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 Class Specifications 
 for the Classes: 
 

TAX RETURNS EXAMINER I, II AND III
 
Duties Summary: 
 

Examines tax returns, including obtaining information from 
taxpayers by personal interview and correspondence, and 
determines correct tax liability; and performs other duties as 
required. 
 
Distinguishing Characteristics: 
 

Tax Returns Examiner I - This class is distinguished by the 
examination of individual income returns including returns with 
questionable sick pay exclusion and non-business income and 
deductions.  This class may include the examination of more 
difficult returns under close supervision for purposes of 
training. 
 

Tax Returns Examiner II - This class is distinguished by 
the examination of income tax returns, including those with 
claims for credit for taxes paid another state or county, 
involving questionable business and non-business income, 
exemptions and deductions.  These questionable items relate to 
such areas as alimony and property settlements, annuities, 
casualty losses not involving net operating loss, entertainment 
deductions, rental schedules, sales or exchanges of stocks and 
stock rights, sale of property acquired by gift or inheritance, 
and travel, meals and lodging away from home.  Relatively simple 
issues in capital gains and losses, deferred payment sales, 
installment sales and involuntary conversion may also be 
involved.  Positions in this class also engage in field contacts 
and prepare returns from taxpayer records, and may examine more 
difficult returns under close supervision for purposes of 
training. 
 

Tax Returns Examiner III - This class is distinguished by 
the examination of non-resident, individual, partnership and 
joint venture, fiduciary and corporation returns.  Items which 
are questionable relate to such areas as abandonment losses, 
amortization of bond premium, assignment of sale of leasehold, 
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net operating loss deductions, travel and entertainment of a 
business nature, casualty losses involving net operating losses; 
and difficult issues in capital gains and losses, installment 
sales and involuntary conversions.  This class may include a 
position which supervises a staff of Tax Returns Examiner I 
positions. 
 
Examples of Duties: 
 

Conducts the examination of income and/or related types of 
tax returns filed by individuals and businesses to determine 
proper tax liability; examines issues involving deductions for 
items such as interest payments, tax payments, or charitable 
contributions, questionable exemptions which require checking of 
relationships and/or residence, and expenses reported by 
taxpayers; determines whether income reported is substantially 
correct; evaluates reliability, veracity, reasonableness and 
significance of information on tax returns and that obtained as 
a result of inquiry; interprets pertinent portions of tax laws, 
regulations and precedents as they apply to individual cases; 
formulates recommendations to allow or disallow questioned items 
wholly or partly or determines if taxpayer is entitled to 
exemptions or deductions; prepares assessments for additional 
taxes due or credit memoranda for overpayments; contacts 
taxpayers personally, by letter or telephone, to obtain 
supporting information to verify questioned items; explains 
conclusions and interpretations of law to taxpayers; prepares 
and/or assists taxpayers in preparing tax returns in the office 
or at his place of business, and when necessary, prepares 
returns by reconstructing business or personal transactions from 
documents, available statements, receipts, etc.; may analyze 
financial statements; serves summons at places of business for 
noncompliance in filing tax returns; prepares reports of office 
audits conducted. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Interviewing techniques; and 
 

Tax Returns Examiner I - State and applicable Federal 
income tax laws, rules and regulations. 
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Tax Returns Examiner II - State and applicable Federal 
income and miscellaneous rules and regulations; standard methods 
of bookkeeping. 
 

Tax Returns Examiner III - State and applicable federal 
income and miscellaneous tax laws, rules and regulations; office 
practices and procedures; methods of computing depreciation, 
accrual basis of accounting, and accounts classification. 

 
Ability to:  Conduct interviews and deal effectively with 

the public; analyze facts and figures and derive sound 
conclusions therefrom; understand and apply tax laws, rules and 
interpretations; make arithmetic computations rapidly and 
accurately; operate adding and calculating machines; give and 
receive oral and written instructions. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

The class Tax Returns Examiner I No. 2.174 involves a 
revision of work affecting Tax Clerk (1.465) and Tax Returns 
Examiner I (old) No. 2.181, approved January 27, 1956.  The 
class Tax Returns Examiner II (2.175) involves a combining of 
the classes Tax Returns Examiner I (old) No. 2.181 and Tax 
Returns Examiner II (old) No. 2.183, approved August 4, 1961.  
The class Tax Returns Examiner III (2.177) displaces the class 
Tax Returns Examiner II (old) No. 2.183. 
 
 
DATE APPROVED: 12/8/65 /s/ Edward L. McIntosh 

  for  Mrs. EDNA TAVARES TAUFAASAU 
Director of Personnel Services 
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