Plain Llanguage

A guide for using plain language
in Minnesota State Government

-------



What is Plain LLanguage?

Plain language is communication your audience can understand
the first time they read or hear it.

Use what they

Find what they Understand

what they find find to meet

their needs

Ginny Redish’s definition, adopted into the official guidelines for plain language at
www.plainlanguage.gov.
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http://www.plainlanguage.gov/

What do you write, edit, or review?
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What happens when Minnesotans don’t
understand what they receive or look up?



Can plain language help?

Yes!!
Story 1: Plain language saves money.

The Veterans Benefits Administration (VBA) reduced phone calls.

Old New
Average calls
per month
per counselor 9.4 1.6

Calls per year
10 counselors 1128 192

Rate of calling
750 old letters | 1.5 Work by Reva Daniel
710 new letters 27 with VBA counselors

in Jackson, Mississippi
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Can plain language help?

Yes!!

Story 2: Plain language saves money.

The Washington Department of Revenue collected $800,000 more
than their goal.

Original Revised

M No response [ Responded
3%

B No Response

W Paid Tax

W Declared did
not owe tax
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Typical manufacturer’s warning:

This is a multipurpose passenger vehicle which will
handle and maneuver differently from an ordinary
passenger car, in driving conditions which may occur
on streets and highways and off road. As with other
vehicles of this type, if you make sharp turns or
abrupt maneuvers, the vehicle may roll over or may
go out of control and crash. You should read driving
guidelines and instructions in the Owner's Manual,
and wear your seatbelts at all times.
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A WARNING: HIGHER ROLLOVER RISK

Avoid Abrupt Maneuvers
and Excessive Speed.

Always Buckle Up.

See Owner's Manual
For Further Information.

A AVERTISSEMENT : RISQUE ACCRU DE CAPOTAGE

Eviter les manoeuvres brusques et les vitesses excessives.
Toujours boucler sa ceinture de sécurité.
Consulter le Guide du propriétaire
pour de plus amples informations.




Why should we do this?

Reduce confusion

Enhance the value of services provided by state

krl’ri\i) government
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Respecting your readers

The people you want to reach are very busy.
They want to grab information quickly.
People inside an organization overestimate
the vocabulary knowledge of people

outside the organization by about 30
percent.

X “dumbing down”
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How do we communicate in plain language?

e Plan
 Organize
e Write

e Edit

e Review/ Test

The following slides include some useful guidelines for each of these

The actual process isn’t as linear as this list suggests. You will probably
cycle through write/ edit/ review/ revise/ review at lease a few times.
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Plan

Before you write, ask:

e Why?
Explain your purpose
e Who?
Know your readers
* How?
Understand the readers situation
e What?
Think “conversation”




Plan: Explain your purpose

e Align with goals of your agency

* Be measurable

e Be specific

e Clearly state what you want/ need your
reader to do
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Plan: Know your readers

e To whom are you writing?

e What should you keep in mind about this
person?

- Abilities
- Aptitudes
- Attitudes

The Smith Family



Plan: Know your readers

Create a persona (ldentity)
e A character assumed by an author in written work

e What s life like for them?

* Include: abilities, aptitudes, and attitudes
For example, your persona might
e Be very busy
e Feel overwhelmed by information and paperwork
 Not know the agency’s internal language




Plan: Think “conversation’

With your persona in mind, answer these questions:

e What will your reader need from you? (for example,
information, a plan)?

e What part of your message is likely to confuse the reader?
How can you improve understanding?

e What will you write to compel the reader to read and act
on your message?




Plan: Understand the readers’ situation

e How is this person receiving
your information?

e Mail

e Email D
* On your website o

e When, how, why do they deal
with the document?




Plan: Think “conversation’

Everything you write is part of a
conversation.

e “See” your reader: keep their persona in
mind as you write

e “Talk” to your reader

e “Hear” your reader’s questions
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Organize




What helps us organize?

e Selecting the right (and right amount of) content
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Organize: Selecting content

Think through the conversation with your persona

e Determine your key message

e |dentify essential information/ content

* Need to know — Keep it!
* Nice to know — Loose it!

e Answer your persona’s questions




Organize: Arranging information logically

 Main point at the top
e Group related items/information
 Determine sequence of information

e Use headings, lists, tables

Include only information your reader needs
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Organize: Formatting your message

e Keep headings close to the text they cover

e Leave the right margin where it falls
(don’t right-justify the text)
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Write

What helps us write in plain language?

Put in the necessary information

* Include a clear subject line that summarizes the main point
e Put the key message first

e Watch the tone

e Use personal pronouns

e Prefer the active voice

e Use your reader’s words




Write: Put in the necessary information

Beginning:
e Subject line
e Key Message —even if it’s bad news
e Context —only if needed
e Overview — especially if the letter is long
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Write: Put in the necessary information

Middle:
e Tell the reader what to do, in logical order
e What does the reader need to do?
* Answer anticipated questions
e Inform of rights

End:
e Where to go for more information
e Contact information (always have contact
information on the document)
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Write: Include a clear subject line

Your subject line should:

e Grab the reader’s attention.
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Write: Include a clear subject line that
summarizes the main point

MINNESOTA* REVENUE
Apnl 9, 2012 D:
 What is the key message? ‘ > T
e What do you want/need Key Message
. —
this person to do? p—
The reviewed your request for reconsideration of your payment agreement
densal that the t 1ssued on March 2, 2012. You recerved a demal because you did not
provide all the mformation requested to process your application.
 How would you compose the — ftores gt ook oo S
key message like a "subject” omene o eyt I
line in an email? ﬁ?{%ﬂﬁﬁfmﬁﬂ‘mﬁﬁ{‘ﬁﬁ
Wi : owe;;rhmmyou awage levy 5,2013. ct
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Write: Use short, simple sentences

Tell the reader what to do, in logical order.

e Use short sentences

e Keep each sentence to one thought

— or two tightly connected thoughts.
Redish's Rule:

) When your reader has to read the
 Strive for 10 — 20 words per sentence sentence more than once to understand

— Think short and to the point it, rewrite it!
— A fragment may be all you need

 Paragraphs can be one sentence
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Write: Watch the tone

Write gender-neutral, use “you”

X An applicant may apply at any time, even if she is
working.

¢/ You may apply at any time, even if you are working.

Use the plural

X A contractor must renew his insurance each year.

¢/ Contractors must renew their insurance each year.
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Write: Use personal pronouns

* Help readers see themselves in the text
— Use words like “l, me, we, our, ours, you, yours”

e Use personal pronouns or name the person doing the
action

— You must respond by...
— John Smith will contact you...
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Write: Prefer the Active voice

e Focuses attention on the doer of an action rather
than the receiver of the action

 Writes in the natural sequence of occurrence

Active Ania mailed the letter.

Passive  The letter was mailed by Ania.
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Write: Use your readers’ words

Many words in typical legal documents were common
hundreds of years ago. They are not today.

Instead of Use or do this

aforesaid the

hereby (not needed; take it out)

pursuant to The law says you must...
(or cite the law at the end)

shall must

shall be construed to mean means

such the

to wit (not needed; take it out)
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Edit
What helps us edit in plain language?

e Go over your draft

e Listitems when you can

e Keep list items parallel

e Use tables where appropriate

e Use highlighting sparingly




Edit: Go over your draft

First draft # final draft

As you read over what you have written,
ask yourself

e Does my reader need to know that?

e Would my reader have a question | have not answered?
e |s every word necessary? What can | cut?

e Would a list help my reader?

e Would a table help my reader?

Office of Governor Mark Dayton, based on workshops from Redish & Associates, Inc. (with Permission), 2014




Edit: Use lists when you can

Lists help the reader by

e Highlighting levels of importance

e Making it easy for the reader to identify all necessary steps in a
process
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Edit: Keep list items parallel

You save readers time and mental energy when you put
all list items in the same structure.

In this example, you can read the beginning and each bulleted item
as a grammatical sentence

To apply for a permit, you must
Be 21 or older
Have a valid drivers license

e Have no convictions for drunk driving.
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Renew vour license, registration or certificate online

Visit www.dli.mn.gov and select “License ReNew”

In order to ensure that license renewals are processed promptly and efficiently, visit the Minnesota
Department of Labor and Industry’s website to renew a license online: www.dli.mn.gov. At the home
page, select the “DLI ReNew™ icon (image of a crescent wrench) to begin vour renewal.

Personal licenses

Online renewals for personal licenses are quick and automatic. Once you've completed your
continuing education (if required), simply go to the DLI website, verify or update the information we
have in our records, pay the renewal fee with a credit card or check card, and your license is renewed.

All licensees whorenew their license without taking all required continuing education hours will be
subject to license suspension and a civil penalty of no less than $2,000 and a $100 reinstatement fee.

If your license required an exam, you will need to retake the exam if your license remains inactive
for more than two years. Late renewals require payment of a late fee of 1/2 the regular renewal fee.

Questions about license status or renewals?
Contact DLI Licensing staff via email at DLI.license(@state.mn.us or call us at (651) 284-5034.

Work by Minnesota Department of Labor and Industry




YOUR STATE TRADE LICENSE OR REGISTRATION
EXPIRES SOON

What do | need to do?

e Complete all required continuing education hours.

Go to www.dli.mn.gov.

Click on the picture that says “DLI ReNew.”
Follow the instructions and make any changes to your information.
Pay your renewal fee with a credit card.

Relax, your license is renewed!

What if my license expires?
e You will have to pay your regular renewal fee, plus a late fee of 50 percent.

e |fyour license is inactive for two years, you will have to retake any required exam.

Questions? Email us at dli.license@state.mn.us or call (651) 284-5034.

Work by Minnesota Department of Labor and Industry




Edit: Use tables where appropriate

Tables are another great way to save readers’ time and mental
energy.

Tables are a way of showing a set of “if, then” sentences.

* |f you need a receipt, you must enclose a self addressed,
stamped envelope.

When you have more than one “if, then” sentence, make a table
— with the “if” part first.

If you need x Theny
If you need z Then a
If you need c Then d
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Edit: Use highlighting sparingly
 Bold or color makes headings stand out.

e Excess bold makes text hard to read, and whole messages
in bold can tire readers.

A few words in bold can make that text easy to see.

e Use italics sparingly for emphasis. (One or two words.)

e Using multiple text formatting methods within the same
document can leave the reader completely confused.
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Review/ Test




Review

e Reviewing is a part of the plain language process.

Let it work for you
e Wait—Put it down for a while
e Read or whisper aloud
e Ask a colleague in an unrelated area to read it for you

e Work with Communications
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Test

Three Techniques:

 Have representative readers try it out
(usability, or user acceptance, testing)

e Ask a few people to read it
(less formal)

e "Channel" your reader
(persona-based, conversation-based, review)

Goal: Find, Understand, Use!
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Examples

Before:

Original VA Letter

Dear

Please furnish medical evidence in support of your pension claim. The best evidence to
submit would be a report of a recent examination by your personal physician, or a
report from a hospital or clinic that has treated you recently. The report should include
complete findings and diagnoses of the condition which renders you permanently and
totally disabled. It is not necessary for you to receive an examination at this time. We
only need a report from a doctor, hospital, or clinic that has treated you recently.

This evidence should be submitted as soon as possible, preferably within 60 days. If
you do not receive this information within 60 days from the date of this letter, your
claim will be denied. Evidence must be received in the Department of Veterans Affairs
within one year from the date of this letter; otherwise, benefits, if entitlement is
established, may not be paid prior to the date of its receipt. SHOW VETERAN’S
FULL NAME AND VA FILE NUMBER ON ALL EVIDENCE SUBMITTED.

Privacy Act Information: The information requested by this letter is authorized by
existing law (38 U.S.C. 210 (c)(1)) and is considered necessary and relevant to
determine entitlement to maximum benefits applied for under this law. The information
submitted may be disclosed outside the Department of Veterans Affairs only as
permitted by law.

Adjudication Officer
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“xamples
After:

Revised VA Letter

Dear

We have your claim for a pension. Our laws require us to ask you for more
information. The information you give us will help us decide whether we can pay you a
pension.

What We Need

Send us a medical report from a doctor or clinic that you visited in the past six months.
The report should show why you can’t work. Please take this letter and the enclosed
Guide to your doctor.

When We Need It

We need the doctor’s report by [date]. We’ll have to turn down your claim if we don’t
get the report by that date.

Your Right to Privacy
The information you give us is private. We might have to give out this information in a
few special cases. But we will not give it out to the general public without your

permission. We’ve attached a form which explains your privacy rights.

If you have any questions about this letter, you may call us at 1-800-827-1000. The call
is free.

Sincerely,

Enclosures: Doctor’s Guide, Your Privacy Rights
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WASHINGTON STATE DEPARTMENT OF REVENUE
SPECIAL NOTICE iy 3, 2003

For further mformanon comiset

_Examples

Telephone Informabon Cender Altermate Formats {160 486-2543
| -B00-647-7706 or (360) 4836-2345 Teletype | -800-451-7985
[ ]
Befo re ° Use Tax Obligations of Computer-related Businesses

The Depanmail of Revenue roulingly reviews the L reporting pradios of mgistoned laxpayers bo snsure proper
reporting. We are contacting you with this remmder becuse, according 10 our records, you have ot recently neporied
o o] Excase Tax Retums snd may hive overlooked & (e obd|gation

The Department of Revenue routinely e ), i o e
reviews the reporting practices of il ot e Ao oy ety i M

% sinch w5 papar. stationery, Forms. refenence books. nemasing. cammed software. office supplics.

registered taxpayers t0 ENSUIe PrOPEI . oo iwses s o o s e e
re porti ng " We are CO ntacti ng yo u With e time of parchase for such ibems, you will not owe use 1ax and my dsregand this netice

dutute of limitalsmes, te aarent timeframe thal is open to mdit or makmg tax adjustmenss is

this reminder because, according to Qur =i w i i i s
records, you have not recently reported i oms e s s e e

arterly Miers and thase using the (regular) Anneal Combloed Excse Tax Retarn, ose o =

any use tax on the Combined Excise  smimsmimmmesiimiemis i

nl

Tax Returns and may have overlooKed s s s i to e e s e s
he RTA dstrict)
I A A om § Sales Tax Reanlitamse Belurn, thae 18 no provisson For repesting use 1ax on Ctha Fomm, 17
a aX 0 Ig a IO n . eport. you will need o file nreguier Annusl Combined Excise Tax Retam. To obdsin o ooy
i dor wa gy mnd click om FORMS. You may alsa call us to obtsim the form

I yous cho ok knuw yemr |oecnition coxde anad‘or looal tay e for reporting the local portion of e oee tax, visit our weh
wd click on the lcon For Sales - Use Tax Kate Look Up o call for sssedanis

Therefore, p|ease take some time to the avaliabiity of ths document in an ahmate format for the visually mpaired,

ABE-2342 Telatypa (TTY) users please call 1-B00-451-7985

review your purchases. el O

Frepared by the
Tmscpanyr Sasrvices D ivision

Tt o v, o
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CEPARTMENT OF REVENUE

—
Examples
Tanoary 10, 2003 Tax Registration Number: 600 600 600

Afte r . sasssasssanansssss ATFTCHS- DT 98300

JONES ROBERT R

ABRC COMPANY INC

1234 TAXPAYER DRIVE SE
DLYMFLA WA SEINM-367H

According to our records, you —

Accordmg o our records, you have ol recently repored use tix on your Comnbiredd Excise Ty

have not recently reported use Rerrms. Because buvinerses engaged tn similar activity typieally owe nse tax, we are ssking vou

to review your purchases for possible unpaid tax

tax on your Combined Excise What 10 ok for

Look for Internet, mual order, catalog or other parchases of tangible personal property on which

TaX R etu rn S B e Cau S e sales tux was nol pand. These purchoses are subject (o use tx, with the excepion of goods held
. excusively for sale, mch & mventory or merchandise. Certain retaal services, such as

remodeling or repair, are also subgect 1o the pales or nse ax. Use tax iz only due when sales tax

businesses engaged in similar has ot e peid

activity typically owe use tax, ¥ e s i -
we are asking you to review s ——— "
yO u r p u rC h aseS fo r pOSS i b I e !:gml;.r:?;r::ﬁrﬂu:tt?mmauu on the followmg lnes of your Combined Excise Tax Reterr

# local uee lax line (lme !.‘_:-

U n pal d taX . + Region Transil Authority Ene, if you are located within the RTA district (line 26)

If you do not owe use tax

Call 1-B00-426-1776 and nse our guiomated service fo repart that you have reviewed yoar
records and determined that yoo do not owe nse tax. You will need to emter your Tax
Registration Number listed above when using the automted serace

Review period
If yoner basinees is andited, the Department can review your records dating back to
January 1, 1999 Please review purchases mude since that ime

For tax assislance, sl hiip dor wa gov or call 1-B00-647-7706 To inguire about the
envailability of this document in an alternate format for (he visually impaired, please call
(360) 488-2342. Telelype (TTY) users planse call 1-B00-451-T985
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Taxpayer Rights — “CFR”

:{‘ At the Minnesota Department of Revenue, were dedicated to upholding your rights as a taxpayer.

) X a I I l p e S While you're responsible for giving us complete and accurate information and paying your taxes
on time, it’s our job to make sure you can do that by getting you the clearest forms and instructions
we can provide. You're entitled to tax notices and bills that explain how much you owe in taxes,
penalties, and interest, and why. You're also entitled to prompt, courteous and correct answers to
your questions.

°
B e fo re o In most cases. we can’t share yvour personal and financial information with anyone else without
your permission. You have the right to kmow why we re asking for information and what will
happen if you don’t provide it. If we are authorized by law to share your information. you have the
right to know the identity of other persons or entities authorized to receive that information.

If one of us recklessly or intentionally ignores the law while collecting vour overdue taxes, you can
sue us for damages. However, the court will fine a person if it finds the lawsuit was frivolous or
intended as a delaying action.

Commissioner Filed Return (CFR)

When vou don’t file a return by its due date we can file one for vou based on available information
This 15 called a Commissioner Filed Return (CFR). The taxes and penalties imposed on a CFR are
considered valid and collectable until we get a retun from you.

Even if we file a CFR. vou must still file vour own retwrn. If vou don't, you may be subject to
criminal penalties.

You can replace a CFR with your own return at any time, even if vou've already paid the amount
due from the CFR. We must accept vour return to replace the CFR. However, money collected and
applied to the CFR may not be refundable. There is a time limit on the refund claim even if the
amount you paid is more than the amount you calculate as due on the return vou file.

Penalties

We charge vou a penalty when you’re late filing your return or paying your taxes. If you have
reasonable cause to justify vour delay in filing or paying, let us know within 60 days of the date on
the CFR letter from us. We may also charge you other penalties for extended delinquencies, or if
we find that you kmowingly filed returns using false information. You can appeal most penalties to
us or to Minnesota Tax Court.

Collection

If vou don't pay the amount shown on the CFR notice or appeal within 60 days, we’ll send vou a
bill detailing the tax, penalty, and interest you owe. If you don’t pay within the 60 days, we’ll
continue to charge you interest until the amount you owe is paid in full. After we send a bill. we
may file a “lien” for what you owe. The lien will appear on your credit report and could affect your
ability to get a loan, rent housing, get a job. or sell, transfer, or refinance your property. Once you
pay, we must release the lien.

If yvou don’t pay the bill, we can take “collection action™ against you. This means we may take
meoney out of vour paycheck, or even seize vour property and bank accounts. We generally have to
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| received a Commissioner Filed Return — now what?

This information sheet explains Convnissioner Filed Returns and some of vour rights as a taxpayer

—
jxample S Why did | get a Notice of Commissioner Filed Return?

When vou don't file a return by its due date, we can file one for you based on the information
that we have. This is called a Commissioner Filed Retumn (CFR).

Aft ° The taxes, penalties, and interest on a CFR are valid, and we can collect them until we get a
e r ° return from you for the tax period covered by the CFR.

Must | still file a return?
Yes. The CFR does not meet your requirement to file for the tax period. If vou do not file your
own refurn, you may be subject to criminal prosecution.

The CFR notice tells you how to file. When you file your refurn, we must accept it to replace the
CFR. We may still audit your return to make sure it’s correct.

What if | just pay what the notice says?
You can choose to pay the amount on the notice to keep interest and penalties from growing any
more. But you must also file your own refurn.

You should file as soon as possible. If you wait too long, you may lose any money you paid,
even if your refurn shows that you owe less than the amount on the CFR.

What if my own return shows | should get a refund?
Whether vou will get a refund depends on when you file, as shown in the table below.

If you file your own return Then you may receive

Within 3% years of the original due date | The refund on your return and any money
paid or applied to the CFR amount

More than 3%: vears from the original due : Only money paid or applied to the CFR
date but within 1 vear of the date on the amount — not the refund on your refurn
CFR notice
More than 3% vears from the original due : Netther the refund on your return #o7 any
date and more than 1 year from the date on | money paid or applied to the CFR amount
the CFR notice

If vou qualify for a refund, we may use it to pay:
s The “extended delinquency™ penalty on yvour refurn and interest on that penalty
¢ Any other tax or government agency debt you owe

* Any unpaid child support or criminal fines you owe

If those payments are less than vour refund, we'll send you what 1s left.
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ixample S 7190 0007 2080 0424 9973

June 21, 2013

Before:

Subject: Notice of intent to offset

Our records show that you owe a state debt to the Minnesota Department of Revenue. Ifthisisa
joint debt each debtor may recetve a separate notice.

Debtor name:
Debt type:
Amount due:

We intend to file a claim with the U.S. Treasury Offset Program for this amount. This
federal program allows the Department of Revenue to claim your federal tax refunds and federal
non-tax payments and apply them to your debt. Some non-tax payments. such as social security
are meligible for offset. The U.S. Treasury will only send us your payments that are eligible for
offset by federal law. In addition, they will deduct a fee for each transaction before they send
the payment to us. The U S. Treasury sets the amount of this fee and may change 1t annually.
We may have already filed a claim with this program for other state debts yvou owe.

Having an active payment agreement will not prevent us from filing a claim. If your federal tax
refund and/or federal non-tax payment applies to your debt, your payment agreement may end
earlier than scheduled. Your payment agreement will antomatically end when either you no
longer have a balance due with the Department of Revenue or all scheduled payments have been
requested. If you currently have a payment agreement i place with the Department of Revenue,
continue to follow the terms of the agreement.

To avoid this claim from being filed, vou must pay the amount due in full immediately.

Options for making payment:
*  Electronically debit your bank account - pay online at www.revenne.state.mn.us or
call 1-800-570-3329. There 1s no charge to you for using this service.
* Major credit card - log into the Value Payment Systems website at
www.payMNtax.com or call 1-855-9-IPAY-MN. There 1s a fee charged by Value
Payment Systems for using this service.

* Money order or check - use the enclosed payment voucher and include yvour Letter ID
on the payment.
Collection Division
An equal opportunity employer
WWW Tevenue state. mn us Mimmeseota Relay 711 (TTY)
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Examples

After:

7190 0007 2080 0473 5247

September 4, 2013 ID: X3O-XH-0550
Letter ID:  L0148437632

TEST M TEST
0550 IT - OFFSET
SHOREVIEW MN 55126-3005

Subject: The Minnesota Department of Revenue may take your federal payments

Because you still owe us an mcome tax debt, we mntend to file a claim agamnst payments you
receive from the federal government. We will use those payments to reduce or pay the debt
shown below. This is called an “offset.™

Debtor: TEST TEST
Debt Type: 2008 Individual Income Tax - Other
Amount Due: $1,021.59

What if | have a payment agreement?

To collect your debt, we will file this claim even if you have a payment agreement. You must
contmue to make your payments. If your debt 1s paid 1n full. your payment agreement will end
earlier than scheduled.

What happens next?

In 60 days. we will file a claim with the U.S_ Department of Treasury. If the federal government
owes you money that 1s “eligible for offset.” they will send your payments to us.

Nate: Each person responsible for repaying this debt may receive a separate notice. If you do
not have a payment agreement and want one. contact us.

What federal payments can we take?

Ounly certain federal payments are eligible for offset. Eligible payments are those we can legally
take for this debt. For example:

We can take (eligible) We cannot take (ineligible)
* TaxRefunds *  Social Secunty Income
*  Vendor or Contractor Pavments ®  Veterans Benefits
* Expense Reimbursements * Railroad Retirement Benefits

® Travel Advances
®*  Grants

Collection Division
An equal opportunity employer Minnesota Relay 711 (TTY)
www.revenue.state. mn us

Office of Governor Mark Dayton, based on workshops from Redish & Associates, Inc. (with Permission), 2014




MINNESOTA-REVENUE www.revenue.state, mn,us

EX ample S News Release CONTACT Lisa Erickson

PHONE 651-556-6397
E-MAIL lisa.erickson@state.mn.us

Before: RSt ORART

FOR IMMEDIATE RELEASE:
March 8, 2013

Contact: Lisa Erickson
Phone: 851-556-6397
Lisa.erickson@state.mn.us

Department of Revenue working with Intuit on software issues

The Depariment has been working with Intuit on tax preparation issues with their
software. They continue to uncover additional issues with their products. This is
unacceptable and the Depariment has communicated this and required Intuitto correct
these problems immediately.

Intuit has indicated they are going to fixthese issues, but if they are not resolved
quickly, the departiment will begin not accepting paper or electronic retums filed with
Inuit software. The issues identified can jeopardize the accuracy of a taxpayers return
and can delay their refund.

We strongly recommend taxpayers to not use the Intuit software at thistime. Ifa
taxpayer is going to continue using their product, it is very important to make sure they
file an electronic retum. When paperreturns are filed, Intuitis not able to identify
taxpayers impacted and the department cannot provide any assistance with correcting
the returms.

HHHE
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MINNESOTA-REVENUE www.revenue.state.mn.us

N ews Re‘ease CONTACT Lisa Erickson

PHONE 651-556-6397

—
. L{Xﬁmple S E-MAIL lisa.erickson@state, mn.us

Afte r. FOR IMMEDIATE RELEASE:

March 8, 2013

Contact: Lisa Erickson
Phone: 651-556-6397
Lisa. erickson@state mn.us

Important Notice for Taxpayers Using Intuit Products (TurboTax,
Lacerte, Intuit online, ProSeries)
The Minnesota Department of Revenue advises you netto use Intuit (TurboTax, Lacerte, Intuit

online, ProSeries) to file your Minnesota taxes electronically or on paper. Intuit has discovered
multiple issues with their products. The issues could jeopardize the accuracy of your return or

Aalaw wonr refing

.
do?
I THEN
sared or filed your | File using a different software product. Visit our approved

| return software vendor page.
ntuit communicates the problems are

Citing "multiple issues with the products,"” s

the Minnesota Department of Revenue o we rnthse erors unaceptabe

zly. If they fail to do so, the department will

Issued a crisp statement today urging tax
filers to avoid using Intuit products to
prepare or file their state income taxes.
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Policy/Procedure

Policy Number: MMD E-001-0/
(Replaces MMD E-001-98
EFFECTIVE DATE: Movember 1, 2001

SUBJECT:  Status of Information in Bids and Proposals Submitted to the State of
Minnesota

BACKGROUND AND REFERENCES

The State of receives sealed to more than 2,000 solicitations for goods and
services annually. This policy details th Y ification of dat: ined within the
responses--public or nonpublic data—at each stage of the solicitation process.

The 2001 Legislature enacted specific language relating to data classifications of information in
bids and propasals. The language will be codified at Minn, Stat. § 13.591 and applics to all state
agencies, statewide systems, and political subdivisions. State agencies include the state, the
University of Minnesota, and any office, officer, department, division, bureau, board,
commission, authority, district or agency of the state.

2001 Minnesota Laws, chapter 202, section 7, reads in part as follows:

“Subd.3.[BUSINESS AS VENDOR.] (a) Data submitted by a business to a government
entity in response to a request for bids as defined in section 16C.02, subdivision 11, are private or
nonpublic until the bids are opened. Once the bids are opened, the name of the bidder and the
dollar amount specified in the response are read and become public. All other data in a bidder's
response to a bid are private or ic data until of the selection process. For
purpeses of this section, "completion of the selection process™ means that the govemment entity
Inscmnplebed its evaluation and has ranked the responses. After a government entity has

i the selection process, all ining data by all bidders are public with the
mupuun of trade secret dmasdel‘md. md c]zsalfnd in section 13,37, A statement by a bidder
itted data are i d does not prevent public access to the
dmoammlwd in the bid.

If all responses to a request for bids are rejected prior to completion of the selection
process, all data, other than that made public at the bid opening, remain private or nonpublic until
aresolicitation of bids results in completion of the selection process or a determination is made
to abandon the purchase. If the rejection occurs after the completion of the selection process, the
data remain public. If a resolicitation of bids does not occur within onc year of the bid opening.
date, the remaining data become public,

(b} Data submitted by a business to a government entity in response o a request for
proposal, as defined in section 16C.02, subdivision 12, are private or nonpublic until the
d. Once the resp mopened.uummcnfmemq;undmsmdm

POLICY AND PROCEDURE.

becomes pnbhc All other dm in a responder's response to a request for proposal are p
ic data until ! of the evaluation process. For purposes of this section,
mp]etm of the evaluation process” means that the government entity has completed
negomunq; the o«mc‘t w.rh the selected w:nd.ol Affter a government entity has completed lhe
process, al ing dat by all | public with th »
al'u-ad.e secret data asdcfmd and classificed in scction 13.37. A statement by a responder that
itted data are or ise protected does not prevent public access 1o the data

contained in the lupénse

If all responses to a request for proposal are rejected prior to completion of the evaluation
process, all data, other than that made public at the response opening, remain private o
nonpublic until a resolicitation of the requests for proposal results in completion of the

process or ad ination is made 1o abandon the purchase. If the rejection occurs

after the completion of the evaluation process, the data remain public. If a resolicitation of
proposals does not occur within one year of the proposal opening date, the remaining data
become public.”

DISCUSSION

The classification of data contained within bids and proposals involves a balancing of
considerations, One principle tenet is that Minnesota taxpayers have the right to know about and
have access to data that relates to the spending of taxpayer dollars. Another principle interest,
however, lnvolvacmnnnx integrity in the solicitation process and creating # system that
Promotes comp g Mindful of thes interests, the begis) has enacted a

process that protects specllicdala for a defined period of time necessary lo ensure a competitive
process, and then releases the data for public review.

There i ns a limited instance whmeoemm information contained in a bid or proposal remains
data. The legisl ifically provides for the ion of trade t data as
dl:ﬁned in Minn. Sm §13.37. A determination of whether data meets the definition of a wrade
secret requires an i ion of law and the appli of the facts to the law. L||ll|ccveut
any information in a bid or proposal is indicated by a o be trad
the purchasing agent should refer the issue 1o his or her assigned representative from the Attomey
General's Office. Assistance may also be obtained from the Materials Management Division's
Acquisitions Manager (telephone 651.296,.9075), While pricing formulas submitted in a bid or
proposal may need to undergo a trade secret wduauon the price paid by the state for the goods
or services, e.8., ing data, is never d by the I» of Administration to be
trade secret data.

in accordance with the statutory requirements, the attached policy and procedure shall be
followed by all State of Minnesota purchasing officials with respect to information contained
within bids and proposals.

proposals are NON-

requests for bids
PUBLIC dats
Requests for bids: Oaly the NAME OF THE RESPFONDER a5
the DOLLAR AMOUNT specified in the bid are PUBLIC. In the
event the response extails separaie pricing for muliple items, an item

PRIOR TO OPENING

AT OPENING

Requests for praposals: Oely the NAME OF THE RESPONDER

is PUBLIC, Al other information subenitied in cosjunction with a
- proposal i IC at the time of oy not be
shared with any unauthorized individuals.

Al data is PUBLIC with the exception of data properly classified as
trade seceet dats as defined in Minn, Sut § 13,37,

RFB SELECTION OR
HFF EVALUATION
COMPLETED

The RFB selection process i complete when the division has fiaished its evaluation of the bids for responsiveness.
and the bids bave been ranked.

The REP 3 complete when the divisi iating the

ACQUISITION TERMINATED Auumwmmmnuumumwc
ERIOR TO COMPLETION OF 1 these is & sesolicitation, the data becomes FUBLIC upon
SELECTION campletion of the RFB sehection process or the RFP
EVALUATION PROCESS a4 set forth above. If is made 10
whasdon the acguisition, the data becomes PUBLIC. 1fa
m1monhm:m withis cae ):nnd'm:opamummg
b FUBLIC. Data ined 10 be
always NONPUBLIC,
ins PUBLIC with i F trade secrer data,
AFTER THE COMPLETION OF
THE SELECTION OR
EVALUATION PROCESS
Appraved {[Hivision Director) Date Approved Effective Dase (if differens from

date appeoved }

'

= | eflaif-

Office of Governor Mark Dayton, based on workshops from Redish & Associates, Inc. (with Permission), 2014




Examples
After:

Whan Selection/Evaluation is Complal
. = Al data, unkess it s properly cassified as tmde soomt daka as defined in Wion, Stat §
13,37, i public
et i IF the Aquisition is Terminated After Campletion of the SelectionEvalustion Process
Purchasing Policy 10: Status of Information In Bids and Proposals * Al dutn, unbiss it s propesly cliasiind a3 trade secral data as delined in Moo Stat §
Submitted fo the State of Minnesota 12,37, remaing pattdic.
Misn, Saat § 13,501 contrals the dassification of ifemration i Bids and propasals submied fo Tricta Esomt Dl ” . . ,
entties in Mi . This palicy outines the status of information during the :u.mmrﬂrm m:‘;ﬁﬁ Ihl' bid oo prog ___“ m‘!ﬁ'ﬂ mﬂh:'nh
-.wmmmﬂmmmmn The reguest for bad (RFS) sslection process i ¥ iy
complete when the hmm baen ml.mcllmr\upmuh'nm: and ranked. Tha request for COEw: . s Ity ki e bl d kit !“““Dmh""_“'"?""‘ ‘Wlm“
I [FFP) B upn Frishing ragetaling with the wsctud PR mich el o NSRS SN oo v ifve D b
ama & never consaders the price paid for goods or services bo b trado secret data,
Prior to Opaning
« Rosponses to an RFBIRFP are non-public.
»  Infomvation about the sakection of [ Ter an RFEAFP s ran-public
Al Dpening
« Foran RFE The namas of the respandars and the dellar anourts in the bids becoma
public. f the RFE was for medliphe items, an fem number or descoption of the fems
may alea be made public o g meaning o B dollar amounts dischomsd
«  For an RFP Tha namas of thi isdpandars bacaire miblic
|V ik RFBWRFP in Terminated Prior ta Complelion of SelectianBvalusion
+  Datn bayond what was rrade public at B apaning 1o mains non-pubie
= [Mihe solclation i resessd, the dein becornes public upan compltian of the
saloctionealuation process,
« Ma dalarination 1o abandon the pchasas is made, the dala becomas public.
= Hihia solcitabon B nob reisesd WEhin ond year of T opaning, tha dais boooenes
public.
+ Trado secret data, @z defined in Mon, $at. § 13,37, = always non-pubdic
Feised B Page 1 oz Furchasing Pocy 10 - & ppandk: M Fesised ML Page Iz Furchasing Poicy 10 - # ppande N
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Before:

™

min
innesota

DEPARTMENT OF ADMINISTRATION

DATE: May 29, 2014
TO: Capitel Complex Parking Customers
FROM: Spencer Cronk, Commissioner

SUBJECT: Contract Parking and Metropass Rates

The Capitol Complex iz undergomg zn historic transformation to sccommodate currsnt and
future needs. The mfrzsstructure modemizanion addresses patking needs. With the upcommg
loss of more than 700 parking spaces at Lot X (Sears parking lot) and parking immediately
zround the State Capitol building, new parking structires are being built adjzcent to the
Transportation building and in Lot B (in conjunction with the new Capitel Office Building).

State owned parkmg facilites i the Capitol Complex are solely fmanced by user pakng
rates. Those user fees cover all costs meludmg debt service, mamtenance, and upgrades such
as recently mstalled LED lightmg that reduces energy consumption and mproves state
parking facilines. Smee 2007, we have been able to cover costs without zn merease m
parking rates.

The additionzl debt service associzted with the new parking faciliies will require an mcrease
in parking rates. Effective on July 1, the monthly increzse i cost will be 57.44 fora lot
contract, $12.92 for a ramp contract znd 33.33 for 2 top deck contract Garage parkmg will
increase by §26.07 per month. The majerity (94%%) of parking contract customers are in lots
znd ramps. There will be no change m Metropass or other alternative tramsportation rates.
Parking Pay stations will increase by 5.25 per hour and 51 for the daily rate. Given the
anticipated debt service costs associated with parking construction, there will likely be
another parking merease m FY 2016

Thenk you for your continued use of our services. Email your questions or comments to
pmd.comments @state mn.us. For more mformation about commuting services m the Capitol

Complex, please visit www.admim state mn.uspmd.

Office of the Commissioner
200 Administration Building, 50 Sherburne Avenue, Saint Paul, MN 55155
Phone: 651.201.2555 / Fax 651.297.7909 / Minnesota Relay Service 1.800.627.3529

The Dapartment of Administration is an Egual Opportunity Employer
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CHFRNTERWT 3F dEMEEEAENCR

DATE; My 30, 2004
T, Capitol Comples Parking Curtomers
FROM: Spencer Crork, Commissconer '?--

SUBIECT: Contract Parking and Metropess Rates

What ¥You Meed to Know

Effectass on luby 1, 2014, there wil be an increase in Plant Maragement parking retes. Please wee the
table below for indormation on how parking rate increases may impact your

Wour morthly parking rate wil nomae by 57,04, Your nes

il e ‘manthly rate & §37.19,
¥ yau park oo the op level of 2 Your morthly rate will ncresss by 33,50 Yoor nes monthiy
parking ramp rate i S EE

Wour monthky rate wil nconase by $12.93 Your rew

B you park inskde of & ramp,.. by rate b G54.50.

Your morkhly rate wil morepse by 52607, Your new

o yoou park invic ol & garage... iy rate b §130,33

Wour hour by rabe wil incresee by 50,25 and pouwr daily rate
wrill irscreame by 51 Thee new hourly rate is 5175, The new
daily rabe & 57.00,

W v i pariegd pay elabions e
gy Tor a wislor parking space.,

I 0w usE MVETropsass o other Wioar rartes wil ok inerease. You wil continue to pay 545,00
alterrative trarcportation opdions... | per manth.

Hiabi: Abseut 94 parcant of cealomers with & parking contrect cornmitly park is ks of emg.

Wiy Parking Rates Are Changing

The Mnnesatn als Capiinl Comples s crsnHy undergoeng an fateris ransformatien o
secommadate current and future nesdy, This includes the madernbation of infrastrechure and te

construction of rew parking facilfies to addeess parking demanids. Gn increase in parking rates & nesded
b ey the costs of constructing State-owsed parking Fecities on the Caplibol Comples,

User parking rabes cover costs for garking fecfities. inchading costs for operation, mainben ame, and
u pirades, sock i recently instalied LED Eghting that reduces energy coramsption and improves Stabe
padking facilities. Since 2007, we have covened these costs without an increase in pariking rates.

Bt iurian ol rue lion conty Sor reew parkivg Tacilities ae linanced @ntinely by ver parking, rales, an
inereake in rate i regquiced Siven the anbicipated debl senice oovls isociati with parking
tisnkbiuction, Thin will Blely be Biune i in parking ratsi

How Parking Will Change
A nirs parking struchare is curresdhy being budt on the State Capitol Comples, Parkisg Ramp Fadll be
lacated sdprcent o the Transpartalion Baldng, Meanshile, the Capiol Comples is facng fhe ks of
T parking spaces, due to consbrucbon sk ocouring mmediately smund the Capsal Buikding, snd
the loea of space cumendly legsed fromn Sears for Parking Lot
Pl frppaes riders will no longer have the option for free parking twice 3 month in Lot © This will kelp
wrkdress increassd demsand for peailable parking stalls, and the sharing of parking costs by 2l parkers,
Where to Find Additional information

= Emal pour quistions of comments 1o pmidcommentsSstate s .

L]

Whait mn powfadmin/buildngs -prowndsf snd dick on “Parong and Trasaporiation” for more
infarrmation dtost parkieg and corvemeting services on the Capiiol Comples.

Thank yoes For pour continuesd use of our siroes.
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Resources:

e Plainlanguage.gov
e Centerforplainlanguage.org

e Jen Gates: jen.gates@state.mn.us, 612-710-0168



mailto:jen.gates@state.mn.us
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