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Purpose of Practice Manual for Tennessee County Boards of Equalization

The purpose of this practice manual is to serve as a practical guide for the persons who have 
generously chosen to serve on the county boards of equalization to ensure that the property 
owners in all of the counties in Tennessee have access to a fair hearing on their property tax 
concerns. The manual is intended to address the laws, process, function, and proceedings of 
the county boards of equalization in Tennessee. The information provided in this manual will, 
hopefully, prove helpful to the board members in the execution of the board’s duties. For the 
convenience of the user, where applicable, the legal citation is provided in the text of the manual. 

It is anticipated that the manual can be useful to county board members, county and city officials, 
taxpayers, and persons with a general interest in the process.

Important Dates of the Year Related to Property Taxes and Assessments

January 1st  Point-of-reference date for determining the assessment status of property for
   ownership, value, and use [Tenn. Code Ann. § 67-5-502 and § 67-5-504]

   Lien date for property taxes [Tenn. Code Ann. § 67-5-2101]

   Exception: Exemptions [Tenn. Code Ann. § 67-5-212]
 
   Exception: Damaged or Destroyed Structures [Tenn. Code Ann. § 67-5-603]

February 1st Date assessor supplies businesses the forms to report tangible personal 
   property [Tenn. Code Ann. § 67-5-903]

March 1st  Deadline to return tangible personal property reporting form 
   [Tenn. Code Ann. § 67-5-903]

   Deadline for filing of first-time greenbelt applications 
   [Tenn. Code Ann. § 67-5-1005 (a)(1); Tenn. Code Ann. § 67-5-1006 (a)(1); Tenn. 
   Code Ann. § 67-5-1007 (b)(1)]

April 1st  Deadline for public utilities to file reporting forms 
   [Tenn. Code Ann. § 67-5-1303] 

May 20th   Deadline for county assessor to complete annual assessment roll
   [Tenn. Code Ann. § 67-5-504 (b) and § 67-5-508)] 

   Deadline for property tax exemption application to State Board of Equalization 
   [Tenn. Code Ann. § 67-5-212 (b)(3)(A)] 

June 1st  ***County Board of Equalization convenes its annual session***
   [Tenn. Code Ann. § 67-1-404 (a)] 

1st Monday  Date the county commission sets the annual county tax rate 
in July  [Tenn. Code Ann. § 67-5-510] 
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August 1st   Deadline to file appeals to the State Board of Equalization from 
(or within 45 days decisions of the county boards of equalization, unless notice was 
of the date of the  given later than ten (10) days before the adjournment of the county 
county board notice, board or not given at all [Tenn. Code Ann. § 67-5-1412 (e)]
whichever is later)  

August 1st   Deadline to file a direct appeal for industrial and commercial real 
    and tangible personal property to the State Board of Equalization
    [Tenn. Code Ann. § 67-5-1412 (b) (2)] 

On/before the 1st  Date the Office of State Assessed Properties (OSAP) in the 
Monday in August Comptroller’s office completes assessments of public utilities
    [Tenn. Code Ann. § 67-5-1327]
 
On/before the 1st  Date assessor transmits tax roll to county trustees and city collectors
Monday in October [Tenn. Code Ann. § 67-5-807]
 
    Date taxes are due, and notices sent [Tenn. Code Ann. § 67-5-1409]

General Information About Assessments

Article II, Section 28 of the Tennessee Constitution states that “all property is subject to taxation”, 
unless deemed an exception by the Tennessee Legislature. The county assessor takes an oath of 
office to “appraise, classify, and assess all taxable property of the county…” [Tenn. Code Ann. 
§ 67-1-507]. Property is classified by the county assessor according to use and is assessed as 
follows:

Real Property (except real property held for use or vacant and unused real property) 
[Tenn. Code Ann. § 67-5-801] 

 1) Residential    25% of value
 2) Farm     25% of value
 3) Commercial and Industrial  40% of value
 4) Public Utilities   55% of value 

Tangible Personal Property [Tenn. Code Ann. § 67-5-901]

 1) Public Utilities    55% of value of personal property
 2) Commercial and Industrial  30% of value of personal property

County assessors conduct county reappraisals on either a 6-year, 5-year, or 4-year cycle, as 
determined by the State Board of Equalization. Assessors conduct field reviews of portions of 
the counties each year. Some value changes may be made by the assessor between specified 
reappraisal cycles; however, property appraisals generally remain constant during that interim 
period. [Tenn. Code Ann. § 67-5-1601]
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What Does “Equalization” Mean?

“Equalization” is the process by which an appropriate governmental body, in this case, the county 
board of equalization, attempts to ensure that all properties in a jurisdiction have been assessed 
fairly by appraising the properties at fair market value, including the application of the correct 
assessment percentage based on classification, as required by law. 

Primary Levels of Appeals for Property Tax Issues

 1) County Board of Equalization
 2) State Board of Equalization
   a. Administrative Judge
   b. Assessment Appeals Commission
   c. Full State Board of Equalization 
 3) Chancery Court

County Board of Equalization and Its Purpose (CBOE) [Tenn. Code Ann. § 67-1-401]

Many counties have established an informal process where a taxpayer can make an appointment 
with the property assessor’s office to discuss property tax concerns. However, the first level of 
appeal regarding property tax concerns, e.g., the fairness of property tax assessment, valuation, 
and classification issues, is the county board of equalization. A county board of equalization is a 
panel of persons elected or appointed by the legislative or governing body of each county and the 
governing bodies of the cities and towns making up each county. 

The party appearing before the county board may be a homeowner who is filing an appeal for the 
first time or an agent who has years of experience filing appeals. In addition to its stated duties, 
a major goal of the county board of equalization should be to make persons appearing before the 
board feel that they have had their “day in court” and that they have been treated with fairness 
and respect. 

Formation and Makeup of the County Boards of Equalization [Tenn. Code Ann. § 67-1-401]

The election or appointment of members to the county board of equalization is done in April 
of years ending in even numbers. The county legislative or governing body shall elect five (5) 
freeholders and taxpayers to constitute a county board of equalization for a period of two (2) 
years. If the county legislative body fails to elect/appoint the members to the county board, the 
county mayor shall do so and fill vacancies on the board as necessary.

In counties with a population greater than 900,000, the county board of equalization will consist 
of thirteen (13) freeholders and taxpayers, with three (3) of the members appointed by the county 
commission/governing board; four (4) of the members appointed by the city council/governing 
board of largest municipality; and one (1) member each being appointed by the six (6) largest 
remaining cities with a population greater than 10,000 (according to 2010 or subsequent federal 
census).
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In counties with one or more cities with a population greater than 60,000 (according to the 1970 
or subsequent federal census), two (2) of the members of the county board shall be appointed by 
the governing body of the largest city.

In counties with one or more cities with a population between 10,000 and 60,000, one (1) 
member shall be appointed by the city council or governing body of each of the two (2) largest 
cities within the county.

In counties where no city has a population greater than 10,000, one (1) member shall be appointed 
by the city council or governing body of the largest city or town within the county.

Alternates to Serve on County Board of Equalization [Tenn. Code Ann. § 67-1-401]

The county legislative or governing body may also designate one (1) or more alternates to serve 
if a regular member is unable to serve for any reason. Alternates are sworn in the same manner 
as regular members and their actions are as effective as the regular members. If the county 
legislative body fails to elect/appoint the members to the county board, the county mayor shall 
do so and fill vacancies on the board as necessary.

Metropolitan Board of Equalization [Tenn. Code Ann. § 67-1-401 (a)(5)(A)]

The charter of a metropolitan form of government in a county may provide for the creation 
of a metropolitan board of equalization consisting of either five (5) or seven (7) members. 
An example of a metropolitan board of equalization is Metropolitan Board of Equalization of 
Nashville-Davidson County. The appointments are required to “include members selected from 
minorities, as well as members of the sex that historically has been under-represented on the 
board of equalization”. The subdivision does not apply to counties that have a population of less 
than 10,000 persons according to the 1980 or subsequent federal census reports.

If a county with a metropolitan form of government has a population between 470,000 and 
500,000 according to the 1980 or subsequent federal census reports and creates a board of 
equalization comprised of seven (7) members, at least two (2) of those members must be “selected 
from minorities, as well as members of the sex that historically has been under-represented on 
the board of equalization”. 

County Board Officers, Quorum, & Records [Tenn. Code Ann. § 67-1-403]

Each county board must elect one member as the chairperson and one member as the secretary 
of the board. 

A majority of the board constitutes a quorum sufficient to transact the business of the county 
board of equalization. The county board shall keep a daily record of its transactions and sign the 
record. The signed records are kept by the county assessor.

Compensation [Tenn. Code Ann. § 67-1-403]

The county legislative or governing body must adopt a resolution to determine the required 
compensation to be paid to the members and the chairperson of the county board of equalization. 
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Government Officials and Employees as Members of County Boards of Equalization 
[Tenn. Code Ann. § 67-1-401]

In general, “magistrates or state, municipal or county legislative or executive officials or 
employees” cannot serve on a county board of equalization. The exception would be if, in their 
government capacity, these persons “receive only compensation in lieu of expenses or a per diem 
payment for services”. This rule does not apply to municipal officials or employees whose city is 
located in a county with a population exceeding 800,000 (according to the 1990 or subsequent 
census reports) and is not eligible to appoint a member to a county board of equalization. 

In counties where the county population exceeds 800,000, state employees cannot be appointed 
to the county board under any circumstances. However, with the exception of counties showing 
a population between 85,000 and 86,000 (according to the 1990 or subsequent census reports), 
state employees may be appointed to a county board of equalization “if their employment 
responsibilities do not include property assessments”. If a state employee does serve, the 
employee cannot be compensated for the time served on the county board. The employee must 
use accumulated annual leave with the approval of the employee’s supervisor. 

County Board of Equalization Oath of Office [Tenn. Code Ann. § 67-1-402]

Before discharging duties of the office as a member of the county board of equalization, each 
member of the county board of equalization, as well as each alternate member, shall take the oath 
before the county mayor or other official authorized by law to administer oaths. It is unlawful for 
a member or alternate to undertake the duties of the county board without first taking the oath.

Each member or alternate will also sign the oath, with copies being filed with the county clerk. 
Upon request of the State Board of Equalization, the county clerk will make certified copies of 
the signed oaths and forward them to the State Board of Equalization.

The oath to be administered and signed is as follows:

 “State of Tennessee, __________ County.
 
 I, __________, member of the board of equalization of such county do hereby 
 solemnly swear (or affirm) that I will carefully examine, compare and equalize the 
 assessments of such county in accordance with the constitution and the laws of the state 
 of Tennessee; and that to the best of my knowledge and ability I will faithfully, honestly 
 and impartially perform all duties imposed upon me as a member of the board by the 
 laws of the state of Tennessee.
  
        Signed ______________________
          Board member

 Sworn to before me, this the __________ day of __________, __________.”
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Mandatory Training for County Board Members [Tenn. Code Ann. § 67-1-403]

In addition to the oath of office, county board members must agree to complete annual training  
as a condition of their appointment. The county mayor must require all county board members 
and county board hearing officers to complete annual continuing education and training on the 
duties and responsibilities of their office. The training and continuing education must include 
county board governance, open meetings requirements, and other topics that relate to the 
administration of the duties of the members of the county board. 
 
The county legislative body must adopt a resolution establishing that an annual minimum 
of four (4) hours of education and training be completed by the board members, alternates, 
and appointed hearing officers. The resolution must also establish minimum recordkeeping 
requirements related to certificates of the attendance of the members, alternates, and appointed 
hearing officers. 

The mandatory annual continuing education and training is only required to the extent that 
such training is provided by the Comptroller of the Treasury free of charge. Any organization or 
association with sufficient knowledge of the subject matter may submit a training and continuing 
education curriculum to the Comptroller of the Treasury for review and approval for presentation 
to the county boards of equalization.

Notice in Newspaper of County Board Session and Public Viewing of Assessment Rolls
[Tenn. Code Ann. § 67-5-508]

Notice to Taxpayer of Changes in Classification or Assessment Values
[Tenn. Code Ann. § 67-5-508]

At least ten (10) days before the start of the annual session of the county board of equalization, 
the county assessor’s office is required to publish a notice of the following in a “newspaper of 
general circulation within the assessor’s jurisdiction”:

 1) The dates and times that the assessment records may be viewed by the public
 2) The date the county board of equalization session will begin
 3) The last day the county board will accept appeals
 4) A warning that failure to appeal the assessment to the county board may result in 
  the assessment becoming final without having a further right to appeal

Most county assessors also include a telephone number for taxpayers to call to make appointments 
to be heard by the county board of equalization.
 
[Note: Tennessee law requires that the notice in the newspaper is published at 
least once. Many assessors publish the notice at least twice.]

At least ten (10) days before the start of the annual session of the county board of equalization, 
the county assessor must “notify, or cause to be notified”, a taxpayer of any change in the 
classification or assessed value of the taxpayer’s property. The notice must be sent to the last 
known address of the taxpayer via U.S. mail. The notice shall be effective on the date it is mailed. 
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In addition to the current year’s assessment and classification, the notice must also show the 
previous year’s assessment and classification.

The county assessor must keep a notation of the date of the notice or a dated copy of the notice 
in the assessor’s records for at least two (2) years. 

In general, the county board of equalization shall convene its regular session on June 1st of each 
year and remain in session as necessary to complete the board’s business for the maximum 
number of days allowed under Tenn. Code Ann. § 67-1-404. An exception would be the Shelby 
County Board of Equalization which, due to the huge volume of appeals, usually has a longer 
county board session period. However, most counties follow the timeframes set out in the statute 
that are based on population of the county (according to 1970 or subsequent federal census 
reports). The general timeframes are as follows:

 Population     Duration

 10,000 or less    6 days 
 Over 10,000, less than 20,000  10 days
 Over 20,000 less than 35,000    15 days
 Over 35,000     No more than 30 days (as determined by county 
       legislative body)

 Exceptions:

 1) The county legislative body may adopt a resolution or ordinance to establish an 
  earlier date to begin the board’s initial meeting for counties that have a population 
  range of 26,000 to 26,100 (according to 1970 or subsequent federal census reports).
 2) If for some reason the county legislative body cannot act, the county mayor may   
  extend the time or may call the county board into a special session at any time, if 
  the county mayor determines the public welfare requires such action.
 3) If a municipality has a beginning tax due date different from that of the county, the 
  county board that has jurisdiction over that municipality shall meet as required by 
  the county legislative body at least one month prior to the applicable beginning tax 
  due date.

Duration of Annual County Board Sessions [Tenn. Code Ann. § 67-1-404]

Duties of the County Board of Equalization [Tenn. Code Ann. § 67-5-1402]

Tennessee law requires the county boards of equalization to perform the following duties: 
 

• Hear complaints or appeals from taxpayers
• Carefully examine, compare, and equalize county assessments 
• Assure that all taxable properties are included on assessment lists 
• Eliminate from assessment lists such property as is lawfully exempt from 
  taxation 
• Hear complaints of taxpayers that feel aggrieved because of what they 
  believe to be excessive assessments of their property 
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• Decrease the assessments of such properties as the board determines have 
  been excessively assessed 
• Increase the assessments of such properties as the board determines have 
  been underassessed, provided the owners of such properties are duly 
  notified and given an opportunity to be heard
• Correct errors arising from clerical or other obvious mistakes that may be 
  brought to the attention of the board 
• Take necessary steps to assure that the assessments of all properties within 
  its jurisdiction conform to the laws of the state, along with the rules and 
  regulations of the State Board of Equalization

Duty of County Board of Equalization Regarding Proceedings Against County Assessor
[Tenn. Code Ann. § 67-5-1415]

In addition to its regular duties, the county board of equalization also has the duty to report 
the action of a county assessor “when it is known or reasonably suspected by any one (1) of 
them that any assessor of property or deputy assessor has knowingly or willfully classified, 
valued or assessed any property in violation of the requirements of law”. The district attorney or 
proper state authority, upon receipt of the report from the county board, has the duty to initiate 
proceedings against the county assessor.

Powers of the County Board of Equalization [Tenn. Code Ann. § 67-5-1404]

Things the County Board of Equalization CANNOT Do

The county board of equalization has the following powers:

• Examine any person as a witness
• Hear any proof that may be offered by any taxpayer regarding the 
  classification, value or assessment of any property on the assessment roll
• Send for persons and documents that are deemed relevant to the hearing 
• Enforce the attendance of witnesses
• Obtain any evidence or information deemed relevant in the performance of 
  the duties of the county board
• Administer an oath, under which a person may be found to have committed 
  an indictable offense of perjury if determined to have “willfully or corruptly” 
  falsely sworn to any material facts 
• Examine and question the county assessor and deputy assessor about the 
  resulting classification, value and assessment of property [Tenn. Code 
  Ann. § 67-5-1405] 
• Authority to appoint one (1) or more hearing officers, with approval by a 

  simple majority vote of the county commission on resolution [Tenn. Code 
  Ann. § 67-5-1406]

• Accept Greenbelt applications
• Determine property tax exemptions (other than governmental exemptions)
• Review assessments related to prior tax years
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County Assessor’s Certification to County Board of Equalization 
[Tenn. Code Ann. § 67-5-304]

On or before the first day of the county board session, the county assessor must make a report 
of his assessments and make all of the assessment records available to the county board of 
equalization. 

When making this report to the county board of equalization, the county assessor must also 
include the following oath that was taken by the assessor in the presence of the county mayor or 
in the presence of a notary public, if the county mayor is not available:

 1) If county board of equalization exercises its authority to appoint a hearing officer, 
  the hearing officer would conduct preliminary hearings and make investigations 
  regarding complaints before the board.
 2) Hearing officer will prepare findings of fact and conclusions and make the 
  recommendation to the county board. This recommendation may be adopted by 
  the county board as its final decision as long as property owners wishing to be 
  heard directly by the county board are given the right to do so.

The oath to be administered is as follows:

 “I, __________, assessor of the county (city) of ___________, State of Tennessee, do 
 solemnly swear (or affirm) that I have assessed all taxable property, in the county (city) 
 of __________, as far as ascertainable, to the true owners thereof, and that I have 
 determined the classification and assessed valuation of all taxable property as prescribed 
 by law; and that I have faithfully discharged all my duties without fear, favor, or 
 affection to the best of my knowledge and ability, so help me God.”

It is the duty of the county assessor or deputy assessor to do the following:

 1) Meet with the county board of equalization on the first day of the board’s session
 2) Sit with the board in an advisory capacity during each day of the session of the 
  board
 3) Render assistance as necessary in the board’s performance of its official duties in 
  equalizing assessments
 4) Make recommendations to the county board, as warranted, regarding changes of 
  assessment or classification from the values in the report certified by the assessor 
  to the county board, but such recommendations cannot be so numerous as to rise 
  to the level of a general reappraisal of a class or type of property
 5) Upon examination by the county board, answer any questions about the 
  methodology used by the assessor or deputy assessor in determining the 
  classification, value, or assessment of the property and any other questions 
  deemed relevant by the board

County Assessor’s Role at County Board of Equalization [Tenn. Code Ann. § 67-5-1403]

Role of Hearing Officers at County Board of Equalization [Tenn. Code Ann. § 67-5-1406]
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Some counties have adopted an ethics policy and oath for any hearing officer appointed by their 
county boards.

In an effort to decrease the volume of complaints or appeals that are officially filed, many county 
assessors have created a process where taxpayers or their representatives may informally meet 
with county assessors to discuss property tax concerns. Such informal reviews have often greatly 
reduced the number of appeals made to the county board. 
 
Some county assessors post information about the informal review process on their websites. 
Some counties, like Shelby and Davidson, allow taxpayers to request an informal review online. 
Taxpayers are provided the deadlines for filing requests for informal reviews. The parties are 
given ample notice of the result of the informal review so that, if not satisfied, a complaint or 
appeal can be made to the county board of equalization. 

If there is a dispute with the result of the informal review, the taxpayer is made aware of the 
rights to appeal. If the county board of equalization has exercised its authority to appoint a 
hearing officer, the taxpayer may be given the option of being heard by the hearing officer prior 
to having a hearing before the full county board of equalization.

In very rare instances, a county board of equalization has exercised its authority to review and 
change assessments on its own after giving notice to taxpayers whose assessments are increased. 
However, most of the business before the county board is the result of an appeal or complaint 
about the determination by the county assessor regarding assessment, valuation, or classification. 

Under Tennessee law, the following have the right to appeal or make a complaint to, and 
personally appear before, the county board of equalization: 

The person filing the complaint or appeal is considered the “complainant” or “appellant”. A 
personal appearance by the party is generally required; however, in the discretion of the county 
board of equalization, “all or part of the hearing may be conducted by telephone, television, 
software or electronic means if each participant in the hearing has an opportunity to participate 
in, to hear, and, if technically feasible, to see the entire proceedings while taking place”. 

The complaint or appeal filed before the county board of equalization must be based on one (1) 
or more of the following grounds:

 1) Any owner of property or taxpayer liable for taxation in the state
 2) Lessees responsible for property taxes
 3) An agent with written consent or authorization by the property owner or taxpayer
 4) Attorneys

 1) Erroneous classification or sub-classification of the property
 2) Excessive valuation of the property under appeal

Informal Discussions with Assessor

Complaints or Appeals [Tenn. Code Ann. § 67-5-1407]
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The form of the complaint itself may vary from county to county. For example, in Shelby County, 
appeal forms can be filed online, by mail, or in person using specific forms for real and personal 
property adopted by the Shelby County Board of Equalization. Those wishing to file appeals or 
complaints should check with the local county assessors about the method to file a complaint or 
appeal in a specific county.

Many assessors include a telephone number in the newspaper notice of the county board of 
equalization sessions for taxpayers to make appointments for their cases to be heard by the 
board. 

The Office of the Tennessee Attorney General has issued an Opinion that “an owner of property 
appearing in person before a county board of equalization can make an oral complaint that the 
property of another property owner has been assessed on the basis of appraised values which are 
less than the basis of the value provided for by the statute utilizing the county tax tolls present in 
the meeting as evidence without making the complaint in writing….” [See Op. Tenn. Atty. Gen., 
January 19, 1984].

If a taxpayer does not appear before the county board of equalization prior to its final adjournment, 
the assessment for the property as determined by the county assessor becomes conclusive against 
the taxpayer and the taxpayer shall be required to pay the taxes.

In one case, Jerry R. Caruthers and David Hollingsworth (Final Decision and Order, 
AAC, June 29, 1995), it was held that the county boards of equalization are not obligated to hear 
appeals filed during special sessions of the board. 

Method of Filing the Complaint or Appeal

 3) Undervaluation of property other than property under appeal 

Any local governmental entity also has the right to appeal or complain to the county assessor and 
the county board of equalization of the following grounds:

 1) Erroneous classification or sub-classification of the property
 2) Property not included on the assessment (tax) roll
 3) Property has been under-assessed with the local governmental entity 

When a county board receives a complaint by a local governmental entity, the county board gives 
the property owner at least five (5) days’ notice of the hearing to be held before the board. The 
notice will be sent by U.S. mail to the last known address for the property owner.

Timely Filing of Complaint Appeal and Effect of Untimely Filing
[Tenn. Code Ann. § 67-5-1401]
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As illustrated in the image to the left, this essentially means 
that the county assessor is already presumed to be correct 
at the outset of the proceedings, and the burden is on the 
appealing party to change the status quo. 

The burden of proof for the party appealing is not overly high. 
Criminal proceedings require proof “beyond a reasonable 
doubt”. For county board of equalization purposes, the burden 
is simply “more likely than not” or by a “preponderance of 
the evidence”. The taxpayer must present some evidence 
or proof to support his or her argument that the conclusion 
of the county assessor 

is incorrect. Insufficient evidence is not enough to tip the 
scales in the appealing party’s favor.

As illustrated here, there may be times when the appealing 
party has presented substantial evidence, but not enough 
evidence to support a total finding in his or her favor. 
When the evidence of both sides seems pretty balanced, 
the county board of equalization may determine a value 
or classification different from the value or classification 
being proposed by either the appealing party or the county 
assessor. 

County Board of Equalization meetings and hearings are subject to the Tennessee Open 
Meetings Act (a.k.a “The Sunshine Law”). Therefore, there must be adequate public notice and 
the opportunity for the public to view any meetings, hearings, or deliberations of the county 
board. It is suggested good practice to hold deliberations immediately after the hearing while 
the information is still fresh in the minds of the members and there is not a risk of inadvertently 
discussing the case in violation of the open meetings requirement.

This is a subject matter that has been the source of some confusion and sensitivity in the past. In 
performing their duties, the members of the county boards of equalization may find themselves 
in the position of reviewing the property of people, or coming in contact with local officials, with 
whom they regularly interact for business or social reasons. As a result, county board members 
may occasionally feel some level of pressure in the decision-making process or to render a 
decision without sufficient evidence. Therefore, it is important to point out that, although the 
hearing before the county board is generally informal, there is still a burden of proof that must 
be met. 

Since the general presumption is that the position of the county assessor is correct, the burden 
of proof is on the party filing the complaint or appeal. The party filing the appeal must 
show, through sufficient evidence or proof, that the conclusion reached by the county assessor 

regarding the property is in error. 

Burden of Proof at the County Board of Equalization

ASSESSOR

ASSESSOR
TAXPAYER
EVIDENCE

Open Meetings [Tenn. Code Ann. § 8-44-101 et seq.]
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As reflected in the certification statement that will be addressed later, each member of the county 
board must discharge the board’s duties “without fear, favor, or affection”. Therefore, the board 
must base its decision on the facts before it. The county board of equalization is not required to 
lower values. Based on the facts, the board may choose to do one of the following:

The following are the types of evidence that parties filing appeals or complaints can present in an 
effort to meet the required burden of proof:

The above are items that can provide a basis for the county board members to reach a fair and 
justified conclusion. To facilitate a smoother hearing process, the party filing the appeal is 
encouraged to make enough copies of the evidence for each member of the county board.
 
If comparable sales are submitted, the sales data must be for sales completed prior to January 1st 
of the tax year in question. Sales that took place after January 1st may be offered by the taxpayer 
as evidence but cannot be given any weight for consideration by the county board. 

During the hearing, the members of the county board should also look for the following:

Real Property

 1) Comparable sales documents
 2) Recent photographs of the property
 3) Insurance replacement value
 4) Any appraisal of the property
 5) Architectural plans
 6) Costs to build
 7) Cost to cure any physical or functional problem
 8) Real estate listing
 9) Deeds reflecting easements that may impact property value
 10) Rent rolls and expense statements for commercial and income-producing properties
 11) Errors in description of physical characteristics of the property

Personal Property (as used by the Shelby County Board of Equalization)

 1) Personal property schedule
 2) Photographs of the personal property
 3) List of assets used in the business
 4) Balance sheet
 5) Purchase agreement for assets

 1) Agree with the county assessor, if taxpayer does not meet the required burden of proof
 2) Agree with the taxpayer, if taxpayer has met the required burden of proof
 3) Determine a different value or classification, if the evidence warrants such action

 1) Functional issues with the structure
 2) Physical depreciation beyond the norm

Evidence and Weight Given
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 3) Economic obsolescence from an external source
 4) Clerical or listing errors
 5) Inconsistencies in pricing

As mentioned, the county assessor sits with the county board of equalization during its session. 
The members of the board may exercise its authority to consult with or question the assessor.

Although all hearings before the county board of equalization are generally informal in nature, 
the order of proceedings can vary by county. 

After the county board has publicized the dates and location of the county board hearings, 
there is often a large volume of complaints or appeals filed to the county board, which means 
a large number of persons wishing to be heard. This is especially true for reappraisal tax years. 
The hearings are normally scheduled by appointments made by the taxpayers after the county 
assessor publishes the county board hearing session notices in the newspaper. Persons who 
do not make an appointment are made aware that cases with appointments are given priority. 
However, those without appointments are usually worked into the schedule. It appears to be rare 
that taxpayers do not make appointments.

Due to the volume, county boards of equalization have often established some reasonable rules 
to ensure an efficient process for all involved. This may include having attendees sign a “sign-
in” sheet and identifying those persons who wish to be heard at the hearing. Some counties 
request the party filing the appeal to arrive early in order to complete a specific form related to 
the property that is the subject of the appeal. For example, in Davidson County, appellants must 
complete a “blue form” that is used to give their opinion of value/classification; explain why 
the conclusion reached by the county assessor is in error; and to attach documents they deem 
relevant to their case.
 
As previously mentioned, the nature of the hearing before the county board of equalization is 
informal. However, there are some formalities, e.g., the hearing is called to order; witnesses 
are sworn in; and the parties are given an opportunity to present evidence. The board conducts 
open deliberations. The appellant does not get anything in writing on the day of the hearing. 
The board sends a written notice to appellant stating the findings of the board and further appeal 
rights. 

The following is an example of the general order of proceedings at a county board hearing; 
however, a county board may adopt a procedure that better suits its particular needs.

Order of Proceedings
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Hearing of Evidence

The members of the board may ask questions of either party and the parties 
may ask questions of each other.

Deliberations & Decision

6) Once the panel moves into deliberations, no further evidence or 
 comments can be made by the parties at this point.  

7) Chairperson asks if any member wishes to make a motion. Motion is 
 eventually made and seconded.

8) Once the county board has deliberated and rendered its decision, the 
 secretary or other designated person makes written notation of:

  •  The decision;
  •  who made and seconded the motions; and
  •  how each member voted. 

Taxpayer/Appellant Proof

4) The party filing the appeal is
             asked to explain their position
             and told to proceed with their
             case, including presenting any
             evidence they wish to provide.

Assessor of Property Proof

5) At the conclusion of the 
             taxpayer’s presentation, 
             the assessor presents its 
             findings.

Call to Order

1) Chairperson or vice-chair calls the meeting to order. 
 Note: In some counties, the members of the board are introduced, and 
 an overview of the proceeding is provided. In other counties, the board 
 members have name plates at the hearing table.

2) Chairperson explains the nature of the appeal about to be heard.

3) Chairperson swears in any persons that 
 may possibly offer testimony during the 
 hearing, including the taxpayer, county 
 assessor, and taxpayer representative.  

General Order of Proceedings
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Duration of a Taxpayer’s Hearing Before the County Board of Equalization

Recording of the Hearing

Changes Made by the County Board of Equalization [Tenn. Code Ann. § 67-5-1408]

Notice of Final Action of County Board of Equalization [Tenn. Code Ann. § 67-5-1411]

The time allotted for a taxpayer’s hearing before the county board varies. Based on the volume 
of cases to be heard, it appears the average hearing time allotted by most counties is fifteen (15) 
minutes. This includes presentations by both parties and deliberations by the county board. 
Some cases involving agents and multiple properties can last about forty-five (45) minutes. 

In some smaller counties, more time may be allotted for the taxpayer’s hearing. Depending on 
the volume of cases to be heard, some counties allow two (2) hours for a hearing. 

Some counties have a sophisticated system of recording the hearings. In other counties, the 
county assessor makes an audio recording of the hearing. In remaining counties, the notes or 
minutes made by the secretary of the county board serve as the record of the hearing.

The county board of equalization, in its best judgment, and based on the evidence presented, may 
decide to make changes in the classifications or sub-classifications or to increase or decrease the 
assessments or appraised values. If there is an increase of assessment or a change in classification, 
the county board must notify the property owner at least five (5) days before the adjournment 
of the board’s session so that the taxpayer can be given an opportunity to be heard. In addition 
to the specifics of the change, the notice must also include the tax year for which the change is 
made. 

For any action made by the county board during its regular session, the notice of decision and 
appeal procedure should be sent to the property owner no later than five (5) days prior to the 
date property taxes are due. For county taxes, the tax due date is the first Monday of October of 
a tax year. This deadline does not apply during a reappraisal year or to special sessions of the 
county board. 

For special sessions in a county with a population greater than 890,000 (according to the 2000 
or subsequent federal census), the county board of equalization can generally only act on an 
assessment for which there is an active and timely-filed appeal. 

Unless revised or changed by the State Board of Equalization on appeal, the determination made 
by the county board of equalization becomes final. Every property owner heard by the county 
board must receive a notice of the board’s final decision and information regarding the appeal 
rights.

Time for Completion of Action by the County Board of Equalization
[Tenn. Code Ann. § 67-5-1409]
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Reports of County Board Actions Required to be Made to State Board of Equalization

Upon completion of its duties, the county board must have a certificate of completion prepared. 
This certificate is signed by each member of the county board and is filed in the office of the 
county clerk. The statute shows the certificate as follows: 

Effective March 7, 2018, the legislature repealed Tenn. Code Ann. § 67-5-1413, which required 
the county assessor to submit certain reports to the State Board of Equalization regarding 
changes in assessments and classifications made by the county board. Although reports of these 
changes are no longer required to be submitted to the State Board, Tenn. Code Ann. § 67-5-
1414(a) requires individual property records maintained by the county assessor to reflect any 
changes in classification, value, or assessment made by the county board. 

Pursuant to Tenn. Code Ann. § 67-5-304, the county assessor is still required to submit a report 
to the State Board listing the total of all assessments prepared by the county assessor’s office on 
forms, and in a manner and time, prescribed by the State Board.

Upon completion of its duties, the county board of equalization must turn over its records and 
papers to the county assessor. The assessor must preserve these records for a period of at least 
ten (10) years. Individual property records must reflect changes made by the county board.

 “We, the undersigned members of the board of equalization of __________ County, do 
 hereby certify that we have examined the assessments and classifications of taxable 
 property within the county; we have heard and considered all appeals of such taxpayers 
 as have duly made complaint to the county board of equalization; we have made only 
 such changes in assessments and classifications as in our judgment are proper, just and 
 equitable and are prescribed by law; and we have faithfully discharged all our duties 
 without fear, favor, or affection to the best of our knowledge and ability in accordance 
 with the laws of the State of Tennessee.

 Witness our hand this __________ day of __________, __________.” 

Although many counties have a notice form utilized by their county boards, all notices must 
include the following: 

 1) The taxpayer’s right to electronically file an appeal to the State Board of 
  Equalization, including a link to the online appeal form;
 2) The current address of the state board of equalization as indicated on its website;
 3) All relevant statutory deadlines; and
 4) Any other information required by the state board of equalization

Certification of Assessments by the County Board of Equalization
[Tenn. Code Ann. § 67-5-1410]

Disposition of Records and Papers of the County Board Upon Completion of Duties
[Tenn. Code Ann. § 67-5-1414]
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Appeal from County Board Decision [Tenn. Code Ann. § 67-5-1412 (e)]

Direct Appeals to the State Board of Equalization [Tenn. Code Ann. § 67-5-1412]

Any party that disputes the decision made by the county board of equalization has a right to 
appeal to the State Board of Equalization. Appeals from county board actions must be filed with 
the State Board on or before August 1st of the tax year or “within forty-five (45) days of the date 
notice of the local board action was sent”. 

A party may appeal directly to the State Board of Equalization under the following circumstances:

 1) If the assessment or classification change notice was sent later than ten (10) days 
  before the end of the county board session as required by law, the taxpayer may 
  appeal within forty-five (45) days after the notice was sent.
 2) If the notice was not sent, the party may appeal within forty-five (45) days after 
  the tax billing date for the assessment.
 3) A party may appeal to get a hearing to show reasonable cause for failing to file an 
  appeal before the county board. 
 4) Although some counties are exempt from this provision, property owners in 
  other counties have the right, with the written permission of the county assessor, 
  to appeal the valuation of commercial and industrial real and tangible personal 
  property directly to the State Board of Equalization by August 1st of the tax year. 
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Conclusion

This practice manual covers a number of topics; however, members of the county board may 
still have additional questions. The practice manual may prove to be a useful supplement to the 
information received by the county board members and hearing officers during the required 
annual training provided by the Comptroller of the Treasury. 

If nothing else has been accomplished, it is hoped that it is clear the role played by the county board 
of equalization is an essential one in providing the citizens of Tennessee the first opportunity to 
appeal their property taxes. 
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Resources

Art. II, Section 28 of the Tennessee State Constitution

Tenn. Code Ann. § 8-44-101 et seq.

Tenn. Code Ann. § 67-1-401 et seq.

Tenn. Code Ann. § 67-5-212

Tenn. Code Ann. § 67-5-304

Tenn. Code Ann. § 67-5-502

Tenn. Code Ann. § 67-5-504

Tenn. Code Ann. § 67-5-508

Tenn. Code Ann. § 67-5-510

Tenn. Code Ann. § 67-5-603

Tenn. Code Ann. § 67-5-807

Tenn. Code Ann. § 67-5-901

Tenn. Code Ann. § 67-5-903

Tenn. Code Ann. § 67-5-1005 through Tenn. Code Ann. § 67-5-1007

Tenn. Code Ann. § 67-5-1303

Tenn. Code Ann. § 67-5-1327

Tenn. Code Ann. § 67-5-1401 et seq.

Tenn. Code Ann. § 67-5-1601

Tenn. Code Ann. § 67-5-2101

Opinion of the Attorney General (January 19, 1984)

In re: Stewart County Taxpayers – Tax Years 2009 & 2010 (Order Assigning Petitions for 
Hearing, State Board of Equalization, January 13, 2010)

Website for Shelby County Assessor of Property (https://www.assessor.shelby.tn.us) 

Website for Shelby County Board of Equalization (https://www.shelbycountytn.gov/116/Board-
of-Equalization)

Website for Metro-Davidson County Assessor of Property (http://www.padctn.org)

2017 County Board Seminar Materials (prepared by the Tennessee Comptroller of the Treasury’s 
Division of Property Assessments and State Board of Equalization)



21

Specific Statutes

County Board of Equalization Practice Manual

Current through 2017 Regular Session (Chapter 493)

67-1-401. Composition of boards.

(a) The county legislative body of each county shall, at the April session of each even year, from 
the different sections of the county, elect, for a term of two (2) years, five (5) freeholders and 
taxpayers who shall constitute a county board of equalization.

(1) In any county having a population greater than nine hundred thousand (900,000), according 
to the 2010 federal census or any subsequent federal census, the county board of equalization shall 
be appointed for a term of two (2) years, consisting of thirteen (13) freeholders and taxpayers, of 
which three (3) members shall be appointed by the county commission or governing board, four 
(4) members shall be appointed by the city council or governing board of the largest municipality, 
and one (1) member each shall be appointed by the city councils or governing boards of each of 
the six (6) largest remaining cities having a population greater than ten thousand (10,000).

(2) In counties having one (1) or more cities with a population exceeding sixty thousand (60,000), 
according to the federal census of 1970 or any subsequent federal census, two (2) of the members 
of the board shall be appointed by the governing body of the largest city.

(3) In counties having one (1) or more cities with a population of not less than ten thousand 
(10,000) nor more than sixty thousand (60,000), one (1) member of the board shall be appointed 
by the city council or governing body of each of the two (2) largest cities with a population in 
excess of ten thousand (10,000), within the county.

(4) In counties that have no city with a population of ten thousand (10,000) or more, one (1) 
member of the board shall be appointed by the city council or governing board of the largest city 
or town in the counties.

(5)(A) In a county with a metropolitan form of government, the charter for the metropolitan 
government may provide for the creation of a metropolitan board of equalization consisting of 
either five (5) or seven (7) members. Appointments to such board shall include members selected 
from minorities, as well as members of the sex that historically has been under-represented on 
the board of equalization. This subdivision (a)(5)(A) shall not apply to such counties having 
a population of less than ten thousand (10,000), according to the 1980 federal census or any 
subsequent federal census.

 (B) If a county with a metropolitan form of government having a population of not less 
 than four hundred seventy thousand (470,000) nor more than five hundred thousand 
 (500,000), according to the 1980 federal census or any subsequent federal census, creates 
 a board of equalization consisting of seven (7) members, at least two (2) of the members 
 of the board shall be appointed consistent with subdivision (a)(5)(A).

Tenn. Code Ann. § 67-1-401 
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(b) If the county legislative body fails to elect, the county mayor shall appoint the members of the 
board and shall also fill such vacancies as the vacancies occur.

(c)(1) Magistrates or state, municipal or county legislative or executive officials or employees 
shall all be ineligible for positions on a county board of equalization, but this prohibition does 
not apply to persons who receive only compensation in lieu of expenses or a per diem payment 
for services. No member of any county board of equalization shall represent any taxpayer in 
an assessment appeal. This subsection (c) does not apply to municipal officials or employees 
whose city, located in a county with a population of eight hundred thousand (800,000) or more, 
according to the 1990 federal census or any subsequent federal census, is not eligible to appoint 
a member to the board.

(2)(A) Notwithstanding other provisions of this subsection (c), except in counties having a 
population of more than eighty-five thousand (85,000) but less than eighty-six thousand 
(86,000), according to the 1990 federal census or any subsequent federal census, state employees 
may be appointed to the county board of equalization, if their employment responsibilities do 
not include property assessments, except that in counties having a population of more than eight 
hundred thousand (800,000), according to the 1990 federal census or any subsequent federal 
census, state employees shall not be appointed to the county board of equalization.

 (B) No state employee serving on the county board of equalization shall be compensated 
 by the state for time served on the county board, except that an otherwise eligible employee 
 may use accumulated annual leave to serve on the county board with approval of the 
 employee’s supervisor.

(d) In addition to its regular appointments under this section, an appointing authority may 
designate one (1) or more alternates, and the board of equalization chair may call upon an 
alternate to sit for a regular member who becomes unavailable for a particular hearing due to 
disqualification or other reason. A duly appointed alternate shall be sworn in the same manner 
as regular members, and any action taken by a duly appointed alternate shall be as effective as if 
taken by the unavailable individual.

Acts 1973, ch. 226, § 2; impl. am. Acts 1978, ch. 934, §§ 7, 16, 36; Acts 1982, ch. 832, § 1; TCA, § 
67-251; Acts 1985, ch. 115, § 1; 1988, ch. 793, § 1; 1991, ch. 419, § 1; 1992, ch. 866, § 1; 1997, ch. 
419, § 1; 2000, ch. 957, §§ 1, 2; 2003, ch. 90, § 2; 2003, ch. 363, § 1; 2006, ch. 734, § 1; 2013, ch. 
209, §§ 1, 2; 2017, ch. 231, § 1.

History
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Current through 2017 Regular Session (Chapter 493)

67-1-402. Oath of members.

(a) Each member of the county board of equalization, before entering upon the discharge of the 
duties of office, shall, before the county mayor or other official authorized by law to administer 
oaths, take and subscribe to the following oath, to be filed with the county clerk, viz:

“State of Tennessee, ___________________ County.

I, _________________, member of the board of equalization of such county do hereby 
solemnly swear (or affirm) that I will carefully examine, compare and equalize the assessments 
of such county in accordance with the constitution and the laws of the state of Tennessee; and 
that to the best of my knowledge and ability I will faithfully, honestly and impartially perform all 
duties imposed upon me as a member of the board by the laws of the state of Tennessee.

Signed ______________________ 
                        Board member

Sworn to before me, this the _____ day of __________, _____.”

(b) On request of the state board of equalization, the county clerk shall make certified copies 
of such oaths and forward the copies to the state board of equalization. It is unlawful for any 
member of a county board to enter upon or undertake to discharge the duties of office without 
first taking, before entering upon the duties of office, the oath provided in subsection (a).

Acts 1973, ch. 226, § 2; impl. am. Acts 1978, ch. 934, §§ 16, 22, 36; TCA, § 67-252; Acts 2003, ch. 
90, § 2; 2013, ch. 209, § 3.

Tenn. Code Ann. § 67-1-402

History
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Current through 2017 Regular Session (Chapter 493)

67-1-403. Officers – Quorum – Record of daily transactions – Compensation – Training.

(a) Each county board of equalization shall elect one (1) of its members chair and one (1) secretary 
of the board.

(b) A majority of the board shall constitute a quorum for the transaction of business.

(c) The board shall keep a daily record of its transactions and sign the record.

(d) Board members shall be paid by the county a compensation for their services. The county 
legislative body shall by resolution establish the compensation of the members and the chair of 
the county board of equalization.

(e)(1) The county mayor shall require board members and county board hearing officers to 
complete annual continuing education and training on duties and responsibilities of their office 
as a condition of appointment or continued service.

(2) The county legislative body shall by resolution establish the minimum of at least four (4) hours 
of training for board members to complete annually and minimum recordkeeping requirements 
related to members’ certificates of attendance.

(3) The subjects for the training and continuing education shall include board governance, open 
meetings requirements, and other topics reasonably related to the duties of the members of the 
county board of equalization.

(4) Any association or organization with appropriate knowledge and experience may prepare 
a training and continuing education curriculum for county boards of equalization covering the 
subjects set forth in subdivision (e)(3) to be submitted to the comptroller of the treasury for 
review and approval prior to use.

(5) Mandatory annual continuing education and training is only required under this subsection 
(e) to the extent that such education and training is provided by the comptroller of the treasury 
free of charge.

Acts 1973, ch. 226, § 2; impl. am. Acts 1978, ch. 934, §§ 7, 36; TCA, § 67-253; Acts 1997, ch. 168, 
§ 1; 2014, ch. 691, § 1; 2017, ch. 13, § 1.

Tenn. Code Ann. § 67-1-403

History
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Current through 2017 Regular Session (Chapter 493)

67-1-404. Sessions.

(a) The county board of equalization and the board of equalization of any metropolitan government 
organized and existing pursuant to title 7, chapters 1-3 shall, on June 1 each year, meet and sit 
in regular session as necessity may require until the equalization has been completed; provided, 
that in any county having a population of not less than twenty-six thousand (26,000) nor more 
than twenty-six thousand one hundred (26,100), according to the 1970 federal census or any 
subsequent federal census, the county legislative body may by resolution or ordinance set an 
earlier date for such board’s initial meeting.

(b) (1) The board shall not sit longer than:
 (A) Six (6) days in counties having a population of ten thousand (10,000) or less, according 
 to the 1970 federal census or any subsequent federal census;

 (B) Ten (10) days in counties having a population of over ten thousand (10,000) and 
 under twenty thousand (20,000), according to the 1970 federal census or any subsequent 
 federal census;

 (C) Fifteen (15) days in counties having a population of over twenty thousand (20,000) 
 and under thirty-five thousand (35,000), according to the 1970 federal census or any 
 subsequent federal census; and

 (D) For a number of days fixed by the respective county legislative bodies, but not in 
 excess of thirty (30) days, in counties having a population of over thirty-five thousand 
 (35,000), according to the 1970 federal census or any subsequent federal census.

(2) The county mayor, when the county legislative body cannot act, may extend the time or may 
call the board in special session at any time, if in the county mayor’s judgment, the public welfare 
requires it.

(c) Any county board of equalization, having jurisdiction over a municipality with a beginning 
tax due date different from that of the county, shall meet as required by the county legislative 
body, but at least one (1) month prior to the applicable beginning tax due date.

Acts 1973, ch. 226, § 2; impl. am. Acts 1978, ch. 934, §§ 7, 16, 36; Acts 1980, ch. 856, § 1; TCA, § 
67-254; Acts 2003, ch. 90, § 2.
 

Tenn. Code Ann. § 67-1-404

History
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Current through 2017 Regular Session (Chapter 493)

67-5-1402. Duties of board.

The county board of equalization has and shall perform the following duties:

(1) Carefully examine, compare and equalize the county assessments;

(2) Assure that all taxable properties are included on the assessment lists;

(3) Eliminate from the assessment lists such property as is lawfully exempt from taxation; 
provided, that if an application for exemption of such property is required under part 2 of this 
chapter, the property shall not be eliminated from the assessment lists unless such exemption is 
approved by an authorized designee of the state board of equalization;

(4) Hear complaints of taxpayers who feel aggrieved on account of excessive assessments of their 
property;

(5) Decrease the assessments of such properties as the board determines have been excessively 
assessed;

(6) Increase the assessments of such properties as the board determines are underassessed; 
provided, that owners of such properties are duly notified and given an opportunity to be heard;

(7) Correct such errors arising from clerical mistakes or otherwise that may come or be brought 
to the attention of the board; and

(8) Take whatever steps are necessary to assure that the assessments of all properties within 
its jurisdiction conform to laws of the state and rules and regulations of the state board of 
equalization.

Acts 1973, ch. 226, § 10; TCA, § 67-801; Acts 1994, ch. 541, § 1.

History

Tenn. Code Ann. § 67-5-1402
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Current through 2017 Regular Session (Chapter 493)

67-5-1404. Power of board to obtain evidence.

(a) The board may examine any person as a witness and hear any proof that may be offered by 
any taxpayer in or about any question touching the classification, value, or assessment of any 
property described in the assessment roll.

(b) The board has the power and authority to send for persons and papers, to examine and 
enforce the attendance of witnesses, and obtain any evidence or information that may be 
deemed material in the performance of its duties.

(c) Each member of the board has the power to administer an oath, and any person who 
willfully or corruptly swears falsely to any material fact before the board commits perjury and 
is indictable for such offense.

Acts 1973, ch. 226, § 10; TCA, § 67-803.

Tenn. Code Ann. § 67-5-1404

History
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Current through 2017 Regular Session (Chapter 493)

67-5-1406. Hearing officers.

(a) The county board of equalization may appoint one (1) or more hearing officers, with 
approval by simple majority vote of the county commission on a resolution, to conduct 
preliminary hearings and to make investigations regarding complaints before the board.

(b) The hearing officers shall assist the county board and prepare proposed findings of fact and 
conclusions and recommend the same to the county board.

(c) The county board may adopt any recommendation of such hearing officers as its final 
decision; provided, that any property owner who desires to be heard directly by the county 
board is given the opportunity to be heard by the board.

Acts 1973, ch. 226, § 10; TCA, § 67-805; 2014, ch. 691, § 2; 2015, ch. 471, § 2.

 

Tenn. Code Ann. § 67-5-1406

History
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To:  County Mayors and County Assessors
From: Betsy Knotts, Executive Secretary, State Board of Equalization
Date:  January 22, 2018
RE:  Required Annual Training for County Board of Equalization Members

A new state law1 requires county mayors to oversee the appointment of qualified county board of 
equalization members.  In carrying out this duty, county legislative bodies are required to establish 
a minimum of at least four (4) hours of annual training for board of equalization members as well 
as the minimum recordkeeping requirements related to members’ certificates of attendance.  

The Comptroller’s office is providing this training free of charge again this year—the flyer with 
important dates/times/topics is attached.  Please encourage all county board of equalization 
members, alternates, and appointed hearing officers to attend this training.  In addition, please 
engage your county legislative body in the proper implementation of this new training requirement 
by passing the required resolution and maintaining the certificates of attendance of county board 
of equalization members, alternates, and hearing officers.   Please note that noncompliance with 
this new requirement may lead to an audit finding.  

I am here to assist with any questions that you may have.  Please call me at (615) 401-7954 or 
email me at betsy.knotts@cot.tn.gov.

Cc: Justin P. Wilson and Jason Mumpower, Comptroller of the Treasury
Susan Gullette, Director, Division of Property Assessments
Jim Arnette, Director, Local Government Audit

                                                           
1 Tenn. Code Ann. § 67-1-403 (e)(1) The county mayor shall require board members and county board hearing officers to 
complete annual continuing education and training on duties and responsibilities of their office as a condition of appointment 
or continued service. 
 
(2) The county legislative body shall by resolution establish the minimum of at least four (4) hours of training for board 
members to complete annually and minimum recordkeeping requirements related to members' certificates of attendance. 
 
(3) The subjects for the training and continuing education shall include board governance, open meetings requirements, and 
other topics reasonably related to the duties of the members of the county board of equalization. 
 
(4) Any association or organization with appropriate knowledge and experience may prepare a training and continuing 
education curriculum for county boards of equalization covering the subjects set forth in subdivision (e)(3) to be submitted to 
the comptroller of the treasury for review and approval prior to use. 
 
(5) Mandatory annual continuing education and training is only required under this subsection (e) to the extent that such 
education and training is provided by the comptroller of the treasury free of charge. 
 

Memo
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State of Tennessee,                                                                 County.

I,                                                                  , member of the board of equalization of such county 
do hereby solemnly swear (or affirm) that I will carefully examine, compare and equalize the 
assessments of such county in accordance with the constitution and the laws of the state of 
Tennessee; and that to the best of my knowledge and ability I will faithfully, honestly and 
impartially perform all duties imposed upon me as a member of the board by the laws of the 
state of Tennessee.
  

Signed ___________________________________
            Board Member
 

Sworn to before me this the ___________ day of _________________, 20___

Signature: ____________________________________

Print Name: ____________________________________

Title:  ___________________________________________ 

Oath for Member or Alternate of County Board of Equalization
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I,____________________________________, Hearing Officer for the 
______________________  County Board of Equalization, do solemnly swear (or affirm) 
that I will faithfully, honestly, and impartially discharge my duties as a Hearing Officer to the 
best of my knowledge and ability in accordance with the laws of  the state of Tennessee.
                     

Signed ___________________________________
            Hearing Officer

Sworn to before me this the ___________ day of _________________, 20___

Signature: ____________________________________

Print Name: ____________________________________

Title:  ___________________________________________  
 

Oath for Hearing Officer for County Board of Equalization
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I, ______________________________, assessor of the county (city) of 
____________________, State of Tennessee, do solemnly swear (or affirm) that I have 
assessed all taxable property, in the county (city) of ____________________, as far as 
ascertainable, to the true owners thereof, and that I have determined the classification and 
assessed valuation of all taxable property as prescribed by law; and that I have faithfully 
discharged all my duties without fear, favor, or affection to the best of my knowledge and 
ability, so help me God.

Signed ___________________________________
            County Assessor

Sworn to before me this the ___________ day of _________________, 20___

Signature: ____________________________________

Print Name: ____________________________________

Title:  _________________________________________ 

Oath by County Assessor to Accompany Report of Assessments to the County 
Board of Equalization
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Pursuant to Section 67-5-508, Tennessee Code Annotated, the property assessment records of 
_________ County will be available for public inspection at Room __________________
County Courthouse during normal business hours. Any person desiring to inspect these records 
may do so at the appointed time and place.

The ______________________ County Board of Equalization will begin its annual session
to examine and equalize the county assessments on ___________________, 2017. THE 
BOARD WILL ACCEPT APPEALS FOR TAX YEAR 2017 ONLY UNTIL THE LAST 
DAY OF ITS 2017 REGULAR SESSION, WHICH WILL BE ___________________, 
2017.  The Board will meet each weekday from the hours of _____________ to 
_____________ in Room ____________________ County Courthouse. Any owner of 
property who wishes to make a complaint or appeal to the County Board of Equalization must 
appear before said Board at this time personally or by personal appearance of an agent for the 
owner bearing the owner’s written authorization.  Failure to appear and appeal an assessment 
will result in the assessment becoming final without further right of appeal.

Notice

Enclosure 2
SBE Rev. 3/00
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NAME OF PROPERTY OWNER:  _______________________________
ADDRESS OF PROPERTY OWNER: _______________________________
      _______________________________
COUNTY:     _______________________________
DATE:     _______________________________

This is to notify you that the County Board of Equalization has considered your complaint 
regarding the assessment of your property and has determined that it should be assessed for 
the current year as shown below.

YOUR APPEAL RIGHTS

If you desire to appeal this decision, contact the State Board of Equalization at:

State Board of Equalization
Cordell Hull Building

425 Fifth Avenue North
Nashville, TN 37243-3400
Telephone: (615) 401-7883

Fax: (615)253-4847
Email: sb.web@cot.tn.gov

You may also appeal online at http://comptoller.tn.gov/SBOE/sbappeal.asp. Appeals must be 
postmarked or submitted to the State Board of Equalization on or before August 1st or 45 days 
from the date of this notice (whichever is later). Failure to timely file an appeal will result in a 
loss of your right to any further appeal and the assessment will become final.

THIS IS NOT A TAX BILL

(Signed) ____________________________
       CHAIRMAN
       COUNTY BOARD OF EQUALIZATION

DESCRIPTION OF PROPERTY    VALUE       ASSESSMENT    TAX YEAR

Enclosure 3
SBE Rev. 5/17
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RE: DATE OF LAST ACTION BY BOARD OF EQUALIZATION

This is to notify the State Board of Equalization that the last notice of action by the local
board of equalization was mailed on ________________________.
             (Date)

 (Signed) _____________________________
                            Assessor of Property 
         for

                 _____________________________
                (County or City)

Return to:

State of Tennessee
State Board of Equalization
Cordell Hull Building
425 Fifth Avenue North
Nashville, TN 37243-3400

Notice to State Board of Equalization

Enclosure 6
SBE 5/91
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“We, the undersigned members of the board of equalization of _________________ 
County, do hereby certify that we have examined the assessments and classifications of taxable 
property within the county; we have heard and considered all appeals of such taxpayers as have 
duly made complaint to the county board of equalization; we have made only such changes 
in assessments and classifications as in our judgment are proper, just and equitable and are 
prescribed by law; and we have faithfully discharged all our duties without fear, favor, or 
affection to the best of our knowledge and ability in accordance with the laws of the state of 
Tennessee.”

“Witness our hand this ____________ day of ___________________, ___________”

  ____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

____________________________
        Member

Certificate of Discharge

Enclosure 7 
5/98
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Hearing of Evidence

The members of the board may ask questions of either party and the parties 
may ask questions of each other.

Deliberations & Decision

6) Once the panel moves into deliberations, no further evidence or 
 comments can be made by the parties at this point.    

7) Chairperson asks if any member wishes to make a motion.  Motion is 
 eventually made and seconded.

8) Once the county board has deliberated and rendered its decision, the 
 secretary or other designated person makes written notation of:

  •  The decision;
  •  Who made and seconded the motions; and
  •  How each member voted. 

Taxpayer/Appellant Proof

4) The party filing the appeal is
             asked to explain their position
             and told to proceed with their
             case, including presenting any
             evidence they wish to provide.

Assessor of Property Proof

5) At the conclusion of the 
             taxpayer’s presentation, 
             the assessor presents its 
             findings.

Call to Order

1) Chairperson or vice-chair calls the meeting to order. 
 Note: In some counties, the members of the board are introduced, and 
 an overview of the proceeding is provided. In other counties, the board 
 members have name plates at the hearing table.

2) Chairperson explains the nature of the appeal about to be heard.

3) Chairperson swears in any persons that 
 may possibly offer testimony during the 
 hearing, including the taxpayer, county 
 assessor, and taxpayer representative.  
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Attorney General Opinion
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