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Topics Covered

Auditor Leads
Audit Coordinator Selection of Audit Leads
Attachment of Information for Auditors
Taxpayer Information Form
Taxpayer Response Letter
ASAP – Access database
Audit Review
Audit Processing



Auditor Leads

Invoices viewed at audit are sighted as 
possible leads
Auditor asks permission from the taxpayer to 
make a copy/scan the invoice(s) 

Auditor has taxpayer sign release, to allow 
contact with the vendor listed on the invoice

Auditor enters information from invoice into 
Access



Auditor Leads (cont)

Auditor submits audit leads in Access to Audit 
Coordinator
Scanned invoices are placed on a common 
network drive

Auditors access these scanned invoices when 
audit is assigned to them



Auditor Lead - Example





Selection of Audits

Audit Coordinator selects audit using the 
following ways:

Auditor leads
Leads from other sections in the Tax Dept.
Viewing taxpayer information in Gentax

Gentax – integrated tax system
Re-Audits
Other taxpayer complaints
Other agency registration forms



Attachment of Information               
for Auditors

Information provided to auditors by Audit 
Coordinator using a common network drive

Corporate income tax return
Previous audit reports and work papers
Sales tax permit applications
Other correspondence



Attachment of Information               
for Auditors (cont)

Benefits
Paper mailings to auditors located in field 
offices eliminated
Postage costs reduced
Printing costs decreased
Direct Communication



New Audit Assignment



Taxpayer Information Form



Taxpayer Response Letter

Letter sent to taxpayer saying they have been 
selected for audit
When taxpayer response is received it is 
scanned and placed in Gentax under the 
taxpayer’s account

Auditor checks Gentax for this information and 
contacts taxpayer.
Auditor also enters phone # and contact 
information into Audit Input Program (Access) 
(ASAP)



ASAP – Access Database

Auditor enters assessments/credits into 
ASAP
Audit work papers are compiled by the 
Access program

Work papers can be exported to Excel and    
e-mailed to taxpayer if requested

Auditor submits audit for review/processing



Audit Submission



ASAP – Access Database (cont)

Submitted audit is uploaded to a holding file 
on a common network drive
Audit narrative/exhibits are placed on 
common network drive for review
Audit extension(s) are attached in Gentax



Audit Review

Audit Coordinator
Verifies that concerns identified in audit 
selection were addressed in the audit

Audit Supervisor
Verifies consistency in application of statute

Audit Processor 
Verifies legitimate audit periods



Audit Processing

The Audit Processor exports audit out of 
Access and into Excel.
Excel file is uploaded into the Audit Manager 
in Gentax.
A Notice of Determination (NOD) is generated 
in Gentax
NOD is printed and mailed to taxpayer



Audit Processing (cont)

Audit work papers, exhibits and report are 
attached in Gentax.
A work item is created in Gentax to assist the 
Audit Supervisor in tracking audit recall



Questions…
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