Williamson County Board of Review Rules and Procedures 2025

The Williamson County Board of Review, pursuant to its authority under the
lllinois Property Tax Code, adopts these rules and procedures to guide property
tax assessment appeals for the 2025 assessment year (35 ILCS 200/16-50).
These rules are crafted to provide a fair, transparent, and efficient process for
property owners, taxpayers, and taxing bodies contesting property assessments.
By establishing clear guidelines, the Board ensures orderly proceedings and
equitable outcomes in compliance with state law.

For inquiries, contact the Clerk of the Board at the Supervisor of Assessments’
office, 407 N. Monroe St., Suite 205, Marion, IL 62959, or (618) 997-1301.
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Rules and Procedures

The lllinois Property Tax Code mandates that all real property assessments for
the 2025 assessment year be determined as of January 1, 2025, reflecting one-
third of the property’s fair cash value, as derived from market sales data from
2022, 2023, and 2024 (35 ILCS 200/9-155; 35 ILCS 200/1-50). This valuation
standard ensures assessments align with current market conditions, providing a
consistent basis for taxation across Williamson County. Complainants presenting
sales data outside this period bear the burden of demonstrating its relevance to
the January 1, 2025, valuation date. The following rules outline the procedures
for filing, processing, and resolving assessment complaints, ensuring compliance
with state law and equitable treatment of all parties.

A. Administrative Rules

The administrative framework governs the Board’s operations, ensuring
consistency, transparency, and adherence to legal standards in the assessment
appeal process.

e Valuation Date: Assessments for the 2025 tax year are established as of
January 1, 2025, based on one-third of the fair cash value, reflecting
market transactions from 2022, 2023, and 2024 (35 ILCS 200/9-155; 35
ILCS 200/1-50). This standard ensures that property valuations reflect
current economic conditions, promoting fairness in taxation.

e Convening the Board: The Board convenes on or before the first Monday
of June 2025 and recesses as necessary to review complaints in a timely
manner (35 ILCS 200/16-30). Regular sessions facilitate efficient handling
of appeals.

e Severability: If any rule is deemed invalid by a court or competent
authority, the remaining provisions continue in full force, preserving the
integrity of the appeal process.

e Amendments: The Board may amend these rules to reflect changes in
law or procedure. Amendments are effective upon posting by the Clerk at
the Supervisor of Assessments’ office, ensuring public access.

e Retroactivity: Assessment decisions apply solely to the 2025 tax year,
except for omitted property or stipulated appeals before the Property Tax
Appeal Board (PTAB) for prior years (35 ILCS 200/9-265; 35 ILCS 200/16-
185). This limitation confines the Board’s authority to current assessments.
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e Date of Filing: Complaints sent via U.S. Mail are considered filed as of the
postmark date; other delivery services use the shipper’s tracking date (35
ILCS 200/16-55(d-5)). Filings mailed to incorrect addresses are invalid
unless the sender proves timely deposit with competent evidence (5 ILCS
70/1.25).

e Forms: Complaint forms for 2025 are available exclusively at the
Supervisor of Assessments’ office, 407 N. Monroe St., Marion, IL, during
regular business hours. Forms are provided via first-class mail upon
request, ensuring accessibility for all taxpayers.

e Ex Parte Communications: To maintain impartiality, Board members
shall not engage in communications regarding pending complaints without
all parties present, except for procedural matters such as scheduling or
filing requirements. Any ex parte communication received is recorded and
included in the complaint record, safeguarding fairness (35 ILCS 200/16-
50).

e Failure to Follow Rules: Non-compliance with these rules, such as
submitting incomplete forms or failing to appear at a hearing, may result in
the denial of relief, ensuring procedural fairness and efficiency.

e Freedom of Information Act (FOIA): As a public body, the Board
complies with FOIA, with its policy prominently posted at the Supervisor of
Assessments’ office (5 ILCS 140/1). This commitment promotes
transparency in Board operations.

e Ethics Policy: Board members must avoid conflicts of interest, refraining
from participating in hearings involving family, friends, employees, or
business clients. Members are also prohibited from testifying before the
Board or PTAB (except as property owners) or accepting gifts from parties
appearing before the Board, upholding the integrity of the appeal process.

e Remote Attendance: Board members may attend meetings remotely,
subject to the requirements of the Open Meetings Act, facilitating efficient
operations while maintaining public access (5 ILCS 120/7).
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B. Meetings
Meetings and hearings are conducted to review assessment complaints in a
public, accessible manner, balancing efficiency with due process.

e Location: Regular meetings and hearings are held at 407 N. Monroe St.,
Marion, IL, with alternative locations within Williamson County at the
Board’s discretion, ensuring accessibility for all participants.

e Open Meetings: All meetings and hearings are open to the public, except
as permitted by the Open Meetings Act (5 ILCS 120/2). Audio or video
recordings are allowed provided they do not disrupt proceedings. If a
transcript is desired, complainants must arrange for a court reporter at their
expense, providing a certified copy to the Board within 15 business days.

e Rescheduling: Due to the constraints of the real estate tax cycle, hearings
are not rescheduled except in cases of weather-related or emergency
conditions, ensuring timely resolution of complaints.

e Improper Conduct or Language: Threatening, disruptive, vulgar, or
abusive behavior, including the use of racial epithets, results in immediate
exclusion from the proceedings and potential default of the complaint. This
policy maintains decorum and protects the integrity of the process.

e Conduct of Meetings and Hearings: The Board or its designated hearing
officer has full authority to control the proceedings, administer oaths, admit
or exclude evidence, examine witnesses, and require production of records
foundational to testimony (35 ILCS 200/16-50). This authority ensures
orderly, fair, and focused hearings.

e Hearings on Assessment Complaints: All assessment complaints are
reviewed through standard hearings, conducted either in person at 407 N.
Monroe St., Marion, IL, or via teleconference, at the complainant’s choice
indicated on the complaint form. Standard hearings involve written
evidence supplemented by oral arguments, providing a comprehensive
review of the complaint. Complainants are responsible for ensuring their
availability and, for teleconference hearings, maintaining adequate
connection quality.

e Non-Appearance at Standard Hearings: Failure to appear at a
scheduled standard hearing, whether in person or via teleconference,
results in dismissal of the complaint, unless a properly executed stipulation
form, signed by the Supervisor of Assessments and supported by
evidence, is submitted. This ensures that only actively pursued complaints
are processed.
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C. Assessment Complaints: General Procedures

This section provides a detailed roadmap for taxpayers and taxing bodies to file
and process assessment complaints, ensuring clarity and compliance with legal
standards.

e Consultation with Supervisor of Assessments: Prior to filing a
complaint, taxpayers are strongly encouraged to contact the Supervisor of
Assessments to discuss their property’s assessment. This informal
consultation often clarifies the assessment basis or corrects errors,
potentially eliminating the need for a formal appeal. However, the filing
deadline remains fixed and is not extended during these discussions (35
ILCS 200/16-55).

e Basis for the Assessment Complaint: Complaints must be grounded in
one of four legitimate bases: overvaluation, equity, physical data
discrepancy, or preferential assessment. Claims based on the amount of
taxes paid, changes in tax rates, percentage increases in assessments, or
prior years’ valuations are not valid, as the Board lacks jurisdiction over
these matters. Complainants must clearly state the factual and legal basis
for their objection on the complaint form.

e Standing to File a Complaint: Only property owners, taxpayers liable for
property taxes, or taxing bodies with a revenue interest in the assessment
may file a complaint. Attorneys filing on behalf of owners must include a
signed authorization from the owner of record; corporations must be
represented by an attorney licensed in lllinois. Non-attorneys, such as
property managers or appraisers, may not file or represent parties, as this
constitutes the unauthorized practice of law (765 ILCS 605/10).
Condominium or common interest community associations may file on
behalf of owners, provided they submit a resolution of authorization.

e Incomplete Complaint Forms: Complaint forms lacking sufficient
information to identify the property, an owner’s signature, or attorney
authorization are returned to the property owner or attorney.
Resubmissions must meet the filing deadline, ensuring procedural
compliance (35 ILCS 200/16-55(d)).

e Facsimiles: Faxed or emailed complaint forms are not accepted, as they
compromise document integrity and legibility.

e Contiguous Parcels: Complaints must encompass all contiguous parcels
under common ownership and use, even if only one parcel’s assessment
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is contested. This ensures the Board evaluates the property as a whole,
preventing fragmented appeals.

e Excess Land: Claims that a portion of a property constitutes excess land
must be supported by a plat of survey detailing improvements, usage
patterns (e.g., buildings, parking), and a recent, clear photograph of the
claimed excess land. This evidence clarifies the property’s utilization and
valuation.

e Properties with Multiple Parcel Numbers: A single property spanning
multiple parcel numbers may be filed on one complaint form, provided an
addendum clearly lists all parcel numbers. A single property is defined as
physically contiguous, uniformly owned, and with a consistent highest and
best use.

e Filing Deadline: Complaints must be filed within 30 days after the
publication of the 2025 assessment list by the Supervisor of Assessments
(35 ILCS 200/16-55(d)).

e Submission of Evidence: All evidence supporting the complainant’s
valuation claim must be submitted in paper form at the time of filing the
complaint. Copies of all evidence are forwarded to the Supervisor of
Assessments, ensuring transparency and allowing preparation of a
response. Evidence submitted late or in non-paper form is not considered.

e Disclosure of Recent Sale Required: For properties purchased after
January 1, 2022, complainants must disclose the purchase price, date,
and transaction details, including whether it was arms-length and any
personal property included with a personal property disclosure document.

e Evidence Submission by Supervisor of Assessments and Taxing
Bodies: The Supervisor of Assessments and intervening taxing bodies
should submit their evidence, including complete property record cards, at
least 5 business days before a hearing. Complainants receive instructions
in the hearing notice to access this evidence, promoting an open exchange
of information.

e Hearing Officers: A single Board member may act as a hearing officer to
conduct proceedings, but final decisions require the concurrence of at least
two Board members, ensuring balanced and deliberative outcomes.

e Hearing Notification: Complainants are contacted by phone to establish
hearing date and time. Complainants are notified by U.S. Mail of the date,
time, and location (for in-person hearings) or teleconference access details
for their standard hearing. Notifications are sent well in advance to allow
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preparation, and complainants are responsible for ensuring their
availability.

e Standard Hearing Format: Standard hearings, conducted in person or via
teleconference, follow a structured process: the complainant or their
attorney presents testimony and evidence, the Supervisor of Assessments
or representative responds, the Board poses questions, each party offers
rebuttal or closing remarks. Non-attorneys (e.g., accountants, appraisers)
may serve as witnesses but cannot conduct questioning or represent
parties, preventing unauthorized legal practice. Third-party assistance for
language or disability barriers is permitted to ensure accessibility.

e Hearing Length: Due to the high volume of complaints, standard hearings
are scheduled in 15-minute intervals. Complainants and the Supervisor of
Assessments must present their cases concisely, including evidence
review and Board questions, to maintain an efficient schedule.

¢ Notification of Findings: After hearings are completed, official findings
are mailed to complainants and respondents within 10 business days of
the hearing.

e Complaints by Associations: Condominium or common interest
community associations filing on behalf of owners must use a specific
complaint form and include a resolution authorizing the filing, signed by the
association’s board (765 ILCS 605/10). Individual unit owners filing
separately are deemed to opt out of the association’s complaint.
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D. Assessment Complaints: Overvaluation

Overvaluation complaints assert that a property’s assessed value exceeds one-
third of its fair cash value, requiring robust, market-based evidence to
substantiate the claim.

e Definition: Overvaluation occurs when the equalized assessed value of a
property exceeds one-third of its fair cash value, defined as the amount a
property would sell for in a voluntary, arms-length transaction between a
willing buyer and seller, not under duress (35 ILCS 200/1-50). This
standard ensures assessments reflect the property’s market worth as of
January 1, 2025.

e Burden of Proof: Complainants must prove overvaluation by a
preponderance of evidence, meaning it is more likely than not that the
assessment is excessive based on market data. This standard requires
clear, persuasive evidence to overturn the Supervisor of Assessments’
valuation.

e Evidence Considered: The Board considers evidence that accurately
reflects market conditions, including comparable sales, professional
appraisals, sales contracts, closing statements, or income and expense
data for income-producing properties. Complainants are encouraged to
submit the three most relevant comparable properties to streamline the
Board’s review, though additional comparable sales may be included at
their discretion.

e Comparable Properties: Comparable properties shall be market
transactions, based on the definition of Fair Cash Value (35 ILCS 200/1-
50). Non-market transactions, such as unadvertised sales, sales between
related parties, court-ordered sales, condemnation sales, or sale-
leaseback transactions, require written justification to be considered.
Comparable sales should be in the same neighborhood or subdivision as
the subject property and exhibit similar characteristics in size, construction,
quality, age, style, and condition. Properties from outside Williamson
County or requiring significant adjustments are given less weight unless
proven to be the most relevant available. Complainants must provide
documentation of the comparable properties’ sale prices, dates, and
characteristics to support their valuation claim.
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Use of Short Sales and Post-Foreclosure Sales as Evidence: Short
sales, where the seller accepts less than the mortgage balance, and post-
foreclosure sales, where a lender sells a property after foreclosure, are
considered valid evidence if they qualify as market transactions under the
fair cash value definition. Complainants must demonstrate that these sales
reflect typical market conditions.

Use of Relocation Sales as Evidence: Relocation sales involving
companies or entities typically do not meet the fair cash value standard
due to unreported compensation structures. Complainants seeking to use
such sales must submit written evidence, such as affidavits or contracts,
proving the sale aligns with market conditions.

Appraisal Evidence: Professional appraisals submitted as evidence must
be prepared by a state-certified appraiser, dated as of January 1, 2025,
and comply with the Uniform Standards of Professional Appraisal Practice
(USPAP). Appraisals must be signed, complete, and include all exhibits.
Appraisals developed for other purposes (e.g., financing) are given less
weight if their valuation date deviates significantly from January 1, 2025.
Restricted appraisal reports, lacking supporting documentation, are not
considered unless accompanied by the appraiser’s full file. If the appraiser
is not present for cross-examination, the appraisal’s weight may be
reduced.

Other Evidence: Additional acceptable evidence includes listing contracts
for the subject property, sales contracts with closing statements and Real
Estate Settlement Procedures Act (RESPA) statements, sworn contractor
affidavits detailing construction costs for new improvements, or Multiple
Listing Service (MLS) listings with sales prices, dates, descriptive data,
and photographs of comparable properties. MLS listings should feature
properties close to the subject property, with similar style, size, and age, to
provide strong indicators of fair cash value.
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Disclosure of Rental Data Required: For income-producing properties,
complaints based on overvaluation must include actual income and
expense data for 2022, 2023, and 2024. For properties under a single
lease, the full lease must be submitted. For multiple leases, at least one
representative lease, along with lease summaries, audited financial
statements, or rent rolls, is required. Residential properties with six or
fewer units must provide operating statements, while properties with seven
or more units or non-residential uses require comprehensive income and
expense statements.

Occupancy: Complaints asserting decreased occupancy as a basis for
overvaluation must address market occupancy rates, not just the subject
property’s occupancy, as fair cash value reflects the property’s income-
earning capacity (35 ILCS 200/1-50). Complainants must submit an
affidavit of occupancy for 2022-2024 and evidence of market occupancy
rates for comparable properties during the same period.

10
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E. Assessment Complaints: Equity

Equity complaints address disparities in assessment levels among similar
properties within the same neighborhood or subdivision as the subject property,
requiring clear evidence of unequal treatment.

e Definition: An inequitable assessment occurs when a property is
assessed at a higher level relative to its fair cash value compared to similar
properties, violating the constitutional requirement for uniform taxation (lIl.
Const. Art. IX, § 2).

e Burden of Proof: Complainants must prove inequity by clear and
convincing evidence, a higher standard reflecting the complexity of
demonstrating assessment disparities across properties.

e Evidence Considered: If comparable properties are submitted as
evidence for the complaint The Board prefers evidence from the three best
comparable properties with the original complaint. Additional comparable
properties can be submitted at the discretion of the complainant.

e Comparable Properties: Comparable properties must be in the same
neighborhood or subdivision as the subject property and share similar
characteristics in size, construction, quality, age, style, and condition.
Comparable properties from outside Williamson County are not considered
for equity complaints, as the Board’s jurisdiction is limited to county
assessments. Comparable properties introduced during a hearing but not
submitted with the complaint are excluded.

e Disclosure of Rental Data Required: For income-producing properties,
equity complaints must include income and expense data for 2022-2024,
such as lease summaries, rent rolls with totals and representative samples
of leases to demonstrate assessment disparities.

11
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F. Assessment Complaints: Physical Data Discrepancy
Complaints based on physical data discrepancies seek to correct errors in the
Supervisor of Assessments’ records that impact property valuation.

Definition: A physical data discrepancy arises when the Supervisor of
Assessments’ property record card contains inaccurate information, such
as incorrect site size, improvement dimensions, physical features, or
locational attributes, which was relied upon in determining the property’s
assessed value.

Evidence: Complainants must submit a copy of the property record card, a
written statement highlighting the incorrect data, and competent evidence
supporting the correct data, such as a plat of survey, construction
documents, or photographs. This evidence ensures the Board can
accurately evaluate the error’'s impact on valuation.

Supervisor of Assessments’ Access to Property: Evidence challenging
the property’s description, characteristics, or condition is inadmissible if the
taxpayer or property owner denied a written request by the Supervisor of
Assessments or an intervening taxing body to inspect the property prior to
or during the evidence submission period. Complainants must include a
statement detailing any failed attempts to resolve inspection issues.

G. Assessment Complaints: Preferential Assessment
Preferential assessment complaints seek special valuation treatment for
properties qualifying under specific provisions of the Property Tax Code.

Definition: Preferential assessments apply to properties eligible under
Article 10 of the Property Tax Code, such as farmland, historic sites, or
other specially designated properties (35 ILCS 200/10-5 through 35 ILCS
200/10-410). These provisions allow for reduced assessments to reflect
specific uses or characteristics.

Evidence: Complainants must provide a brief citing the relevant provision
of the Property Tax Code, copies of legal opinions or judicial rulings
supporting eligibility, and a detailed explanation of why the property
qualifies for preferential assessment. Documentation, such as land use
records or preservation agreements, must accompany the complaint to
substantiate the claim.

12
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H. Certificates of Error
Certificates of Error rectify errors in issued tax bills, distinct from disputes over
valuation judgments, providing a mechanism to correct administrative mistakes.

e Definition: A Certificate of Error corrects errors in a property tax bill, such
as missed homestead exemptions, duplicate assessments, or incorrect
property descriptions, but does not address errors of judgment in valuation
(35 ILCS 200/16-75). This process is separate from taxpayer refund
procedures and operates as an expeditious administrative remedy.

e Submission: Requests for Certificates of Error are accepted only from the
Supervisor of Assessments or by Board motion. Taxpayers cannot directly
initiate this process, ensuring administrative efficiency.

e Evidence: Requests must be accompanied by clear evidence of the error,
such as exemption applications, property records, or tax bill duplicates.
Failure to provide proof results in non-concurrence by the Board.

e Limitations on Authority: Certificates are invalid if issued after the annual
tax sale judgment or upon a PTAB appeal filing. They must be issued
before the tax sale to be effective (35 ILCS 200/16-75; 35 ILCS 200/21-
110).

I. Omitted Property
The Board has authority to assess properties inadvertently omitted from the tax
rolls, ensuring all taxable property is accounted for.

e Authority: The Board may place an assessment on omitted property, such
as newly discovered improvements or unregistered parcels, to ensure
compliance with tax obligations (35 ILCS 200/9-265).

e Notice: If the Board initiates proceedings to assess omitted property, it
provides at least 10 business days’ written notice to affected parties,
detailing the proposed action and allowing opportunity for response.

13
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J. Equalization
Equalization adjusts assessments to ensure uniformity across property classes
or jurisdictions, addressing systemic disparities.

Authority: The Board may increase or reduce assessments for a class of
property or within a jurisdiction if the assessment is not based on proper
valuation principles, promoting uniformity (35 ILCS 200/16-60).
Procedure: Petitions for equalization must specify the property class or
taxing jurisdiction exhibiting disparities and include assessment ratio data
demonstrating misalignment with county-wide assessment levels. This
evidence ensures informed adjustments.

K. Homestead Exemptions
Homestead exemptions reduce assessed values for qualifying residential
properties, providing tax relief to eligible homeowners.

Applications: Exemption applications are available at the Supervisor of
Assessments’ office and must be fully completed and signed by the
applicant. Failure to provide all required information results in return of the
application.

Approval or Denial: The Clerk of the Board has authority to approve or
deny applications based on eligibility criteria, using applications, visual
inspections, or questionnaires (35 ILCS 200/15-175).

Appeal of Denial: Denied applications may be appealed in writing within
30 days, accompanied by evidence supporting eligibility. Appeals must
detail reasons the denial is erroneous.

Preliminary Decisions: The Board issues a written preliminary decision
without a hearing, summarizing evidence and reasoning. This decision is
mailed to the appellant.

Hearings: Appellants may request a standard hearing within 10 business
days of the preliminary decision’s postmark. Hearings are scheduled with
at least 30 days’ notice and may be conducted in person or via
teleconference, at the appellant’s choice.

Appearance by Appellant: Appellants must appear in person or via
teleconference; non-appearance may result in dismissal of the appeal.
Hearings may be conducted by a single hearing officer, with final decisions
requiring majority Board approval.

Evidence: Evidence for exemption hearings follows Section C
requirements, ensuring consistency with complaint procedures.

14
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L. Non-Homestead Exemptions
Non-homestead exemptions apply to properties used for specific purposes, such
as charitable or religious activities, subject to Department of Revenue approval.

e Applications: Applications must be filed on Department of Revenue
forms, including the parcel number and all required information. Incomplete
applications are returned to the applicant.

e Separate Applications: A separate application is required for each parcel
unless parcels are contiguous, acquired before 2025, and uniformly used,
with variations documented by parcel number.

o Affidavit of Use: An affidavit of use is required for all applications, except
for properties owned by the State of lllinois or U.S. Government, verifying
the property’s exempt purpose.

e Photographs: Applications must include photographs of the property to
document its condition and use.

e Notarization: All applications must be notarized to ensure authenticity.

¢ Notification of Units of Government: Applicants requesting exemptions
reducing assessments by $100,000 or more must notify affected
municipalities, school districts, community college districts, and fire
protection districts, submitting copies of notification letters with the
application (35 ILCS 200/16-70).

M. Corrections
Corrections address errors in certified assessments identified after initial
publication, ensuring accuracy in the tax roll.

e Definition: A correction is a request by the Supervisor of Assessments or
a Board-initiated action to revise a certified equalized assessed value due
to errors discovered post-certification.

e Notice: The Board sends notice of the proposed correction to the taxpayer
and the Supervisor of Assessments, with a 10 business day period to
request a hearing to contest the change.

e Evidence: Evidence for correction hearings follows the requirements
outlined in Sections C through G, ensuring consistency with complaint
procedures.

N. Adoption These rules are adopted as for the 2025 session of the Williamson
County Board of Review, effective August 19, 2025. Board of Review rules can
be amended if approved by vote in open meeting.

Tim Atkisson Chairman Jim Marlo, Member Jim Rasor, Member Josh Smith, Clerk
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