IRRV EXAMINATIONS

Technician
December 2005

REVENUES ADMINISTRATION

ENGLAND AND WALES
Time allowed: 3 hours

Answer SIX questions

All questions carry equal marks

(Maximum marks 300)

1.  Your Director has asked you as the Team Leader to update the Council website with up to date information on rents on Council dwellings.  List the items that you believe should be included on the website including an explanation to tenants of how the Authority sets the rents each year.

2. The Council has recently introduced a corporate contact centre handling personal and telephone enquiries.  In the first week that the contact centre fully operated, a customer services officer working within the centre was injured as a result of a violent physical attack by a customer.  You have been asked as the Customer Services Team Leader by the Head of Revenues to review and report on the arrangements operating in the new contact centre to reduce the risk of such an event happening again.  Draft the report.

3. Your Director has received a number of comments about citizens’ and corporate bodies’ access to information under the Freedom of Information Act recently introduced.  As the Revenues Team Leader, draft a briefing note to the Director outlining what happens when the Council receives such a request for information under the Act, and the information that should be provided once a request has been made.  

4. Following a customer survey that was conducted there is an apparent need for the Council to consider extending its opening hours to its customers to twenty four hour opening seven days a week.  As the Team Leader, prepare a report to your Director detailing the issues involved and any recommendations that you wish to make, clearly stating your reasons. 

5. Write a report to your Director of Finance explaining what statutory reliefs for National Non Domestic Rates could be granted to the following organisations:-

a. A national charity occupying a town centre shop.  It is known that 55% of the stock is donated and the remaining 45% purchased.

b. The only public house in a designated rural settlement.  The Rateable Value is £9,000. 

c. A non profit-making bowls club whose membership consists entirely of local residents.

Your report should include the conditions that have to be satisfied before rate relief can be granted and the financial impact to the local authority.

6. Your manager has expressed concern about the recent higher level of sickness within your service area and has asked you to present him/her with a paper outlining procedures, which will enable you to monitor and manage sickness more closely in your service area.  Draft the paper.

7. Explain the procedures for the recovery of a civil debt in the County Court. 

8. A local authority controlled sports centre will open shortly. Discuss the various types and sources of income to be generated from the operation of the sports centre, listing any incentives that could be introduced to maximise the use of the facilities by the local community.

9. The Council has decided under its discretionary powers to charge the maximum amount it can for second homes and long-term empty properties.  The Revenues Manager has asked you as the Council Tax Team Leader to draft a report explaining the changes, including the authority required to utilise these discretionary powers, the impact on the amount that the taxpayer will have to pay, how any additional revenue will be used and how the scheme would be publicised.
10. The Council’s Leader has written to you concerning complaints that he has received from customers regarding the practices of the Council’s debt collection agency responsible for the enforcement of the collection of Business Rates and Council Tax. Draft a code of practice to be used between the Council and the debt collection agency to ensure a fair and efficient service in line with all Council policies, including its anti poverty strategy.

EXAMINER'S COMMENTS

Revenues Administration, (England and Wales)

December 2005 Examination

___________________________________________________________________

General Comments

In the examiners comments for June 2002 I reminded students that it is important to read the question carefully. Yet again there continues to be vast improvements with the standard as mentioned in previous exams, but marks were still easily lost for not drafting reports, memorandums, briefing note or letters and if the question asks for this you should do it.   Examination technique is very important for examinations and can make the difference between a pass and a fail.

May I also suggest that previous exam papers and the examiner's comments may be useful to tutors and students who are taking this subject. 

___________________________________________________________________

Question  1

There was an 11.11% response to this question with an average mark of 29.5 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	0

	21-24
	0

	25-30
	1

	31-40
	1

	41-50
	0

	Total
	2


Only just over 11% of students answered this question, which is very surprising considering that how we should utilise Internet sites to provide access and information to our services.  It is probable that students were put off by the fact that the topic selected was on Housing Rents but out of the 2 students who attempted this question, both gained enough marks to pass the question.

The answer should have included:

Introduction

A general description of e-government and the government targets

Link to Rents

Rents issues to be published on Website:

Rents

Housing Benefits

Billing, Collection and Enforcement of Rents

General

Location of Offices and opening hours

Contact Points including email of Housing Offices etc

What to do eg report repairs

Links to other services (eg Benefits, CAB, and Agencies)

Current publicity initiatives

Performance Targets – how are we performing?

Tenants Charter

How money raised/spent

Allow Access by the public for:

Check accounts

Change of circumstances

Copy accounts

Direct Debit sign-up

Payments over the Internet, how to make payments

Application forms available as website pages: Application Form for Housing, for Benefits, Report Repairs, etc.

- (comments on need for signature – Queen's bill on electronic signatures.)

- Could be available for down loading and printing

Customer feed-back, compliments and complaints

The Council sets its rent levels on HRA properties is each year and this is self financing with rents from Council Houses meeting the full cost.  The annual rent takes full account of its Housing Revenue Account which is self financing – eg no profit and no subsidy 

Included in HRA are the following items:

Income, (i)
rents; (ii) charges for services and facilities; (iii)
housing revenue account subsidy; (iv) contributions towards expenditure of any description payable to the authority for the year; (v) housing benefit subsidy; (vi)
transfers from the housing repairs account; (vii) reduced provision for bad or doubtful debts; (viii) sums calculated or determined by the Secretary of State; (ix) sum as directed by the Secretary of State; (x) credit balance from previous year.

Expenditure, (i) expenditure on repairs maintenance and management; (ii) expenditure for capital purposes; (iii) 
rents, rates, taxes and other charges; (iv) rent rebates (HB); (v) transferred sums; (vi) contribution to housing repairs account; (vii) provision for bad or doubtful debts; (viii)
sums calculated as determined by the Secretary of State; debit balance from the previous year.

Proper notice of increase of rents annually should be given to all tenants and should take account of the recent rent restructuring proposals

________________________________________________________________

Question  2 

There was a 77.78% response to this question with an average mark of 20.05 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	6

	21-24
	3

	25-30
	3

	31-40
	0

	41-50
	1

	Total
	14


Over 77% of students answered this question, which as Health and Safety is so important for Revenues Administration, was no surprise.  What was disappointing was the poor answers for this question, with some students losing valuable marks for not responding to the question with a report.  It is important that tutors and students cover this vital area and I would suggest that students try to find out what happens in their own organisation.

The answer should have included:


	


________________________________________________________________

Question  3

There was a 38.89% response to this question, with an average mark of 17.15 awarded and, of those candidates who answered the question, the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	2

	11-20
	1

	21-24
	1

	25-30
	1

	31-40
	2

	41-50
	0

	Total
	7


Considering that the Freedom of Information can have such an impact upon us in Revenues Administration, the number of students tackling this question at 38.89% was surprising.  Out of the 7 students who attempted the question, 3 students gained enough marks for a pass.  Students are advised to find out what happens within their own organisation regarding the Freedom of Information.

The answer should have included:

BRIEFING NOTE LAYOUT ON FREEDOM OF INFORMATION ACT 2000

Freedom of Information
The Freedom of Information Act came fully into force on 1 January 2005. It gives the public and anyone from anywhere in the world the right of access to all recorded information held by public authorities. As a local authority, all Council’s will have to comply with the Act.

To demonstrate our commitment to FOI we have to develop relevant procedures.

What is Freedom of Information (FOI)?
The Act intends to promote a culture of openness and accountability in public authorities, by providing all people with rights of access to all types of recorded information held by councils.

Under the FOI legislation, the Council has to produce a Publication Scheme, which will be published on our website. This is a directory of information and publications that are routinely available. The Publication Scheme outlines:

· the way we intend to present the information 

· how we intend to publish it 

· whether we intend to make a charge and, if so, what the charge is.

What information is covered by FOI?
All information we hold is covered by FOI. There are only three reasons why we would not provide information if it was requested. These are:

· the information requested is exempt from disclosure 

· the request is considered a nuisance, unreasonable or "vexatious" 

· the required fee is not paid within three months.

How do the public request information after 1 January 2005?
There will be no change to the way the public request information that is routinely available. They simply contact the relevant section or department for the information they need.

If they wish to make a request for information under the new FOI legislation, then the request should preferably be in writing (technically, though, there is a presumption that all requests will come under FOI provisions -whether made orally or in writing - unless there is reason to presume otherwise). This can be a letter, fax or e-mail. These requests will normally be for information that is not routinely available. To help us to formally identify FOI requests, they should preferably state "Freedom of Information" at the top of their letter, fax or e-mail. We have to deal with these requests within 20 working days.

Will they be charged for information?
They will not be charged for information that is readily available. However, we will be able to make a charge for information that is not readily available and that has to be prepared or extracted. 

What information is exempt from disclosure?
There are 24 exemptions where information would not have to be provided. These fall into two categories.

· Qualified exemptions. This category is subject to a public interest test. This is where we will look at whether the balance of public interest is weighted in favour of giving the information requested. Where this is found to be the case, the information will be given. 

· Absolute exemptions. These are unquestionable exemptions

What happens if a request for information is turned down?
We will tell the applicant why we have turned down the request, quoting any relevant exemptions. The applicant then has a right of appeal, initially under the Council’s internal appeals procedure. If after the appeal, the information is still not disclosed, the applicant can ask the Information Commissioner to review the decision. The Information Commissioner’s Office is the Government department that oversees and enforces FOI.

Where can I find out more information on FOI?
You can visit the following Government web sites

www.freedom-of-information-act.co.uk
_________________________________________________________________

Question  4

There was a 55.56% response to this question with an average mark of 21.67 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	3

	21-24
	2

	25-30
	4

	31-40
	1

	41-50
	0

	Total
	10


Out of the 10 students who attempted this question, 5 gained enough marks to gain a pass for this question.  Under modern service delivery innovative new ways of providing service delivery are being investigated, tested and utilized.  It is vital that students and tutors become aware of this and include study on this in the future.

The answer should have included:

Answer layout

Format of Briefing Note – Headings, Layout

Understanding of Best Value/Inspections, Customer Surveys – 

Reason for extended opening hours

Consult with customers, stakeholders, members, staff, and third parties

Timetable, Corporate impact?

Identify areas for review/pilots, Meet with staff/members, Form a 

Project/Focus Group.  Set up communications to report back.  Private/Public 

Sector Partnership

Administration issues - Suggest extended hours eg 24 hours 7 days a week to cater for customer wishing to contact the Revenues office outside ‘office hours’, is it a pilot?, will it be done in house, in partnership with the private sector, how long for?, what hours?  Costs, appointment systems, staffing, flexi time, overtime, Health & Safety, other good points

Recommendation

________________________________________________________________

Question  5

There was a 55.56% response to this question with an average mark of 27.11 and, of those candidates who answered the question the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	2

	21-24
	2

	25-30
	3

	31-40
	2

	41-50
	1

	Total
	10


Over 55% of students answered this question and the question gained an average mark of 27.11, with 6 students gaining a pass for this question.  Nation al Non Domestic Rates is obviously an essential part of Revenues Administration and students seemed to show a good grasp of the subject in the standards of the answers to this question.

Students showed a good grasp of the rules including the financial implications for the award of rate reliefs.

The answer should have included:

	Town Centre Shop
	

	*
	Liability

	*
	Relief that can be applied

	*
	Financial Impact 

	
	

	Public House
	

	*
	Liability

	*
	Relief that can be applied

	*
	Financial Impact 

	
	

	Bowling Club
	

	*
	Liability

	*
	Relief that can be applied

	*
	Financial Impact 


Question  6 

There was a 94.4% response to this question with an average mark of 32.82 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	2

	21-24
	2

	25-30
	1

	31-40
	10

	41-50
	2

	Total
	17


This was a popular question with over 90% of students answering this question, gaining an average mark of over 32.  As organizations look to streamline their processes organizations must try to ensure that absence is managed well.  From the high standard of answers given students seemed to be very aware of this, which is a key part of Revenues Administration.

The answer should have included:

It is important that the turn around of the absence reporting is done on a daily basis as follows:

In the event of you being unable to attend work through illness, the following procedures must be followed:

Report your illness by telephone or face to face to your Line Manager before 10.30 am on the FIRST DAY, giving the following information:

The nature of your illness

The likely date of your return to work

On a daily basis Line Managers should report sickness absences immediately by e-mail or telephone to the Admin Officer so that they can record staff absence on the information system.

On returning to work, staff should inform their Manager of their return.

On the same morning the employee return to work Line Managers should immediately e-mail or telephone the Admin Officer so that she can issue a Self Certification form.  This will then be passed to the member of staff who has been absent and they will then be required to fill in the Self Certification form and pass it on to their Line Manager.

The Line Manager will immediately conduct a Return to Work Interview with the member of staff and complete a Return to Work Interview form.  The Self Certification form should then be completed by the Line Manager and then the Return to Work Interview form should be stapled to it and returned immediately to the Admin Officer.

· For absences of more than 7 days - the employee will be required to provide medical certificates for the period in excess of 7 days (to be sent direct to Payments but advising Personnel/Organisational Development).

PLEASE NOTE

Absences are counted from the first day reported, and include Saturdays and Sundays where appropriate.

Absence will be monitored and as a national BVPI will be recorded.  Reports will be taken to Management Team and to Cabinet/Council.

Persistent absence without valid reason may lead to medical certificates being requested for absences less than 7 days.  The Council will pay for any costs incurred.  Ongoing persistent absence could also lead to disciplinary action.

A full Confidential Counselling Service is available and the staff employee is entitled to union representation at any interview/hearing

Other Good/Relevant Point

Question  7

There was a 14.29% response to this question with an average mark of 19.5 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	0

	21-24
	0

	25-30
	0

	31-40
	1

	41-50
	0

	Total
	2


This question was not popular but one student in particular answered this question very well.  Students and tutors are reminded that the Revenues Administration is a very wide syllabus and does not just cover Council Tax, Business Rates and Sundry Debts.  Recovery of a claim through the County Court, as requested in this question, is a valid part of Revenues Administration and needs to be covered.

A good answer should have included:

Try to resolve the issue without going to the County Court.  If not the following procedure for the County Court should be followed:

Where do I start my claim?

You can ‘issue’ (start) a claim in any county court in England and Wales. 

Although the procedures and forms are the same, you can only issue a claim in the High Court if your claim is for more than £15,000. Most ‘litigants’ (people involved in court actions) acting for themselves will choose to issue in a county court.

If you have access to the Internet you can visit www.moneyclaim.gov.uk for a simple, convenient and secure way of making a claim.  There are time restrictions for issuing claims. If you have delayed issuing proceedings for any reason, you may wish to seek legal advice before issuing your claim.

How do I start my claim?

To start a claim you must complete a Form N1 (claim form). You can get a claim form free from any county court, or by downloading one from our website www.hmcourts-service.gov.uk If you decide to start your claim online you should log on to www.moneyclaim.gov.uk

Although you can start a claim in any county court, it may be transferred to another court if it is disputed (‘defended’). Transfer will take place if:

• your claim is for a fixed amount of money; and

• the defendant is an individual who resides or carries on business in another court’s area.

What forms do I need?

You will need Form N1. With it you should also be given notes for guidance for yourself (the claimant) on how to complete the form, and notes for guidance for the defendant (the person, firm or company against whom the claim is being made). Once you have filled in the Form N1, you should photocopy it and the defendant’s notes for guidance so that you have:

• one copy for yourself;

• one copy for the court; and

• one copy for each defendant from whom you are claiming.

If you are using the online service you will find all you need at www.moneyclaim.gov.uk

Interest

You can claim interest on the money the defendant owes you. If you want to claim interest, you must include it in your ‘particulars of claim’. Write your claim in the following way: ‘The claimant claims interest under section 69 of the County Courts Act 1984 at the rate of 8% a year, from [date when the money became owed to you] to [the date you are issuing the claim] of £ [put in the amount] and also interest at the same rate up to the date of judgment or earlier payment at a daily rate of [enter the daily rate of interest].

Working out interest

To work out the amount of interest you are owed up to the date you start the claim, you first need to work out the daily rate of interest. Using a calculator do the following: 0.00022 x the amount of your claim. 

This gives you the daily rate of interest.

You then need to work out the amount of interest you are owed up to the date you issue your claim. Count how many days have passed since the money became owed to you and multiply that number by the daily rate of interest.
For example,

If you are owed £1,000, the rate of interest would be as follows:

0.00022 x 1,000 = 0.22 - So the daily rate of interest is 22p.

If the debt became owed to you on 7 March and you are filling in the claim form on 26 April, 50 days have passed.  So, 50 x 0.22 = 11.

You can add £11 to the amount you are claiming.

How much will it cost and how do I pay?

The fee you will have to pay to the court will depend on the amount you are claiming. In certain circumstances you may not have to pay the fee. If you are issuing the claim online the court fee will be calculated automatically for you. You will need a valid credit card or debit card if you want to issue your claim online.

What happens next?

Whether your claim has been issued online or through the county court a copy of the claim form and a “response pack” will be posted to the defendant. The response pack contains the forms, which the defendant can use to reply to your claim.

These are:

• an admission form;

• a defence form; and

• an acknowledgment of service.


The court will send the claim form and the response pack to the defendant by first class post.
What happens if the defendant’s copy of my claim is returned by the Post Office?

If the defendant’s copy of your claim form and the response pack are returned by the Post Office, the court will let you know. You will be sent a Form N216 (notice of non-service). It will tell you the reason why the Post Office returned the documents. It will also tell you that you must then take steps to serve the claim form yourself (possibly at some new address). Court staff will be able to tell you the different ways your claim can be served. However, the claim form must be served on the defendant within four months of the date it was issued. This date will be on the Form N205 (notice of issue) given or sent to you when your claim was issued.

If you need longer than four months because, for example, you need to trace a new address for the defendant, you must apply for an extension of time before the four-month period ends. Make your application on Form N244 (application notice). 

Set out your reasons for requesting the extra time and details of the steps you have or will be taking to locate the defendant. You may have to pay a fee.

What can the defendant do when the claim form is received?

The defendant can:

• do nothing, that is, not reply to your claim at all.  If this happens you should read the leaflet EX304 - No reply to my claim - what should I do?

• admit that the whole or part of your claim is owed.  If this happens you should read the leaflet EX309 - The defendant admits my claim - I claimed a fixed amount of money

• dispute (‘defend’) the whole or part of your claim.  If this happens you should read the leaflet EX306 - The defendant disputes all or part of my claim - which will tell you what will happen and what you have to do.

Question  8

There was an 83.33% response to this question with an average mark of 25.13 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	1

	21-24
	3

	25-30
	6

	31-40
	5

	41-50
	0

	Total
	15


This was a popular question, with over 83% of students selecting this question and 10 out of 15 students gaining a pass for this particular question.  Types of income are an essential part of the Revenues Administration syllabus and the answers this time proved that students and tutors were largely covering this part of the syllabus well.

The answer should have included:

	Format of Answer 

	

	* Headings

	

	* Layout

	

	Understanding of cash & credit income

	

	* Cash

	

	* Credit

	

	Type of Income generated

	

	· Sports Centre

· Pitch Booking

· Squash

· Badminton

· Other good point



	

	

	

	* Others (e.g. refreshments, sales etc.)

	

	Incentives 

	

	* Season tickets

	

	* Vouchers  

	

	* Local community schemes eg District Resident Card

	

	* Membership

	

	* Clubs

	

	* Reductions / discounts (e.g. students, OAPs, low income etc.)


Supplementary Information

Any other good point

_________________________________________________________________

Question  9 

There was a 66.67% response to this question with an average mark of 27.55 and, of those candidates who answered the question, the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	0

	11-20
	2

	21-24
	1

	25-30
	5

	31-40
	4

	41-50
	0

	Total
	12


Two thirds of students attempted this question on the ability to charge discretionary discounts for Council Tax, with 9 out of the 12 students gaining a pass for this question.  Students, therefore, showed a good grasp of this part of the syllabus and it was obvious from the answers that students had picked on previous guidance given in the examiners comments with examples of where the discretion can be used.  Students also had grasped the splitting of any additional levy raised from these discretionary discounts.

The answer should have included the following:

Background

Effective date eg 1 April 2004

Why the Authority is charging this amount – an explanation – discretionary power – up to Billing Authority

Council resolution not required – how has the Authority made the decision

And under what powers

Can charge between 10% and 50%

Provision of an explanatory leaflet included with letter

An example of the impact of this on the amount payable

How is the money raised spent (between precepting Authorities)

Give details of the taxpayer informing the Council if the circumstances are

Not correct.

Appeal rights

Any other good point

__________________________________________________________________

Question  10

There was a 72.22% response to this question with an average mark of 26.35 and, of those candidates who answered the question; the following marks were gained:

	No of Marks
	No of Candidates

	0-10
	1

	11-20
	3

	21-24
	0

	25-30
	2

	31-40
	2

	41-50
	5

	Total
	13


Out of the 13 students who attempted this question, 9 gained enough marks to gain a pass for this question, which is up on similar questions in previous examinations.   Students will note that whilst the bailiffs or debt collection agents are used they are still, in the views of taxpayers, representing the Council.  It is therefore an important part of the Revenues Administration syllabus and whilst it is vital that these agencies maximize recovery of outstanding debt it is important that they fully comply with Council rules and strategies.  Students seem to have grasped this in the standard of answers given.

Good answers should have included:

Answer style eg Design, Title

General Conduct

The debt collection/agency bailiff shall conduct its business lawfully, comply with all relevant legislation and judicial decisions.

The Bailiff shall:

· Behave at all times with integrity

· Act responsibly and with care in its day to day business

· Provide adequate training to its staff ensuring the principles of this Code are brought to there attention

· Shall at all times use notepaper showing the full business address and telephone number to which a customer can reply

· Ensure strict confidence is maintained with regard to a Customer’s account

Collection

The Bailiff shall:

· Encourage customers in financial difficulties to seek proper advise and not pressurise them to raise funds by further borrowing

· Issue receipts to the Customer for all cash payments

· All monies collected from the Customer to be properly accounted for and banked daily

· All monies received to be accounted to the Council on a monthly basis along with and invoice for all commission due

Legislation

The Bailiff shall comply with all relevant legislation including:

· The Sex Discrimination Act 1975

· The Race Relations Act 1976

· The Insolvency Act 1986

· The Local Government Finance Acts 1998 & 1992

· The Data Protection Acts 1984 & 1998

· Human Rights Act 1998 

Guidelines between Bailiff and Customer/Taxpayer

· The Bailiff must at all times carry their Identity Card and Authority to levy distress

· The Bailiff shall only call on customer/taxpayer within legal constraints (dawn to dusk for rents) and times agreed by the Council eg 7.30am to 8pm Monday to Saturday unless there is a prior arrangement agreed by the Council

· The Bailiff shall have sufficient training to recognise potential Benefit cases

· The Bailiff will in appropriate cases send an initial letter before the use of distraint.

· The Bailiff must whenever possible try and collect the debt in cash and by doing so all further action will stop

· The Bailiff will all at times act within the regulations eg The Council Tax (Administration and Enforcement)  Regulations SI 1992/613, Schedule 5 (eg cost of levy, cost of walking possession etc) as amended by SI 1993/773 (eg protected goods)

· In addition to the protected goods covered above the Bailiff will endeavour wherever possible to distrain on non-essential items such as Microwaves, radios, videos and stereo systems

· Apart from goods absolutely privileged from distress, do not distrain on the following unless specifically requested to do so:

· Fridges (unless more than one)

· TVs (unless more than one)

· Non-electrical cooking items

· Chairs and dining table

· Washing Machines

Note: The above guidance is meant to apply to households with children.  The aim must be to take non-essential items

· Should a customer/defaulter raise a serious query in connection with the Warrant/Liability Order the bailiff is executing, which the bailiff cannot answer, they should telephone the Council for further instructions

· Close liaison between the Council and the Bailiff is required in the following categories:

· Pensioners

· Disabled

· Long term sickness or serious illness

· Recent bereavement

· Single parent family

· Severe financial problems




 Answer SIX questions


All questions carry equal marks


(Maximum marks 300)





Where questions are divided into sections, marks will be allocated equally between sections unless otherwise indicated.














Revenues Administration, Technician, December 2005 
Page 3 of 15 

