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Part One 

Review of assessor responsibilities: 
During the formation the TIF district 
At the annual tax commitment 
With annual reporting to Maine Revenue Service 

Some other responsibilities that the assessor may be asked to assume: 
Answer questions about Tax Increment Financing 
Assisting taxpayers with Credit Enhancement Agreement applications 
Calculate tax shift formulas 
 

Part Two 

Since municipal governments seem to have high turnover recently, the assessor might be the one employee 
with institutional knowledge about the municipality’s Tax Increment Financing Districts when a new 
manager or finance director is hired. How can the assessor best serve the community by helping educate 
these new leaders? What are some practices that the assessor can recommend? 

When the Tax Increment Financing District ends, what does the municipality need to report? How can the 
assessor provide support to finalize the documents? 

 

Resources 

Maine DECD: 

https://www.maine.gov/decd/MTIF 

Maine Revenue Service: 

https://www.maine.gov/revenue/taxes/property-tax 

Maine Municipal Association (Municipal Assessment Manual): 

https://www.memun.org/ 

Attachments 

From DECD – “MTIF District Expiration Checklist – Municipality” 

From DECD – “Termination of TIF District Sample Letter” 

VLOOKUP Function Cheat Sheet 



MTIF District Expiration Checklist:

�� 1. Review on a yearly basis: 
�� a. The TIFs that will terminate within the next [enter # of years 

that is best for municipality’s financial planning]. 
�� b. The TIFs that will terminate this year.

�� 2. For TIFs that will terminate within the next [xx] years:
�� a. Review the termination date to ensure it is as expected.
�� b. Review the District’s development program to determine if it 

should be amended to add/remove any allowable project 
costs?

�� 3. For TIFs that will terminate this year: 
�� a. Review the termination date to ensure it is as expected.
�� b. Set a reminder for the last day of the TIF term.
�� i. Contact the assessor to see if there are any questions 

related to the TIFs valuation being reported as 
unsheltered. 

�� ii. Contact Maine Revenue Services with any questions 
related to the change in valuation. 

�� iii. Contact DECD with any questions.
�� c. Soon after the TIF District expires, send DECD an expiration 

letter, either by e-mail or mail. An example of the letter is as 
follows: 

Termination of TIF 
District Sample Letter.

�� d. District’s TIF revenues may be expended on the allowable 
project costs outlined in the Development Program for an 
additional three years (MRS Tile 30-A §5227(4)(B)) from the 
District termination date. 
Set an alert for two and half years out. If there are any funds 
remaining in the development program account at this time,
start preparing to work with Maine Revenue Services to 
convert these funds to unsheltered ones. 



Date 

 
DECD Commissioner’s name 
c/o Tina Mullins, Project Development Officer, Tax Incentive Programs 
Maine Department of Economic and Community Development 
59 State House Station 
Augusta, Maine 04333-0059 

RE: Expiration and Official Closure Notification of (insert name of municipality and TIF 
District);  

 

Dear Commissioner [last name]: 

This is to inform you (name of municipality)’s (name of TIF) Tax Increment Financing District, 
approved by DECD on (indicate date of DECD approval) is expired as of (date), and thus 
terminated.  

Since (name of municipality) is no longer sheltering captured assessed value in this District from 
State valuation, please remove this TIF from the active Tax Increment Financing Districts list in 
the State of Maine.  

(Name of municipality) notes any tax increment revenues remaining in the Development 
Program Fund (DPF) account on the District term end date may be retained for up to 3 years to 
pay approved projects costs outlined in the DECD approved Development Program of this Tax 
Increment Financing District. On or before [add three years to District end date), any remaining 
tax increment revenues in this DPF account will be returned to the municipal general fund and a 
corresponding tax shift adjustment will be implemented with Maine Revenue Services.  

If there are any questions or concerns, please contact (name and contact information for 
appropriate municipal official).   

 

Sincerely, 

(sign here) 
(Name and Position of Municipal Official) 
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V-Lookup Cheat Sheet 
 

Step 1:  Set up your workbook 

Organized by account number in ascending order like this: 

 

Step 2:  Create a tab for your previous year values 

  (Let’s hope you have those in a spreadsheet somewhere that you can copy over) 

Step 3:  Create a tab for your current year values 

  For illustration, we will do an extract from our CAMA system, Trio SQL: 

  From main screen, choose 1. Real Estate 

then 7. Import / Export 

then 1. Create Database Extract 

In the “Create Database Extract” screen include, at a minimum: 

 Account Number & Net Assessment 

Create: 1 record per account 

All / Range of:  Select All Accounts 
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Step 4: Pull the database information into your spreadsheet  

 

 

Step 5: Pull the values into your TIF district spreadsheet using the VLOOKUP 

 

In the function box, select the VLOOKUP function. The description says: “Looks for a value 
in the leftmost column of a table, and then returns a value in the same row from a column 
you specify”.  VLOOKUP (look_value,table_array,col_index_num,range_lookup) 
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Step 6: Enter the Function Arguments using the example 

  

Lookup_value will be the account number (in column A) 

 

The Table_array will be the sheet with the values. 

For 2022, use the previous year.  For 2023, use the current year. 
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The Col_index_num will be the column from the table_array that contains the value needed. 

The “Net Assessment” is in Column “K” which is number “11”: 

 

The Range_lookup would be FALSE because the value to be returned needs to be an exact match 
i.e. 937 and not 9371 or 1937: 

 

 

 



Page 5 of 5 
 

Then repeat for the current year: 

 

 

Step 6: A simple formula and the increment value is calculated: 

 

This is much faster than the method that was previously used. 


