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STATE  OF  CALIFORNIA   

CALIFORNIA  DEPARTMENT  OF  TAX  AND  FEE  ADMINISTRATION 
TAX  POLICY  BUREAU  
450  N  STREET,  SACRAMENTO,  CA  95814  
PO  BOX  942879,  SACRAMENTO,  CA  94279-0050  
1-916-309-5397    FAX  1-916-322-2958  
www.cdtfa.ca.gov 

GAVIN  NEWSOM  
Governor  

AMY  TONG  
Secretary,  Government  Operations  Agency  

NICOLAS  MADUROS  
Director  

March 9, 2023 

VIA INTERNET 

Dear Interested Party: 

The Audit Manual (AM) is a guide for the California Department of Tax and Fee Administration 
(CDTFA) in administering tax and fee programs. It is available to the public and can be accessed 
from the CDTFA web page at https://cdtfa.ca.gov/taxes-and-fees/staxmanuals.htm. 

The Business Tax and Fee Division is proposing to revise AM Chapter 1, section 0109.00, Tracking 
of Audits, Field Billing Orders, Reaudits and Revised Field Billing Orders to incorporate recent 
changes to procedures. 

The revision material is provided on the following pages for the convenience of interested parties 
who may wish to submit comments or suggestions. Please feel free to publish this information on 
your website or otherwise distribute it to your association/members. 

If you have any comments or suggestions related to the proposed AM revisions, you may contact 
the CDTFA at BTFD-BTCT-AM.RevisionSuggestions@cdtfa.ca.gov. Your comments or 
suggestions must be received by the CDTFA no later than April 12, 2023 in order to be considered. 
Thank you for your consideration. 

Sincerely, 

Aimee Olhiser 
Tax Policy Bureau Chief 
Business Tax and Fee Division 

mailto:BTFD-BTCT-AM.RevisionSuggestions@cdtfa.ca.gov
https://cdtfa.ca.gov/taxes-and-fees/staxmanuals.htm
www.cdtfa.ca.gov


 
 

 
 

             
        

        

           
            

               
            

        

            
              

              
             
             

        

    

              
             

                
                

             
   

    

              
           
            

               
               

             
         

    

             
          

              
             

             
             

          
                

  

             
           

TRACKING  OF  AUDITS,  FIELD  BILLING  ORDERS,  0106.000109.00  
REAUDITS  AND  ADJUSTED  REVISED  FIELD  BILLING  ORDERS  
This section contains policies and procedures related to the tracking of unbilled audits, 
field billing orders (FBOs), reaudits, and revised FBOs. 

Sales and Use Tax ProgramsTracking Requirements and Responsibilities 

The Audit Determination and Refund Section (ADRS) of the Headquarters Operations 
DivisionEach Office Making the Audit (OMA) is responsible for ensuring that audits, 
and FBOs , reaudits, and adjusted FBOs are properly processed for sales and use tax 
programs. Petitions Section is responsible for ensuring reaudits and revised FBOs are 
properly processed for sales and use tax programs. 

The Audit Examination Branch (AEB) and Motor Carrier Office (MCO) are responsible 
for processing audits and FBOs for special tax and fee programs. Additionally, AEB and 
MCO handle reaudits and revised FBOs that require corrections and do not involve an 
appeal. The Appeals and Data Analysis Branch (ADAB) is responsible for reviewing and 
posting reaudits and revised FBOs for special tax and fee accounts pending appeal. 

Three review areas for OMAs and Petitions Section: 

Verification of Billing: 

The Audit Principal in the field office, and AEB and MCO Administrators, or their 
designee(s) are responsible for generating the report “Bill Items by Posted and Billed 
Date” weekly for the last two weeks of each month, to verify a Notice of 
Determination was mailed to the taxpayer for all audits that created a bill item in 
the system. This ensures that out-of-statute audits or other errors are identified 
and processed properly. 

Verification of Letters: 

The Audit Principal in the field office, and AEB and MCO Administrators, or their 
designee(s), are responsible for ensuring all audit letters, that require manual 
processing, are processed and mailed timely. This includes letters that were not 
sent because of a stop mail indicator or other issues that prevent the letters from 
being batch printed. The report is available in the system by going to the Report 
manager and using the filter bar for the report “Unprinted Letters That Require 
Attention.” The report can then be filtered by office. 

Verification in Review: 

OMA, AEB, and MCO reviewers search for all audits in review weekly, for 
unassigned or improperly assigned audits. The report, “Unassigned Audits” is 
available in the system by using the Report manager and filtering for the report 
“Unassigned Audits.” The report is then filtered by office. The reviewer then assigns 
those items to the correct reviewer/office. This ensures any audits in Review stage 
that are unassigned or assigned to the wrong office/reviewer are assigned to the 
correct office/reviewer. This prevents these items from being overlooked and 
removes them from the auditor’s My Work list, once the audit is staged to Posted & 
Billed. 

The ADRS is responsible for ensuring that audits and FBOs contained on the 
Transmittal Reconciliation Report (TRR) are properly processed. The TRR is produced 



 

             
            

              

                
                 

                
            

         

            
              

             
                

           
               

   

     

              
            

       

               
             

              
            

            
               

           
               
            

      

 

quarterly for field offices and the ADRS. The report lists, by account number, 
transmitted audits and FBOs that have not been determined (billed), refunded, returned 
to a field office, or otherwise processed. The TRR is retained for two years. 

On a quarterly basis, the ADRS informs the field offices, by e‑mail or memo, of any 
audits or FBOs that have not been billed for more than 60 days or have not been 
refunded for more than 120 days past the date of transmittal. The ADRS follows up on 
any unprocessed audits or FBOs with the appropriate Headquarters section or field 
office to ensure that any unprocessed assignments are completed. 

The ADRS tracks unprocessed reaudits and adjusted FBOs quarterly. On the first 
working day of each new quarter, the ADRS staff identifies all reaudits and adjusted 
FBOs transmitted 120 or more days ago that remain unprocessed. This information is 
obtained by requesting a report using the AUD AS screen in IRIS. The ADRS retains the 
reports identifying unprocessed reaudits and adjusted FBOs for two years. These 
reports must identify the name of the person performing the review and the date the 
review was performed. 

Special Tax and Fee Programs 

The Appeals and Data Analysis Branch (ADAB) of the Audit and Carrier Division is 
responsible for ensuring that audits, FBOs, reaudits, and adjusted FBOs are properly 
processed for special tax and fee programs. 

On the first working day of each new quarter, the supervisor of the Audit Determination 
and Refunds Section identifies all audits, FBOs, reaudits, and adjusted FBOs that were 
transferred for billing 60 or more days ago and that remain unprocessed. The supervisor 
or designee reviews all unprocessed audits, FBOs, reaudits, and adjusted FBOs and 
follows up to ensure any unprocessed assignments are completed. This information is 
obtained by requesting a report using the AUD AS screen in the system. The supervisor 
retains the reports identifying unprocessed audits, FBOs, reaudits, and adjusted FBOs 
for two years. These reports must identify the name of the person performing the review 
and the date the review was performed.The Audit Determination and Refund Section 
(ADRS) of the Headquarters Operations Division 




