How to use the typewriter feature in Adobe Reader

1. Click on the link to the PDF file.
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2. When the PDF opens click the “save a copy” button to save the document to your
computer. NOTE: Depending on the version of Adobe installed on your computer
the save button may look different.
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GENERAL INSTRUCTION SHEET

This report must be completed in proper form (typed or legibly printed), and must be filed with
the Comptroller of the Treasury on or before April 1, 2009. A copy should be retained in
your files for future reference.

2. ROUND ALL DOLLAR FIGURES TO WHOLE DOLLARS!
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3. NO SHEET OR SECTION SHOULD BE LEFT BLANK. If a sheet or section does not apply to
your company, indicate by placing the words “inapplicable” or “none”.

*INCOMPLETE REPORTS WILL BE RETURNED!*

4. FAILURE to file a complete report will result in a FORCED ASSESSMENT. Tennessee Code
Annotated, Section 67-5-1317 states:

5 Attachments

“The Owner of any such property refusing or failing to file such schedules and
statements shall be deemed to have waived the mode and manner of ascertaining the
value of such property, and of the distribution or allocation by the Comptroller of the
Treasury of such valuation or assessment to the various counties and municipalities of
the State of Tennessee for the purposes of county and municipal taxation, and shall not
be permitted to be heard in opposition to the valuation fixed upon said property by the
Comptroller of the Treasury, nor in opposition to the distribution or allocation of same by [se]
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3. Browse to the saved file and open it in Adobe Reader. There will be a typewriter
button on the top of document.
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GENERAL INSTRUCTION SHEET

1. This report must be completed in proper form (typed or legibly printed), and must be filed with
the Comptroller of the Treasury on or before April 1, 2009. A copy should be retained in
your files for future reference.

2. ROUND ALL DOLLAR FIGURES TO WHOLE DOLLARS!

3. NO SHEET OR SECTION SHOULD BE LEFT BLANK. If a sheet or section does not apply to
your company, indicate by placing the words “inapplicable” or “none”.

*INCOMPLETE REPORTS WILL BE RETURNED!*

4. FAILURE to file a complete report will result in a FORCED ASSESSMENT. Tennessee Code
Annotated, Section 67-5-1317 states:

“The Owner of any such property refusing or failing to file such schedules and
statements shall be deemed to have waived the mode and manner of ascertaining the
value of such property, and of the distribution or allocation by the Comptroller of the
Treasury of such valuation or assessment to the various counties and municipalities of
the State of Tennessee for the purposes of county and municipal taxation, and shall not
be permitted to be heard in opposition to the valuation fixed upon said property by the
Comptroller of the Treasury, nor in opposition to the distribution or allocation of same by
the Comptroller of the Treasury to the various counties and municipalities for the
purposes aforesaid; and may, at the discretion of the Comptroller of the Treasury, in
addition, be liable to a penalty of one hundred dollars ($100) for each and every day
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4. Select the typewriter button to begin typing on the form. You will be able to save your
work for your records.
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