BOARD OF REVIEW HEARING PROCEDURES

A.   All hearings are conducted informally, are open to the public and will be recorded. Tapes made by 
the Board of Review are kept for deliberation purposes only and are not available to the public. 
Any party wishing to record a hearing may do so.


The public may be present at the hearing, but shall not participate in the hearing.


Only parties to the hearing or their witnesses may address the Board of Review during the hearing.


Hearings are scheduled at 15 minute intervals, which are divided equally between the 
complainant and assessor.  Please organize your material so that testimony can be completed 
within 
the limited time frame.

B.   Hearings may be conducted by one to three (1-3) members of the Board, but decisions must 


be made by majority rule of the Board of Review members. A quorum shall consist of a majority 

of the Members of the Board of Review.

C. 
Parties before the Board of Review may be represented by an attorney in an attorney-client 
relationship with the property owner.  (If the property is owned by a corporation or a partnership, 
any officer of the corporation or general partner of the partnership may represent the company.)


1.
Any individual may represent himself/herself or may be represented by an attorney in an 



attorney-client relationship before the Board of Review.  The only exception to this rule 



is when the complainant is infirm or otherwise incapacitated and unable to speak for 



himself/herself. Accountants, tax advisors, tax representatives, or real estate consultants 



may testify at hearings only as a witness of the property owner.


2.
A taxing district shall be represented by its attorney.


3.
A Township Assessor or Deputy Assessor may represent himself/herself before the Board 


of Review.


4.
The complainant and other witnesses should be prepared to testify under oath and to 



answer the Board of Review(s questions.  The respective Township Assessor will also be 



present to give evidence, if necessary.  The Board of Review members will keep a record 



of the hearings held.

D.    Rules of evidence before the Board of Review:

1.
If the complainant or Township Assessor wishes to submit additional evidence to be considered 


by the Board of Review it should be received by the Board at least five (5) working days before 


the scheduled hearing.  The Township Assessor may submit a completed Residential Market 


Analysis Form, a Commercial/Industrial Market Analysis Form or an Apartment Market Analysis 

Form.


2.
If the Township Assessor discovers an error on a property prior to the hearing process and wishes 

to recommend a change to the Board of Review, he/she will complete an Assessment Change 


Request (ACR).  This form must state all facts justifying the recommended change along with a 


property record card showing the before and after status of the property.  This form is to be used 


for any assessment change request made by the assessor.


3.
General rules of evidence shall not apply.


4.
The Board of Review may consider any evidence which has a direct bearing on the issues before 


it. The Board of Review need not limit itself to the evidence introduced by the parties at the 


hearing, but may use information gathered by the Board itself.


5.
The party requesting the hearing has the burden of going forward with the evidence.


a. A complaint, that on its face value, contains no factual basis for the action requested of the 
 
    Board of Review shall be denied.

      
b. If no evidence is presented by the complainant at the hearing, the Board of Review may 
  
    proceed to a decision on the best evidence available.

6.  
Any additional evidence requested by the Board of Review from either the Township Assessor or 
the complainant, after a hearing is held, shall be submitted to the Board of Review no later than 
four (4) working days following the scheduled hearing date.

E.
Final Decisions:


1.
The Board of Review will render a final decision based upon the preponderance of the 


evidence.


2.
All final decisions shall be in writing and shall specify the basis of the decision.


3.
Decisions will be sent to the complainant and the Township Assessor.  When the 



complainant is not the property owner, a decision notice will also be sent to the property 


owner.

F.
If the complainant, or Township Assessor, feels the Board of Review’s decision is unsatisfactory, 
a petition for review with the State Property Tax Appeal Board may be filed within thirty (30) 
days of the date of the Board of Review’s final decision notification.  Forms for appeal are 
available in the Board of Review office upon request.
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