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As-Is Process PT1 – Premium Annual Tax Returns
Wednesday, May 06, 2009

California Department of Insurance Paperless Workflow Project

Insurer / Surplus 
Line Broker

Triggers Systems OutputsInputs

Annual tax returns are received from 
Insurers and Surplus Line Brokers 
for PC, Home, Life, Title, and Ocean 
Marine

Tax Tracking System (MS Access db) Annual tax return Proposed Deficiency Assessment (PDA)
Claim for Refund (CFR)
Penalty & Interest (P&I)
Notice of Late Payment
Notice of Deficiency Assessment

1. Prepare annual 
tax return

Tax Processing Unit

7. Date stamp tax 
return upon receipt

8. Log tax return 
into Tax Tracking 

System

2. Mail tax return 
to Tax Processing 

Unit

Surplus Lines due 3/01;
PC, Home, Life, Title due 4/01;
Ocean Marine due 6/15

Premium Tax 
Audit Bureau

3. Review tax 
return

4. Are tax 
payments 
included?

5. Process 
paymentsYes

6. Forward tax 
return to Premium 
Tax Audit Bureau 

(PTAB)

No

9. Forward tax 
return to assigned 

Examiner

Step 
10

CDI As-Is Process PT1 - Premium Annual Tax Returns 20090506.vsd



Page 2
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Examiner

Step 
9

10. Perform desk 
audit

19. Gather all 
necessary 
supporting 
documents

11. Are there any 
discrepancies? No

Yes

16. Contact 
Insurer / Surplus 

Line Broker to 
schedule on-site 

audit

17. Prepare Notice 
of Exam and 

forward to Insurer

18. Conduct on-
site audit

20.  Prepare audit 
report

12. Is there 
violation of CA 

Revenue & 
Taxation Code?

14. Enter work 
performed into Tax 
Tracking System

15. File return in 
individual audit file

13. Is there 
material amount of 
Claim for Refund 

that requires 
verification?

No No

Yes

Yes

End of Process

22. Prepare 
Penalty & Interest 

(P&I)

Yes

No Step 
29

Step 
24

23. Submit P&I to 
Bureau Chief for 

approval

The Supervisor may 
also approve the P&I

Data entered includes 
company name, tax year, 

audit type, amount of 
Proposed Deficiency 

Assessment, amount of 
Proposed Refund, date 

when audit was completed

21. Are 
monthly tax 

payments late?
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Bureau Chief

25. Scan P&I and 
attachments

26. Send P&I and 
attachments to 

SCO and TPU via 
email

27. Mail first page 
of P&I with 

signature to SCO

Step 
23

Examiner

24. Approve P&I 
and return to 

Examiner

29. Are taxes 
owed?

30. Prepare 
Proposed 
Deficiency 

Assessment (PDA)

Yes
31. Submit PDA to 
Bureau Chief for 

approval

Step 
21

Step 
32

Step 
36

No

P&I Attachments

Regular companies:
1. Calculation worksheet
2. Company’ premium base calculation
3. Copy of company’s payment history
4. Others – various documents as applicable

Surplus Lines:
1. Calculation worksheet 
2. Company’s Bordereau Report
3. Premium Tax Review account summary of findings
4. Copy of company’s payment history
5. Copy of check payment if P&I was paid and received by PTAB
6. Others – various documents as applicable

State Controller’s 
Office

28. Send Notice of 
Late Payment to 
Insurer / Surplus 

Line Broker

End of Process

If applicable, SCO sends 2nd and 
3rd notices for non payment
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No
35. Mail first page 

of PDA with 
signature to BOE

Bureau Chief

33. Scan PDA and 
attachments

34. Send PDA and 
attachments to 
BOE, SCO, and 
TPU via email

32. Approve PDA 
and return to 

Examiner

Step 
31

Examiner

37. Enter work 
performed into Tax 
Tracking System

End of Process

Board of 
Equalization

38. Prepare Notice 
of Deficiency 
Assessment

40. Forward copy 
of Notice of 
Deficiency 

Assessment to 
PTAB

39. Send Notice of 
Deficiency 

Assessment to 
Insurer / Surplus 

Line Broker

Step 
29

36. Is a refund 
due?

Yes

Step 
42

41. File Notice of 
Deficiency 

Assessment in 
individual audit file

Data entered includes company 
name, tax year, audit type, amount 
of Proposed Deficiency Assessment, 
amount of Proposed Refund, date 
when audit was completed
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Bureau Chief

44. Approve CFR 
and return to 

Examiner

Examiner

42. Prepare Claim 
for Refund (CFR)

43. Submit CFR  
to Bureau Chief for 

approval

Step 
36

Examiner

45. Scan CFR and 
attachments

46. Send scanned 
CFR  and 

attachments to 
BOE, SCO, and 
TPU via email

47. Mail first page 
of CFR with 

signature to BOE

48. Enter work 
performed into Tax 
Tracking System

End of Process

Board of 
Equalization

49. Prepare Notice 
of CFR

50. Forward copy 
of Notice of CFR 

to SCO

51. Forward copy 
of Notice of CFR 

to PTAB

52. File Notice of 
CFR in individual 

audit file

Step 
53
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Step 
50

State Controller’s 
Office

53. Process Notice 
of CFR End of Process
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