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AGENT’S NARRATIVE REPORT

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]SUBJECT:			{Taxpayer’s Name, Current Title and/or Position}
{Taxpayer’s Street Address}
				{Taxpayer’s City, State, Zip Code}
				{Taxpayer’s Phone Number}
				{Taxpayer’s Website}

TAXPAYER'S	
REPRESENTATIVE(S):	{Taxpayer’s Representative’s Name, Current Title and/or Position}
{Taxpayer’s Representative’s Address, City, State, Zip Code, if different than above} 
				{Taxpayer’s Representative’s Phone Number}
				{Taxpayer’s Representative’s Email Address}
				
AUDIT TYPE:			Tangible Personal Property Tax
				Account Number {xxxxxx}Account Number

PERIODS EXAMINED:	{Beginning audit period through ending audit period} as provided by KRS 132.360.

PERIODS HELD		
	OPEN BY WAIVER:		Not applicable

PROTEST PERIOD:	Protest period ends forty-five (45) days from the date of final notice of tax due as provided by KRS 131.110

DATE OF AUDIT:		Audit Started:  {Date field examination began}
				Audit Completed:  {Date audit completed}

LEAD AUDITOR:		{Name of Lead Auditor}
				
ASSISTING AUDITOR(S):	{Name(s) of Assisting Auditor(s)}
				
REVIEW OFFICER:

I. Taxpayer’s Bill of Rights

A copy of the brochure “Your Rights as a Kentucky Taxpayer” was {mailed, emailed, faxed to whom and when} along with the confirmation letter.

II.	Introduction and Description of Business

A. History of Business

	{Describe the history of the business, note the year the business began operations and when it first had situs in KY, identify if the business is multi-state or 100% KY, state if the company is on a fiscal year or calendar year and the company’s accounting methods, list and describe related companies, make note of any mergers, purchases of, or sales of the company (including the type of sale (stock, if stock need to know if 338 election was made, asset, etc.), the companies involved, and the date of the sale), note relevant prior KY audit periods.}

B. Type of Business

	{Describe the company’s operations (manufacturer, retailer, etc.), the products produced and/or services rendered, any changes that have occurred in the company’s operations.}

C. Operations in Kentucky: 

{Identify each location by address, city, and county and activity conducted at each location.  If any of the locations are leased, this should be noted as well.}

III.	Scope of Examination

{Include method of audit and records available and examined (including condition of records) - explain in detail.}

IV.	Areas Examined and Proposed Adjustments

{Explain each adjustment, citing the applicable Kentucky Revised Statutes and/or Regulations. Identify the applicable schedules(s) where the adjustment was made. Items not adjusted should be noted, stating that the items have been verified.}

A. Fixed Assets

	{List pertinent information about fixed assets, any adjustments to add or remove assets, and adjustments to the assets’ classifications and valuations, if there are no assets, provide an explanation (leased, sold, destroyed, etc.), explain if fully depreciated assets were removed from the Taxpayer’s asset listing and included in the audit, note any property that has been verified as non-taxable (real property, registered vehicles, etc.), note the verification of disposals}

B. Inventory

	{Describe the items in inventory for each inventory line item utilized on the audit working papers, the location of the inventory, and how it was calculated per audit, note that the inventory was verified as FIFO, full absorption costing, and list the reserve accounts that were disallowed, state if the total inventory reconciles to the balance sheet and provide an explanation if it does not.}

C. Materials and Supplies

	{Describe which accounts are included in the Line 60 calculation, whether the taxpayer kept an inventory or if estimates were calculated, explain the accounts assessed and those determined to be non-taxable, list the documents utilized in obtaining the account information, and explain the calculation method and the reason for using that method.}

D. Reconciliation

	{The reconciliation should reconcile the depreciation list total to the corporate tax return or a CYE trial balance, which should then be reconciled to the asset listing on the audit working papers.  Describe the reconciliation on the audit trail form and any adjustments that were needed to tie the balances to each other.  Explain if a plug number was needed for an unexplained difference and whether the Taxpayer was able to provide any information about the unexplained difference. Note the reasoning behind taxing the unexplained difference per the audit and the classification assigned to it.}

E. Other

	{Other items to be addressed per audit if applicable:  IRB property, recycling property, CIP property, FTZ property, watercrafts, aircrafts, alternative valuation requests made by the Taxpayer, amended returns filed, floor plan financing verification, farm equipment.} 

V.	Agreements:

{Address agreements, if any.  If none state:  “To the best of the Auditors' knowledge, the Taxpayer does not have any special agreements with the Commonwealth that would affect the conclusion of this audit.”}

VI.       Amnesty:

{Address agreements, if any.  If none state:  “To the best of the Auditors' knowledge, the Taxpayer does not have any amnesty agreements with the Commonwealth that would affect the conclusion of this audit.”}

VII.	Collection:

	No collections were made in the field.

VIII.	Information for the Review Officer:

	{Address additional information for the Review Officer, if any.  Include information about plant tour (including date and attendees) in this section.  If no plant tour is taken, state the reason. Describe any issues with the bills in the system or the tax filings.  If no additional information state:  “There is no additional information for the Review Officer.”}

IX.	Other Taxes:

A. Corporation Tax/LLET

{State account number if registered and verification of returns filed}

B. Sales and Use Tax

	{State account number if registered and verification of returns filed}

C. Withholding Tax

	{State account number if registered and verification of returns filed}

D. Severance/Minerals Tax

	{State account number if registered and verification of returns filed}


X.	Conclusion:

	A. 	Results of Audit

{State results of audit including proposed audit adjustments for years under audit.}

B. Correspondences and Conferences with the Taxpayer:

{State date and to whom the initial audit working papers were provided.  State date, location, and who was present at exit conference.  If no exit conference was conducted, explain.}

XI.	Correspondence:

{State Name, Current Title and/or Position of Person with Whom the DOR should correspond.  Tax assessments and correspondence have to be directly sent to the taxpayer.}
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