tax Commissioner on a quarterly basis a list of each certificate of
registration he has issued or revised.

§58.1-615. Returns by dealers.

A. Every dealer required to collect or pay the sales or use tax shall, on or before the twentieth day of

the month following the month in which the tax shall become effective, transmit to the Tax
Commissioner a return showing the gross sales, gross proceeds, or cost price, as the case may be,
arising from all transactions taxable under this chapter during the preceding calendar month, and
thereafter a like return shall be prepared and transmitted to the Tax Commissioner by every dealer
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on or before the twentieth day of each month, for the preceding calendar month. In the case of
dealers regularly keeping books and accounts on the basis of an annual period which varies 52 to 53
weeks, the Tax Commissioner may make rules and regulations for reporting consistent with such
accounting period.

Notwithstanding any other provision of this chapter, a dealer may be required by the Tax
Commissioner to file sales or use tax returns on an accounting period less frequent than monthly
when, in the opinion of the Tax Commissioner, the administration of the taxes imposed by this
chapter would be enhanced. If a dealer is required to file other than monthly, each such return
shall be due on or before the twentieth day of the month following the close of the period. Each
such return shall contain all information required for monthly returns.

A sales or use tax return shall be filed by each registered dealer even though the dealer is not liable
to remit to the Tax Commissioner any tax for the period covered by the return.

The Tax Commissioner shall not require that more than one sales and use tax return per month be
filed with the Department by any remote seller or any software provider on behalf of such remote
seller.

B. [Expired.]

C. Anyreturn required to be filed with the Tax Commissioner under this section shall be deemed to
have been filed with the Tax Commissioner on the date that such return is delivered by the dealer
to the commissioner of the revenue or the treasurer for the locality in which the dealer is located
and receipt is acknowledged by the commissioner of the revenue or treasurer. The commissioner of
the revenue or the treasurer shall stamp such date on the return, and shall mail the return to the
Tax Commissioner no later than the following business day. The commissioner of the revenue or
the treasurer may collect from the dealer the cost of postage for such mailing.

D. Every dealer that elects to file a consolidated sales tax return for any taxable period and that is
required to remit payment by electronic funds transfer pursuant to subsection B of §58.1-202.1
beginning on and after July 1, 2010, shall file its monthly return using an electronic medium
prescribed by the Tax Commissioner. A waiver of this requirement may be granted if the Tax
Commissioner determines that it creates an unreasonable burden on the dealer.

§58.1-616. Payment to accompany dealer's return.

At the time of transmitting the return required under §58.1-615, the dealer shall remit to the Tax
Commissioner the amount of tax due after making appropriate adjustments for purchases returned,
repossessions, and accounts uncollectible and charged off as provided in §§58.1-619, 58.1-620 and 58.1-
621. The tax imposed by this chapter shall for each period become delinquent on the twenty-first day of the
succeeding month if not paid.

§58.1-625. (Effective until July 1, 2022) Collection of tax.

A. The tax levied by this chapter shall be paid by the dealer, but the dealer shall separately state the
amount of the tax and add such tax to the sales price or charge. Thereafter, such tax shall be a debt
from the purchaser, consumer, or lessee to the dealer until paid and shall be recoverable at law in
the same manner as other debts. No action at law or suit in equity under this chapter may be
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maintained in this Commonwealth by any dealer that is not registered under §58.1-613 or is
delinquent in the payment of the taxes imposed under this chapter.

B. Notwithstanding any exemption from taxes which any dealer now or hereafter may enjoy under
the Constitution or laws of this or any other state, or of the United States, such dealer shall collect
such tax from the purchaser, consumer, or lessee and shall pay the same over to the Tax
Commissioner as herein provided.

C. Any dealer collecting the sales or use tax on transactions exempt or not taxable under this chapter
shall transmit to the Tax Commissioner such erroneously or illegally collected tax unless or until it
can affirmatively show that the tax has since been refunded to the purchaser or credited to its
account.

D. 1. Any dealer that neglects, fails, or refuses to collect such tax upon every taxable sale, distribution,
lease, or storage of tangible personal property made by it, its agents, or employees shall be liable
for and pay the tax itself, and such dealer shall not thereafter be entitled to sue for or recover in
this Commonwealth any part of the purchase price or rental from the purchaser until such tax is
paid. Moreover, any dealer that neglects, fails, or refuses to pay or collect the tax herein provided,
either by itself or through its agents or employees, is guilty of a Class 1 misdemeanor.

2. Notwithstanding subdivision 1, any remote seller or marketplace facilitator that has collected an
incorrect amount of sales and use tax shall be relieved from liability for such amount, including
any penalty or interest, if the error is a result of the remote seller's or marketplace facilitator's
reasonable reliance on information provided by the Commonwealth.

E. All sums collected by a dealer as required by this chapter shall be deemed to be held in trust for the
Commonwealth.

F. Notwithstanding the foregoing provisions of this section, any dealer is authorized during the period
of time set forth in §§58.1-611.2 and 58.1-611.3 or subdivision 18 of §58.1-609.1 not to collect the
tax levied by this chapter or levied under the authority granted in §§58.1-605 and 58.1-606 from
the purchaser, and to absorb such tax itself. A dealer electing to absorb such taxes shall be liable for
payment of such taxes to the Tax Commissioner in the same manner as it is for tax collected from a
purchaser pursuant to this section.

§58.1-629. Sale of business.

If any dealer liable for any tax, penalty, or interest levied hereunder sells out his business or stock of goods
or quits the business, he shall make a final return and payment within fifteen days after the date of selling
or quitting the business. His successors or assigns, if any, shall withhold sufficient of the purchase money to
cover the amount of such taxes, penalties, and interest due and unpaid until such former owner produces a
receipt from the Tax Commissioner showing that they have been paid or a certificate stating that no taxes,
penalties, or interest is due. If the purchaser of a business or stock of goods fails to withhold the purchase
money as above provided, he shall be personally liable for the payment of the taxes, penalties, and interest
due and unpaid on account of the operation of the business by any former owner. Nothing herein shall be
deemed to qualify or limit the exemption as to such a sale as is covered by subdivision 2 of §58.1-609.10.

§58.1-630. Bond.

The Tax Commissioner may, when in his judgment it is necessary and advisable so to do in order to secure
the collection of the tax levied by this chapter, require any person subject to such tax to file with him a
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bond, with such surety as the Tax Commissioner determines is necessary to secure the payment of any tax,
penalty or interest due or which may become due from such person. In lieu of such bond, securities
approved by the Tax Commissioner may be deposited with the State Treasurer, which securities shall be
kept in the custody of the State Treasurer, and shall be sold by him, at the request of the Tax
Commissioner, at public or private sale if it becomes necessary so to do in order to recover any tax, penalty
or interest due the Commonwealth under this chapter. Upon any such sale, the surplus, if any, above the
amounts due under this chapter shall be returned to the person who deposited the securities.

§58.1-631. Jeopardy assessment.
If the Tax Commissioner is of the opinion that the collection of any tax or any amount of tax required to be
collected and paid under this chapter will be jeopardized by delay, he shall make an assessment of the tax
or amount of tax required to be collected and shall mail or issue a notice of such assessment to the
taxpayer together with a demand for immediate payment of the tax or of the deficiency in tax declared to
be in jeopardy including penalties. In the case of a tax for a current period, the Tax Commissioner may
declare the taxable period of the taxpayer immediately terminated and shall cause notice of such finding
and declaration to be mailed or issued to the taxpayer together with a demand for immediate payment of
the tax based on the period declared terminated and such tax shall be immediately due and payable,
whether or not the time otherwise allowed by law for filing a return and paying the tax has expired.
Assessments provided for in this section shall become immediately due and payable, and if any such tax,
penalty or interest is not paid upon demand of the Tax Commissioner, he shall proceed to collect the same
by legal process, or, in his discretion, he may require the taxpayer to file such bond as in his judgment may
be sufficient to protect the interest of the Commonwealth.

§58.1-634. Period of limitations.

The taxes imposed by this chapter shall be assessed within three years from the date on which such taxes
became due and payable. In the case of a false or fraudulent return with intent to evade payment of the
taxes imposed by this chapter, or a failure to file a return, the taxes may be assessed, or a proceeding in
court for the collection of such taxes may be begun without assessment, at any time within six years from
such date. The Tax Commissioner shall not examine any person's records beyond the three-year period of
limitations unless he has reasonable evidence of fraud, or reasonable cause to believe that such person was
required by law to file a return and failed to do so.

§58.1-635. Failure to file return; fraudulent return; civil penalties.

A. When any dealer fails to make any return and pay the full amount of the tax required by this
chapter, there shall be imposed, in addition to other penalties provided herein, a specific penalty to
be added to the tax in the amount of six percent if the failure is for not more than one month, with
an additional six percent for each additional month, or fraction thereof, during which the failure
continues, not to exceed 30 percent in the aggregate. In no case, however, shall the penalty be less
than $10 and such minimum penalty shall apply whether or not any tax is due for the period for
which such return was required. If such failure is due to providential or other good cause shown to
the satisfaction of the Tax Commissioner, such return with or without remittance may be accepted
exclusive of penalties. In the case of a false or fraudulent return where willful intent exists to
defraud the Commonwealth of any tax due under this chapter, or in the case of a willful failure to
file a return with the intent to defraud the Commonwealth of any such tax, a specific penalty of 50
percent of the amount of the proper tax shall be assessed. All penalties and interest imposed by
this chapter shall be payable by the dealer and collectible by the Tax Commissioner in the same
manner as if they were a part of the tax imposed.
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B. It shall be prima facie evidence of intent to defraud the Commonwealth of any tax due under this
chapter when any dealer reports its gross sales, gross proceeds or cost price, as the case may be, at
50 percent or less of the actual amount.

C. Interest at a rate determined in accordance with §58.1-15, shall accrue on the tax until the same is
paid, or until an assessment is made, pursuant to §58.1-15, after which interest shall accrue as
provided therein.

D. Notwithstanding any other provision of this section, any remote seller or marketplace facilitator
that has collected an incorrect amount of sales and use tax shall be relieved from liability for such
amount, including any penalty or interest, if the error is a result of the remote seller's or
marketplace facilitator's reasonable reliance on information provided by the Commonwealth.

§58.1-636. Penalty for failure to file return or making false return.
Any dealer subject to the provisions of this chapter failing or refusing to file a return herein required to be
made, or failing or refusing to file a supplemental return or other data required by the Tax Commissioner,
or who makes a false or fraudulent return with intent to evade the tax hereby levied, or who makes a false
or fraudulent claim for refund, or who gives or knowingly receives a false or fraudulent exemption
certificate, or who violates any other provision of this chapter, punishment for which is not otherwise
herein provided, shall be guilty of a Class 1 misdemeanor.

§58.1-637. Bad checks.

If any check tendered for any amount due under this chapter is not paid by the bank on which it is drawn
and such person fails to pay the Commissioner the amount due the Commonwealth within five days after
the Commissioner has given him written notice by registered or certified mail or in person by an agent that
such check was returned unpaid, the person by whom such check was tendered shall be guilty of a violation
of §18.2-182.1.

§58.1-1802.1. Period of limitations on collection; accrual of interest and
penalty.

A. Where the assessment of any tax imposed by this subtitle has been made within the period of
limitation properly applicable thereto, such tax may be collected by lien, by a proceeding in court,
or by any other means available to the Tax Commissioner under the laws of the Commonwealth,
but only if such collection effort is made or instituted within seven years from the date of the
assessment of such tax. Except as otherwise provided in this section, effective for assessments
made on and after July 1, 2016, all collection efforts shall cease after such seven-year period even if
initiated during the seven-year period. Prior to the expiration of any period for collection, the
period may be extended by a written agreement between the Tax Commissioner and the taxpayer,
and subsequent written agreements may likewise extend the period previously agreed upon. The
period of limitations provided in this subsection during which a tax may be collected shall not apply
to executions, lien or other actions to enforce a lien created before the expiration of the period of
limitations by the docketing of a judgment or the filing of a memorandum of lien pursuant to §58.1-
1805; nor shall the period of limitations apply to the provisions of §§8.01-251 and 8.01-458.

B. The running of the period of limitations on collection shall be suspended for the period the assets
of the taxpayer are in the control or custody of any state or federal court, including the United
States Bankruptcy Court; for the period during which a taxpayer is outside the Commonwealth if
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such period of absence is for a continuous period of at least six months; or during the period that
an installment agreement entered into by the taxpayer pursuant to §58.1-1817 is in effect.

C. If the Department of Taxation has no contact with the delinquent taxpayer for a period of six years
and no memorandum of lien has been appropriately filed in a jurisdiction in which such taxpayer
owns real estate, interest and penalty shall no longer be added to the delinquent tax liability. The
mailing of notices by the Department to the taxpayer's last known address shall constitute contact
with the taxpayer.

D. For purposes of this section, the "last known address" of the taxpayer means the address shown on
the most recent return filed by or on behalf of the taxpayer or the address provided in
correspondence by or on behalf of the taxpayer indicating that it is a change of the taxpayer's
address.

§58.1-1803. Department of Taxation may appoint collectors of delinquent
state taxes; Contract Collector Fund established.

A. The Department of Taxation may appoint a collector in any county or city, including the treasurer
thereof, to collect delinquent state taxes that were assessed at least 90 days previously therein, or
elsewhere in the Commonwealth, and may allow him a reasonable compensation, to be agreed on
before the service is commenced. Where the appointed collector is a local government treasurer,
any actions taken pursuant to this section shall be considered part of the official duties of such
treasurer.

B. The Department of Taxation may appoint collectors or contract with collection agencies to collect
delinquent state taxes that were assessed at least 90 days previously and allow reasonable
compensation for such services, to be agreed on before the service is commenced. Delinquent
claims for state taxes may be assigned to collectors or collection agencies so designated for the
purpose of litigation in the Department of Taxation's name and at the Department of Taxation's
expense.

C. Such collectors who are attorneys-at-law shall have authority to institute actions at law or suits in
equity for the recovery of state taxes. For the purpose of this section, the term "state taxes" shall
include any penalty and interest and shall also include the local sales and use tax imposed under
the authority of §§58.1-605 and 58.1-606 and any penalty and interest applicable thereto. Each
collector so appointed or collection agency so contracted with shall give bond to the
Commonwealth for the faithful performance of the duties placed upon him by this section, in a
penalty to be fixed by the Tax Commissioner, in whose office the bond shall be filed.
Notwithstanding any other provision of law, any local government treasurer so appointed may
collect any delinquent state taxes pursuant to the provisions of Article 2 (§58.1-3910 et seq.) of
Chapter 39 of this title. Any county or city treasurer turning over delinquent tax tickets to any such
collector in pursuance of orders issued by the Department of Taxation shall receive credit on the
Comptroller's books for the amount so turned over.

D. There is hereby established a special fund in the state treasury to be known as the Contract
Collector Fund, hereinafter referred to as the Fund. All moneys collected by collectors and
collection agencies appointed by or under contract with the Department of Taxation pursuant to
this section shall be placed in the Fund. Compensation of such collectors and collection agencies
shall be paid out of the Fund on warrant of the Comptroller. The Comptroller shall transfer to the
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appropriate general, non-general, or local fund all moneys in the Fund in excess of that required to
be paid to persons under contract, as determined by the Department, no later than June 30 each
year.

§58.1-1804. Collection out of estate in hands of or debts due by third party.

The Tax Commissioner may apply in writing to any person indebted to or having in his hands estate of a
taxpayer for payment of any taxes assessed under §58.1-313 or 58.1-631, or of any taxes more than thirty
days delinquent, out of such debt or estate. Payment by such person of such taxes, penalties and interest,
either in whole or in part, shall entitle him to a credit against such debt or estate. The taxes, penalties and
interest shall constitute a lien on the debt or estate due the taxpayer from the time the application is
received. For each application served, the person applied to shall be entitled to a fee of twenty dollars
which shall constitute a charge or credit against the debt to or estate of the taxpayer.

The Tax Commissioner shall send a copy of the application to the taxpayer, with a notice informing him of
the remedies provided in this chapter.

If the person applied to does not pay so much as ought to be recovered out of such debt or estate, the Tax
Commissioner shall procure a summons directing such person to appear before the appropriate court,
where the proper payment may be enforced. Any person so summoned shall have the same rights of
removal and appeal as are applicable to disputes among individuals.

§58.1-1805. Memorandum of lien for collection of taxes; release of lien.

A. If any taxes or fees, including penalties and interest, assessed by the Department of Taxation in
pursuance of law against any person, are not paid within thirty days after the same become due,
the Tax Commissioner may file a memorandum of lien in the circuit court clerk's office of the
county or city in which the taxpayer's place of business is located, or in which the taxpayer resides.
If the taxpayer has no place of business or residence within the Commonwealth, such
memorandum may be filed in the Circuit Court of the City of Richmond. A copy of such
memorandum may also be filed in the clerk's office of all counties and cities in which the taxpayer
owns real estate. Such memorandum shall be recorded in the judgment docket book and shall have
the effect of a judgment in favor of the Commonwealth, to be enforced as provided in Article 19
(§8.01-196 et seq.) of Chapter 3 of Title 8.01, except that a writ of fieri facias may issue at any time
after the memorandum is filed. The lien on real estate shall become effective at the time the
memorandum is filed in the jurisdiction in which the real estate is located. No memorandum of lien
shall be filed unless the taxpayer is first given ten or more days' prior notice of intent to file a lien;
however, in those instances where the Tax Commissioner determines that the collection of any tax,
penalties or interest required to be paid pursuant to law will be jeopardized by the provision of
such notice, notification may be provided to the taxpayer concurrent with the filing of the
memorandum of lien. Such notice shall be given to the taxpayer at his last known address. For
purposes of this section, "last known address" means the address shown on the most recent return
filed by or on behalf of the taxpayer or the address provided in correspondence by or on behalf of
the taxpayer indicating that it is a change of the taxpayer's address.

B. Recordation of a memorandum of lien hereunder shall not affect the right to a refund or
exoneration under this chapter, nor shall an application for correction of an erroneous assessment
affect the power of the Tax Commissioner to collect the tax, except as specifically provided in this
title.
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C.

D.

If after filing a memorandum of lien as required by subsection A, the Tax Commissioner determines
that it is in the best interest of the Commonwealth, the Tax Commissioner may place padlocks on
the doors of any business enterprise that is delinquent in either filing or paying any tax owed to the
Commonwealth, or both. He shall also post notices of distraint on each of the doors so padlocked. If
after three business days, the tax deficiency has not been satisfied or satisfactory arrangements for
payment made, the Tax Commissioner may cause a writ of fieri facias to be issued.

It shall be a Class 1 misdemeanor for anyone to enter the padlocked premises without prior
approval of the Tax Commissioner.

In the event that the taxpayer against whom the distraint has been applied subsequently makes
application for correction of the assessment under § 58.1-1821, the taxpayer shall have the right to
post bond equaling the amount of the tax liability in lieu of payment until the application is acted
upon.

The provisions of subsection C shall be enforceable only after the promulgation, by the Tax
Commissioner, of regulations under the Administrative Process Act (§ 2.2-4000 et seq.) setting forth
the circumstances under which this subsection can be used.

A taxpayer may appeal to the Tax Commissioner after a memorandum of lien has been filed under
this section if the taxpayer alleges an error in the filing of the lien. The Tax Commissioner shall
make a determination of such an appeal within fourteen days. If the Tax Commissioner determines
that the filing was erroneous, he shall issue a certificate of release of the lien within seven days
after such determination is made.

§58.1-1812. Assessment of omitted taxes by the Department of Taxation.

A.

If the Tax Commissioner ascertains that any person has failed to make a proper return or to pay in
full any proper tax he shall assess the taxes prescribed by law, adding to the taxes so assessed the
penalty prescribed by law, if any, for the failure to file a return (if a return was required by law but
not filed within the time prescribed by law) and the penalty or penalties prescribed by law for the
failure to pay the taxes and penalty or penalties within the time prescribed by law. If no penalty is
so prescribed, he shall assess a penalty of 5 percent of the tax due, or if the failure to pay in full was
fraudulent, a penalty of 100 percent of the tax due. In addition thereto, interest on the outstanding
tax and penalty shall be charged at the rate established under §58.1-15 for the period between the
due date and the date of full payment.

Except as otherwise provided by law, the amount of tax shall be assessed within three years after
the return was filed, whether such return was filed on or after the date prescribed, and no
proceeding in court without assessment shall be begun for the collection of such tax after the
expiration of such period. A return of tax filed before the last day prescribed by law for the timely
filing thereof shall be considered as filed on the last day. A return of recordation tax shall be
considered as having been filed on the date of recordation. If no return is filed, the tax may be
assessed within six years of the date such return was due. If a false or fraudulent return is filed with
intent to evade the payment of tax, an assessment may be made at any time.

Upon such assessment, the Department of Taxation shall send a bill therefor to the taxpayer and

the taxes, penalties and interest shall be remitted to the Department of Taxation within thirty days
from the date of such bill. If such taxes, penalties and interest are not paid within such thirty days,
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interest at the rate provided herein shall accrue thereon from the date of such assessment until
payment.

The Department of Taxation shall not assess penalty or interest on any assessment of tax for the
recovery of an erroneous refund, as defined in this section, provided that the tax is paid to the
Department within thirty days from the date of the bill. If the tax is not remitted to the Department
within thirty days from the date of such bill, interest at the rate provided herein shall accrue
thereon from the date of such assessment until payment.

As used in this section "erroneous refund" means any refund of tax resulting solely from an error by
the Department of Taxation which results in the taxpayer receiving a refund to which the taxpayer
is not entitled.

§58.1-1813. Liability of corporate officer or employee, or member, manager or
employee of partnership or limited liability company, for failure to pay tax, etc.

A.

Any corporate, partnership or limited liability officer who willfully fails to pay, collect or truthfully
account for and pay over any tax administered by the Department of Taxation, or willfully attempts
in any manner to evade or defeat any such tax or the payment thereof, shall, in addition to other
penalties provided by law, be liable to a penalty of the amount of the tax evaded, or not paid,
collected or accounted for and paid over, to be assessed and collected in the same manner as such
taxes are assessed and collected.

The term "corporate, partnership or limited liability officer" as used in this section means an officer
or employee of a corporation, or a member, manager or employee of a partnership or limited
liability company, who as such officer, employee, member or manager is under a duty to perform
on behalf of the corporation, partnership or limited liability company the act in respect of which the
violation occurs and who (1) had knowledge of the failure or attempt as set forth herein and (2) had
authority to prevent such failure or attempt.

§58.1-1814. Criminal liability for failure to file returns or keep records.

A.

Any corporate or partnership officer, as defined in §58.1-1813, and any other person required by
law or regulations made under authority thereof to make a return, keep any records or supply any
information, for the purpose of the computation, assessment or collection of any state tax
administered by the Department of Taxation, who willfully fails to make such returns, keep such
records or supply such information, at the time or times required by law or regulations, shall, in
addition to any other penalties provided by law, be guilty of a Class 1 misdemeanor.

Any person who willfully utilizes a device or software to falsify the electronic records of cash
registers or other point-of-sale systems or otherwise manipulates transaction records that affect
any state tax liability shall, in addition to any other penalties provided by law, be guilty of a Class 1
misdemeanor.

In addition to the criminal penalty provided in subsection B and any other civil or criminal penalty
provided in this title, any person violating subsection B shall pay a civil penalty of $20,000, to be
assessed and collected by the Department as other taxes are collected and deposited into the
general fund.
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§ 58.1-1815. Willful failure to collect and account for tax.

Any corporate or partnership officer as defined in §58.1-1813, or any other person required to collect,
account for and pay over any sales, use or withholding tax, who willfully fails to collect or truthfully account
for and pay over such tax, and any such officer or person who willfully evades or attempts to evade any
such tax or the payment thereof, shall, in addition to any other penalties provided by law, be guilty of a
Class 1 misdemeanor.

§58.1-1816. Conversion of trust taxes; penalty; limitation of prosecutions.
Any corporate or partnership officer as defined in §58.1-1813, or any other person owning and operating a
business, or a fiduciary operating or liquidating a business, who through two or more acts or omissions
within a period of ninety days willfully fails to truthfully account for any state sales use or withholding tax
totaling $1,000 or more collected from others with the intent not to pay over, shall, in addition to any other
penalties provided by law, be guilty of a Class 6 felony. A prosecution under this section shall be
commenced within five years next after the commission of the offense.

§58.1-1817. Installment agreements for the payment of taxes.

A. The Tax Commissioner is authorized to enter into a written agreement with any taxpayer under which

such taxpayer is allowed to satisfy his tax liability in installment payments, if the Tax Commissioner
determines such an agreement will facilitate collection.

B. Except as otherwise provided in this section, any agreement entered into by the Tax Commissioner
under subsection A shall remain in effect for the term of the agreement.
The Tax Commissioner may terminate any installment agreement if:
1. Information which the taxpayer provided prior to the date such agreement was entered into
was inaccurate or incomplete; or
2. The Tax Commissioner determines that the collection of any tax to which an agreement
relates is in jeopardy.

C. If the Tax Commissioner makes a determination that the financial condition of a taxpayer who has
entered into an installment agreement under this section has significantly changed, the Tax
Commissioner may alter, modify, or terminate such agreement. Such action may be taken only if (i)
notice of the action is provided to the taxpayer no later than thirty days prior to the date of such
action and (ii) such notice includes the reasons why the Tax Commissioner believes a significant
change in the financial condition of the taxpayer has occurred.

D. The Tax Commissioner may alter, modify, or terminate an installment agreement in the case of the
failure of the taxpayer:

1. To pay any installment at the time it is due;

2. To pay any other tax liability at the time it is due;

3. To provide a financial condition update as requested by the Tax Commissioner; or

4. To file with the Department any required tax or information return during the time
period such agreement is in effect.

E. The Tax Commissioner may alter, modify, or terminate an installment agreement under other
exceptional circumstances as he deems appropriate.

§58.1-1817.1. Waiver of tax penalties for small businesses.

As used in this section, "small business" means an independently owned and operated business that has
been organized pursuant to Virginia law or maintains a principal place of business in Virginia and has 10 or
fewer employees.
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Any penalties related to taxes administered by the Department shall be waived for a small business during
its first two years of operation, provided that such small business enters into an agreement pursuant to
§58.1-1817. However, the Department shall not be required to waive the penalty imposed by §58.1-1816 or
any civil penalties for the failure to remit state sales or withholding taxes.

§58.1-1823. Reassessment and refund upon the filing of amended return or

the payment of an assessment.
Any person filing a tax return or paying an assessment required for any tax administered by the Department
may file an amended return with the Department within the later of (i) three years from the last day
prescribed by law for the timely filing of the return; (ii) one year from the final determination of any change
or correction in the liability of the taxpayer for any federal tax upon which the state tax is based, provided
that the refund does not exceed the amount of the decrease in Virginia tax attributable to such federal
change or correction; (iii) two years from the filing of an amended Virginia return resulting in the payment
of additional tax, provided that the amended return raises issues relating solely to such prior amended
return and that the refund does not exceed the amount of the payment with such prior amended return;
(iv) two years from the payment of an assessment, provided that the amended return raises issues relating
solely to such assessment and that the refund does not exceed the amount of such payment; or (v) one
year from the final determination of any change or correction in the income tax of the taxpayer for any
other state, provided that the refund does not exceed the amount of the decrease in Virginia tax
attributable to such change or correction. If the Department is satisfied, by evidence submitted to it or
otherwise, that the tax assessed and paid upon the original return exceeds the proper amount, the
Department may reassess the taxpayer and order that any amount excessively paid be refunded to him.
The Department may reduce such refund by the amount of any taxes, penalties and interest which are due
for the period covered by the amended return, or any past-due taxes, penalties and interest which have
been assessed within the appropriate period of limitations. Any order of the Department denying such
reassessment and refund, or the failure of the Department to act thereon within three months shall, as to
matters first raised by the amended return, be deemed an assessment for the purpose of enabling the
taxpayer to pursue the remedies allowed under this chapter.

23VAC10-210-570. Fairs, Flea Markets, Circuses, Carnivals, Etc.

A. Any person selling tangible personal property at fairs, flea markets, carnivals, circuses, etc. must
hold a certificate of registration to collect the sales tax and is required to collect and remit the tax
on all such sales. For purposes of collection of the tax, no distinction is made between profit and
nonprofit vendors. Persons selling at fairs, flea markets, carnivals and circuses do not qualify for the
"occasional sale" exemption set forth in 23VAC10-210-1080. Any person selling at a fair, flea
market, carnival or circus should contact the department to obtain a certificate of registration for
purposes of making sales at the fair, flea market, etc. However, nothing contained in this section
shall prohibit the department from authorizing sponsors or operators of fairs, carnivals, flea
markets, circuses, etc. to remit the tax collected by persons selling at such events. Any operator or
sponsor seeking authorization to remit tax on behalf of participants must apply in writing to the
department.

B. Tangible personal property used or consumed in operating fairs, flea markets, circuses, amusement
parks, etc. is subject to the tax at the time of purchase. If the property is purchased outside of
Virginia, the purchaser is liable for the use tax. A credit against use tax liability may be allowed for
sales or use tax paid to another state or its political subdivision. (See 23VAC10-210-450.)
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23VAC10-210-1080. Occasional Sale.

A. Generally. The tax does not apply to an occasional sale provided the sale or exchange is not one of a
series of sales or exchanges sufficient in number, scope and character to constitute an activity requiring
the holding of a certificate of registration.

B. Occasional sale defined. The term "occasional sale" means:

1.

3.

A sale by a person who is engaged in sales on three or fewer separate occasions within one
calendar year, except that sales at fairs, flea markets, circuses and carnivals and sales made by
peddlers and street vendors are not occasional sales; or

A sale of tangible personal property not held or used by a seller in the course of an activity for
which he is required to hold a certificate of registration. The words "not held or used by a seller in
the course of an activity for which he is required to hold a certificate of registration" mean that a
registered dealer is not entitled to an occasional sale exemption solely by virtue of the fact that the
article sold may be of a different class from the merchandise he/she regularly sells; or

The sale or exchange of all or substantially all the assets of any business; or

4. The reorganization or liquidation of any business.

C.

The following examples illustrate the application of the occasional sale exemption:

Example 1: If Company A, which holds a certificate of registration only for retail sales made in its
employee cafeteria, sells one piece of computer equipment, such transaction will be deemed an
occasional sale since the computer is not property used in the cafeteria, which is the activity for
which A is required to hold a certificate of registration.

Example 2: If Company B, which operates a hotel and holds a certificate of registration for collecting
tax on room rentals, sells beds and mattresses used in the hotel, the occasional sale exemption is
inapplicable since the property being sold is being used in the activity for which B is required to
hold a certificate of registration.

Any person who is engaged in limited sales activity is encouraged to request a written ruling on the
applicability of the occasional sale exemption to the sales activity.

Purchases. Any person who purchases an item in a transaction which is deemed an "occasional
sale" shall likewise not be liable for any use tax on such purchase.

For auctioneers, agents and factors, see 23VAC10-210-140.

23VAC10-210-3090. Sale or Quitting of Business; Successor Business.

A. Sale or quitting business, final return. If any dealer liable for any tax, penalty or interest sells his

business or stock of goods or quits the business, he must make a final return and payment within
15 days after the date of selling or quitting the business. At that time, he must also return his
Certificate of Registration to the Department of Taxation and include a letter explaining the
situation. He must report on his final return the full name and address of any successor.

Liability of successor business for unpaid taxes. If a sale of a business for a consideration occurs, the
dealer's successors or assigns, if any, must withhold a sufficient portion of the purchase money to
cover the amount of any taxes, penalties and interest due and unpaid until the former owner
produces either a receipt from the Department of Taxation showing that payment has been made
or a certificate stating that no taxes, penalties or interest are due. If the purchaser of a business or
stock of goods fails to withhold a sufficient portion of the purchase money, he becomes personally
liable for the payment of the taxes, penalties and interest due and unpaid by any former owner.
This section does not qualify or limit the exemption from the sales tax of an occasional sale as
defined in 23VAC10-210-1080 nor does it intend to imply successor liability where no "sale" of a
business occurs.
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Application of successor business for Certificate of Registration. Any person, firm or corporation
who succeeds a dealer in the operation of a business must apply for a Certificate of Registration.
When applying for a Certificate of Registration, the successor dealer must inform the department
of the acquisition of the business previously operated and furnish the name and certificate number
of the previous dealer. The successor may request a receipt of certificate from the department
showing the amount of tax, or no tax, due by the previous dealer. Such a receipt or certificate will
be sufficient evidence to authorize the successor to release to the previous dealer any funds
withheld from the purchase price. A Certificate of Registration may not be issued to a successor
who has been notified by the department that any tax, penalty or interest is due and unpaid by
previous dealers until such amount is paid in full.
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