CHIP Team Annual Checklist
CHIP is a team effort. Property assessment, tax billing, accounting, debt, and reporting all connect. Use this checklist each year to help your municipal CHIP team stay organized and identify issues early.
Not every task will be completed by the same person in every municipality. Decide who is responsible for each item and make sure important information is shared with the rest of the CHIP team.
1. Confirm Your CHIP Team
· Confirm who is responsible for each CHIP task.
· Update names and contact information when staff, officials, consultants, developers, or other partners change.
· Make sure team members know who is responsible for:
· property assessment and the grand list,
· CHIP parcel tracking,
· tax-rate calculation and tax billing,
· CHIP accounting and financial records,
· debt or other eligible payments,
· agreements and project administration, and
· CHIP reporting.
· Identify who will coordinate information among team members.
2. Review Important Dates
· Update the shared CHIP calendar.
· Confirm important assessment and grand list dates, including the April 1 assessment date.
· Add municipal tax-rate and tax-billing dates.
· Add debt payment and other financial deadlines.
· Add CHIP agreement, reporting, and other required deadlines.
· Check whether one team member needs information from another before an upcoming deadline.
3. Review CHIP Properties
For each CHIP housing development site:
· Confirm the parcels included in the CHIP site.
· Confirm each parcel's identification number.
· Confirm the Original Taxable Value (OTV).
· Review the current taxable value and the change from the prior year.
· Identify any parcels that were divided, combined, renumbered, or made inactive.
· Make sure new or changed parcels remain properly connected to the CHIP site and OTV.
· Confirm that municipal records agree with available CHIP parcel reports.
4. Review Property Value Changes
· Have the lister or assessor explain significant changes in CHIP property values to the appropriate CHIP team members.
· Confirm that values reflect the property's status and condition as of April 1 and the municipality's approved assessment practices.
· Keep municipal assessments separate from projections of what a proposed or unfinished development may be worth in the future.
· Document significant changes or issues that other team members may need to understand.
5. Prepare for Tax-Rate Setting
Before the municipal tax rate is calculated:
· Confirm the amount of the approved tax levy, including any separate articles that must be included.
· Obtain the final grand list information needed for the calculation.
· Confirm the CHIP incremental value.
· Confirm the approved municipal CHIP
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