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PREFACE

This publication represents the contribution of various
staff fromthe New York State O fice of Real Property Services
(ORPS) to frame the steps and identify tools to inprove rea

property tax equity in New York State. It also marks an
evolution in the process by which ORPS works in collaboration
with assessors, county directors of real property tax

services, and their |ocal governnents to achieve the nutual
goal of real property tax equity.

These guidelines reflect a recognition that the frequency
of reassessnment in a nunicipality is highly correlated to its
degree of tax equity. The fairly rapid evolution to a nore
efficient and effective valuation process has been able to
occur only because of advances made by ORPS and assessors,
along with the latest inprovenents in swftly advancing
t echnol ogy.

This bold new initiative in the property valuation
process necessitates a transition in the way we work. The
chal | enge of change cannot be underestimted, but over tine
and with the proper training and devel opnent, the rewards at
the end will outweigh the efforts needed to succeed.

At ORPS, regional staff nenbers who are linked daily with
| ocal governnments and the assessnent community know from
experience and know edge how best to proceed with these new
approaches and tools. W not only need their continued
dedi cation, but also the ideas and commtnment of |ocal
governments across the State. We have made great progress in
a relatively short tine. This publication provides the
gui delines that can propel us to the next plateau in our
mut ual quest for property tax equity.

Thomas G Giffen
Executive Director
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Overview

Annual Reassessnent is a neans to achieve fair,
under st andabl e, up-to-date property assessnents each year.
Annual reassessnent, conmbined with a quality State
equal i zation rate program is:

beneficial in stabilizing tax rates;

an efficient and effective use of |ocal governnent
resour ces;

under st andabl e and rational for taxpayers;
vaguable In increasing State Aid to your locality;
an

advant ageous in fostering an environment for
econom c growt h.

The information contained in this booklet provides guidelines
for planning the process of annual reassessnment and can hel p

| ocal officials understand the scope of tasks involved in this
process.

Section 1573 of the Real Property Tax Law (RPTL) provides
an incentive paynent of $5 per parcel (also known as “State
aid’) for cities and towns assessing at a | evel of assessnent
of 100 percent. In New York State’'s two “speci al assessing
units”, Nassau County and New York City, assessnents within a
property class nust be confirmed as reflecting the assessor’s
stated | evel of assessnent in order to receive State aid. In
order for property to be assessed consistently at a uniform
percent of current market value, a reassessnent nust be
conducted each year. This requires that the assessor anal yze
and eval uate the market, and change, where appropriate, the
assessnents of properties each year to maintain current market
val ue.

According to statute, a reassessnent is “a systenmatic
review of the assessnments of all locally assessed properties,
val ued as of the valuation date of the assessnent rol
contai ning those assessnents to attain conpliance with the
(statutory) standard of assessnent” (Real Property Tax Law—
Section 102). In a given year, reassessnent nmay be
acconplished by: (a) review of all properties and adjustnent,
when appropriate, of certain properties by application of
trend factors; or (b) review of all properties and conplete
re-inspection and reappraisal of all parcels; or (c) sone
conbi nati on of both. The O fice of Real Property Services

5



(ORPS) encourages annual reassessnent, with re-inspection and
reapprai sal of each parcel at |east once every six years.

ORPS’ program of annual reassessnent is guided by the
standards for assessnment adm nistration published by the
| nternational Association of Assessing Oficers (I1AAO. The
following two specific statenents of the |1 AAO are applicable
to the annual assessnment of property.

The Principle of Annual Reassessnment

Current market value inplies annual assessnent of all
properties. This does not necessarily mean that every
property must be apprai sed each year. In annual
assessnent, the assessing officer should consciously re-
evaluate the factors that affect value, express the
interactions of those factors mathematically, and use
mass apprai sal techniques to estimate property val ues.
Thus, it is necessary to observe and eval uate, but not
al ways to change, the assessnment of each property each
year to achieve current market value. It is recommended
t hat assessing officers consider establishing regular
reapprai sal cycles or at least quality (vertical and
hori zontal equity) thresholds that trigger reappraisal.
(Standard on Property Tax Policy [Paragraph 4.2.2.1],
approved August 1997).

Frequency of Reapprai sals

Properties should be reval ued annually. Annual

assessnent does not necessarily nmean, however, that each
val uati on nust be reviewed or re-conputed individually.

I nstead trending factors based on criteria such as
property type, location, size, and age can be devel oped
and applied to groups of properties. These factors should
be derived from assessnment-rati o studies or other nmarket
anal yses.

The anal ysis of assessnent-ratio studi es data can suggest
groups or strata of properties in need of physical
review. In general, trending factors can be highly
effective in maintaining equity when appraisals are
uniformw thin strata. Physical reviews and individual
reappraisals are required to correct |lack of uniformty
within strata.

Whi | e assessnment trending can be effective for short
periods, properties should be physically reviewed and

i ndi vidual |y apprai sed at | east every six years. This
can be acconplished in at |east three ways: (1)
reappraising all properties at periodic intervals (e.g.
every four to six years); (2) reappraising properties on
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a cyclical basis (e.g., one-fourth or one-sixth each
year); and (3) reappraising on a priority basis as

i ndi cated by assessnent-ratio studi es or other

consi derations, while ensuring that all properties are
physically reviewed at | east every sixth year. (Standard
on Mass Appraisal of Real Property [Paragraph4.5],
approved March 1984.)

Simply stated, the | AAO supports annual val uation of all
property at market value. This annual valuation can be
achi eved by either a trending of the prior year values for
groups of parcels, or a periodic reappraisal of individual
properties after a physical inspection, or through a
conbi nati on of these two processes. As indicated in the above
excerpts, | AAO standards require that parcels be individually
revi ewed and reappraised at | east once every six years.

Regardl ess of the process selected for a given year
(reappraisal, trending, or sonme conbination), all parcels nust
be valued as of the valuation date of the current assessnent
roll in accordance with RPTL Sections 301, 302 and 305.
Statutory restrictions on the assessnent of certain parcels
must al so be considered, e.g., RPTL Article 18 restrictions on
annual assessnent increases, or RPTL Section 581 restrictions
on valuation of certain condom nium cooperative and rental
properties. Properties in sub-optiml uses generally may not
be assessed at market value — they nust be assessed at their
current use value. Properties need not be assessed at 100
percent of their value provided that they are assessed at sone
uni f orm percentage t hroughout the assessing unit (throughout
the class in New York City and Nassau County). However, for a
muni ci pality other than Nassau County and New York City to be
eligible for State aid, a uniform percent of 100 nust be
achi eved (RPTL Section 1573).

The foll owi ng ORPS prograns recogni ze reassessnent
activity:

use of aggregate valuation data in full value
measur enment pursuant to the procedures for
establishing State equalization rates;

provi sion of State aid pursuant to RPTL Section
1573;

equal i zation of State | and and special franchise
val ues by the prevailing nmunicipal uniform
percent age of value, as provided in RPTL
Sections 542(1)(b) and 606(3);

tax apportionnent by assessed value in counties
and school districts certified pursuant to RPTL
Sections 845 and 1315;

certification of assessing units as “approved
assessing units: pursuant to RPTL Article 197;
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provi sion of State advisory appraisals of public
utility and other highly conplex taxable real
property pursuant to RPTL Section 1544.

For an assessing unit to participate in each of these
prograns, ORPS nust analyze and understand the | ocal
reassessnment activity. This analysis does not require active
participation or support by the Agency in the reassessnent
project. VWhile the analysis may indeed take the form of
moni tori ng reassessnent activity as our staff nmenbers assist i
the course of a project, it may al so take the form of our staf
review ng the nunicipal processes and procedures at specific
intervals during the project. It is our intent that by working
col | aboratively, we can ensure a conmmon under standi ng of ORPS
st andards and expectations and provide the opportunity to avert
potential problems and elim nate m sunderstandi ngs before they
occur.

n
f

To participate in the ORPS Annual Reassessnent program
the nmunicipality nust prepare and submt an annual reassessnent
pl an. Sampl e plan tenplates are avail able on the ORPS website,
described in nore detail later in this document. The plan wll
detail the approach that the nmunicipality will take to maintain
a program of annual reassessnment. The plan should al so include
an explanation of how the assessing unit will conmply with the
requi renent to re-inspect and reapprai se each parcel at | east
once every six years, inclusive of the resources and
ti meframes, which nmake the plan viable. This plan, which can
be devel oped in collaboration with the County RPTS office,
other municipalities, a vendor or ORPS, will be reviewed by
ORPS when initially submtted for Annual M ntenance Aid
pursuant to RPTL Section 1573 (2). The plan should be
submtted preferably no |ater than 90 days after the filing of

t he previous year’s final assessnent roll. It need only be
submtted once every six years unless nodifications to the plan
are made by the assessing unit. ORPS will then integrate this

plan into a regular review process over the six-year period.



[ Definitions

The followi ng definitions are nmeant to assist in understanding
the use of term nology found in these guidelines.

Physical ly inspecting means, at a m nimum observing each
parcel fromthe public right-of-way in order to ascertain that
t he physical characteristics necessary for reappraising are
conpl ete and accurate.

Reappr ai si ng neans devel opi ng and revi ewi ng an

i ndependent estimate of market value for each parcel by
t he appropriate use of one or nore of the accepted three
approaches to value (cost, market and incone).

The above definitions reflect the need to have an
accurate property inventory necessary for reappraisal. Re-
i nspection nost likely will not require a full recollection or
re-measurenment. Recollection may be necessary only if existing
property inventory data is incorrect or the property has
changed since the last visit.

. Capacity to Sustain

Mai nt ai ning the capacity to annually reassess at the
| ocal level requires that resources be well funded, well
managed, and that nass appraisal techniques be enployed. The
i deal situation would be one where the nunicipality has al
the resources available to it to conduct an annual
reassessnment. To achieve this, the municipality may need to
investigate alternative sources of assistance. Through
col |l aborating with other nmunicipalities, a nmunicipality can
expand its capacity for annual reassessnment. This
col | aboration can range froman informal relationship with
anot her nunicipality, the county or a service vendor. O it
can be as formal as the relationships described in the
provi sions of RPTL Section 1537, in which incentives for
establi shing a Coordi nated Assessnment Program ( CAP) or
contracting with the county for additional services is
descri bed.

Local officials can gain a better understanding of their
muni ci pality’s current capacity to annually reassess by
conpleting the Guidelines for Effective Assessnent
Administration in New York State --A Self Review Guide. This
guide is available fromthe ORPS regional offices, or you may
obtain a copy fromthe Forns and Publications Section of ORPS
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Website (http://ww.orps. state. ny. us).

The follow ng are recomendati ons of the resources needed for
annual reassessnent.

Staff Resources

Staffing requirenents are very dependent on an anal ysis
of the size and conplexity of the nunicipality. At a m ninmm
staffing nust be adequate to determ ne the physical
characteristics necessary for appraisal, to maintain a current
parcel inventory (both field work and conputer data entry), to
nmonitor the real estate market, and to respond to taxpayer
inquiries. In the smallest nmunicipalities, one assessor can
adequately performthese tasks. In larger nmunicipalities,
additional staff is necessary.

The International Association of Assessing Oficers
(IAAO), in its Standard on Mass Appraisal of Property, uses a
benchmark of one enpl oyee for every 1,500 parcels in snal
muni ci palities and one for every 3,500 parcels in very |large
muni ci palities. Pl ease refer to Section Il1l for suggested
al ternatives.

The benchmark for staffing also varies based upon the
variety and type of property in the jurisdiction. |If the
muni ci pality includes many properties that involve conpl ex
apprai sal data and anal ysis, such as conpl ex commerci al,

i ndustrial, agricultural or utility property, staff
requi rements would be closer to the 1 staff to 1,500 parce
rati o.

Each assessing unit should have personnel available with

skill in data processing and statistics to coordinate real
estate market research and analysis. This may not be feasible
at the assessing unit level. These skills, however, are

fundanental to maintaining assessnment equity annually.

Staff skills

Annual reassessnent may place assessnment adm nistrators
under nmore frequent and intense scrutiny by taxpayers.
Taxpayers are a driving force for inproved assessnent
st andards, demandi ng that professionals with appropriate
educati on and experience serve as assessnent officials. It
i s understood, however, that nunicipalities in New York State
vary greatly in size, conplexity and sophistication.
Therefore, the know edge, skills and abilities necessary to
annual |y reassess will vary by nunicipality.

Regardl ess of a nunicipality’s characteristics, the
10
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assessor and their staff nust thoroughly understand apprai sal
principles and practices. Single property appraisal and nass
apprai sal require specific knowl edge of construction materials
and types of construction as well as the nonitoring of current

mar ket condi tions. Mass apprai sal al so demands specialized
skills in data collection, data processing, basic statistical
anal ysis and real property appraisal. To acquire these

skills, the assessor should receive training in the follow ng
ar eas:

Real Property Tax Law

Real Property Tax Rul es and Regul ati ons
Assessnment Adm ni stration

Data Col |l ection (Residential/Farn Vacant/

Non- conpl ex Commrercial and Industrial)

Three Approaches to Val ue (Cost, Market, |ncone)
CAMA (Computer Assisted Mass Appraisal)

I ntroduction to Data Processing

Wher e appropriate, assessors should also receive training
in farm apprai sal, and forestry appraisal. 1In the nore
ur ban/ subur ban areas, assessors should enhance their
capabilities with training in the inconme approach to val ue,
i ndustrial appraisal and val uation defense. Post-secondary
| evel education in the areas of economics, real estate |aw,
conputer science and statistics would contribute to the
under st andi ng and application of the training described above.
For the largest nmunicipalities, semnars in business
adm ni stration, urban or regional planning, and organizational
behavi or are appropri ate.

Conput er Resources

Computers can play an inportant role in every assessing
office, regardless of size or where the data is stored. They
expand anal ytical capabilities, make possible the use of
advanced mass apprai sal techniques, and generally inprove the
assessor’s capacity to maintain equitable assessnents.

Assessing offices may use different types of conputers
such as | arge mai nfranme conputers or mcroconputers or a
conmbi nati on of both. The configuration of these conputers my
al so vary fromplace to place to neet the needs of the
i ndi vi dual user. Support for the computer installations my
be provided by town and/or county staff or a private
contractor.

Assessing offices nust recognize that conputer technol ogy
is changing rapidly. They should, therefore, frequently (at
| east once every three years) evaluate the adequacy of their
systens and attenpt to mamintain systens at the current state
of the art. Large offices with nmultiple m croconmputers
11



accessing the sanme data should link their conmputers together
to forma local area network (LAN) so as to allow nmultiple
staff access to the data and anal ytical tools sinmultaneously.

In today’s rapidly changing technol ogy environnment,
recommended hardware and software configurations are usually
out dated as soon as they are published. However, you may
refer to the Real Property System Section of ORPS Wbsite
(http://wwv. orps. state.ny.us) for the | atest hardware
requi rements for RPS users. The follow ng are general
gui delines for m croconputer hardware and software, which
woul d enabl e an assessor’s office to automate the process for
annual reassessnent:

Sof t war e:

Most current operating system

Word Processi ng

Spr eadsheet

Statistical Analysis

Anti-Virus

Backup

Assessnent adm ni stration, including query and
report-writing capability

Speci al i zed Conputer Assisted Mass Appraisal (CAMA)
appl i cations

Speci al i zed Geographic Information System (G S)
appl i cations

Har dwar e:

Type - two mmjor types exist (Mac or PC), but typically
sof tware desi gned for one type will not run on the other.
The nobst common m croconputer today is the PG,
it also has the largest |library of business applications
sof t war e.

Processor (CPU) - should be able to perform cal cul ations
and i nput/output processing at speeds that do not hinder
research, developnent, and tinely data retrieval. The faster
t he processor is, the better.

Menory (RAM - sufficient to neet recommrended

requi renments of the nobst demandi ng software application | oaded
on the system The nore RAM the conputer has, the better.

Fi xed primary storage - this is where progranms, data
(both permanent and tenporary), and even reports will be
stored. The greater the storage capacity the conputer has,
the better.

Fi xed secondary storage - software often is provided on a
CD-ROM or DVD-ROM a floppy drive is necessary for
transferring smaller files.

Removabl e storage - for backup and data transfer,
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typically magnetic tape or high capacity disks.

Di splay - large color nonitor capable of high definition
graphi cs; graphics accel erator video card.
Printer - laser or color inkjet.

Modem - for access to the Internet or NYeNet (Intranet
for State and | ocal governnents); should be appropriate for
the type of service provided.

Simlar processing capabilities should be avail able for
assessing offices using nmainframe conputers.

Assessing offices considering purchasing new equi pment or
upgradi ng existing equi pment, whether mainframe or

nm croconput er equi pnent, shoul d contact their ORPS
regional office for advi ce on suggested m ni num
configuration and conpatibility with useful reassessnent
software. In addition, the assessing office should be
wor ki ng closely with the appropriate conputer support
staff at the town and/or county |evel.

Fundi ng

Current |levels of funding for the assessnent function
vary anmong runicipalities and nmay or may not be
sufficient for annual reassessnent. During the
transition to annual reassessnent, funding may need to be
increased for a relatively short period of tine, or may
need to be increased permanently. The funding focus
shoul d be upon optim zing resources by devel opi ng
efficiencies, which for many nunicipalities is best
accompl i shed t hrough col | aborati on.

Duri ng annual reassessnent, the follow ng activities nmust be
f unded:

Col I ection of data describing any physical changes
to the parcels;

Verification of sales data;

Col l ection of income and expense dat a;

Devel opment and application of capitalization rates;
Use of assessnent-ratio studies to nonitor
performance and to devel op and apply market

adj ust nent factors;

Appl ication of valuation techniques to the parcels;
Use of conputers to performroutine cal culations and
to process and maintain data records;

Staff training, including enrollment and travel
expense rei mbur senent

Any revenues derived as a result of State rei mbursenment for
13



assessnment inprovenent should be re-invested in support of
assessment adm ni stration.

Rol es of County, ORPS, and Private Sector

Whi | e annual reassessnent is the responsibility of the

i ndi vi dual assessing unit, it is recognized that all the
resources needed for annual reassessment may not exi st
within each assessor’s office. Since any nunicipality
undertaking a reassessnent will want to do so as
efficiently as possible, nmunicipalities |acking the
necessary resources should investigate the services
avai l able from public or private sources, such as County
Real Property Tax Service Agencies, the New York State
O fice of Real Property Services, private vendors and
consul tants, or even neighboring nmunicipalities. Joint
ventures with other nmunicipalities could be fornmed
informally, or formally as a coordi nated or consolidated
assessing unit.

V.

perational Steps for Systenmatic Anal ysis

“Systematic analysis,” as the termis used in assessnent

adm ni stration, is a nmethodical and thorough techni que, which
is used to examne a nmunicipality’s assessnents. |In terns of
annual reassessnment, the assessing unit would performall of
the foll ow ng steps:

Obtain current, accurate property and market area
dat a;

Group the data and market information appropriately
for anal ysis;

Use accepted anal ytical techniques to:
o] Anal yze and quantify the factors that contribute
to current market val ue

o] Revi se assessnents as necessary based on the
mar ket anal ysis and the reappraisal requirenent;

And nost inportant, validate the results to confirm
t hat the concl usions reached and the adjustnents
made were appropriate.

14



Many of the activities necessary to sustain equity
t hrough systematic analysis are part of an on-going process.
A nore detailed explanation of these activities follows.

1. Obtain current, accurate property and market area data

The assessor is responsible for maintaining current
assessnent inventory and valuation data for all properties.
This data is necessary to analyze the quality of the assessed
val ues and potentially to value each parcel annually.
Assessnments need to reflect the physical condition of all real
property as of taxable status date each year.

To maintain current inventory, the assessor should, at a
m ni mum do the follow ng:

For new construction: the assessor must review
building permts and certificates of occupancy,
suppl enment ed by physical inspections throughout the
year, and update the inventory.

For denolition/destruction: in addition to review ng
building permts, fire reports should be reviewed to
identify any inventory changes for updating.

For new parcels (i.e., splits and nerges): the
assessor should physically inspect and update the
inventory as splits and nerges occur.

For sales: the assessor nust verify inventory data
as of the date of sale (see sales verification
process bel ow).

I n addition, the assessor may conduct an annual
review, fromthe public right-of-way, of the entire
municipality. This is nmeant to help identify new
construction or physical changes not identified

t hrough a building permt systemand to reeval uate
the appropriateness of the market areas.

Al'l changes must be entered on the data file prior
to its use in the remaining steps in the annual
systemati c anal ysis process.

15



Mar ket Area Dat a: Sal es Verification and Validation

Sal es verification is a critical step in order to analyze
and appraise the real estate market. |Incorrect sales
information can | ead to m sunderstanding and m sinterpreting
t he dynam cs of the market and thus could result in inaccurate
val ue conclusions. A tinely and thorough verification of
sales is essential for achieving quality results in assessnent
adm ni stration.

The assessor should have a sales verification process in
pl ace for all sales that occur in his/her rmunicipality to
ascertain the conditions of sales’ validity and i nventory of
the property conveyed. The sales verification process shoul d
include, but is not limted to:

Physically inspect the parcels sold to confirmthe
inventory as of the date of sale (highly

recomrended) ;

Verify the sales price, inventory and pertinent
information regardi ng the conditions of transfer
with the buyer and seller or their attorneys or
br okers by a personal visit, a letter, mailer or
phone conversati on;

Meet with the property owner or manager for
commercial, industrial, and utility properties to
ascertain details concerning the sale transaction,
econom ¢ and functional obsol escence factors
affecting the property, current rental and expense
information, equity yield requirenments and financing
ternms specific to theproperty.

Mar ket Area Data: Market |Influences

In addition to the sales verification process, data that
captures the effects upon market val ues should continuously be
nmoni tored and anal yzed. Sonme exanpl es are:

Resi denti al Properties:

Revi ew sal es prices and conpare to assessnents to
determi ne the | evel of assessment and assessnent
uniformty to current market val ues.

Revi ew sal e-to-assessnent ratios within and anong
nei ghbor hoods to check for uniformty.

16



Revi ew assessnment consi stency wi thin nei ghborhoods
on simlar properties.

Acquire | atest replacenent cost indices or
time/location adjustnent factors.

Utilize Internet data (e.g. — ORPS Data Warehouse,
Sal esWeb) to study markets that extend beyond the
muni ci pality.

Commerci al and I ndustrial Properties:

Revi ew sal es prices and conpare to assessnents to
determ ne the | evel of assessment and assessnent
uniformty to current market val ues.

Gat her income and expense data annually (refer to
ORPS Apprai sal Guidelines which are avail able on
ORPS website).

Acquire | atest replacenent cost indices or
time/location adjustnent factors.

Utilize Internet data (e.g. — ORPS Data Warehouse,
Sal esWeb) to study markets that extend beyond the
muni ci pality.

For nobile home parks: maintain contact with park
owners, track sales within park if available, verify
rents, etc.

For uni que or specialty properties: research trade
publications, Internet data.

Vacant Properties:

Track vacant |and sales prices and conpare to
assessnents to determne the |level of assessnent and
assessnment uniformty to current market val ues.

Revi ew zoni ng changes and track changes in use for
properties in transition.

Acquire | atest replacenent cost indices or
time/location adjustnent factors for parcels with
smal | i nprovenents.

Uilize Internet data (e.g. — ORPS Data Warehouse,
Sal esWeb) to study markets that extend beyond the
muni ci pality.

17



Agricultural and Forest Property:

Utili

Revi ew sal es prices and conpare to assessnents to
determ ne the [ evel of assessnment and assessnent
uniformty to current market values. Be aware of
nmul ti pl e parcel sale transactions.

Request data from ORPS forestry staff (refer to
Section V —Advi sory Appraisals) depicting tinber
st unpage val ues and trends.

Gat her income and expense data (refer to ORPS
Appr ai sal Gui del i nes avail abl e on ORPS website).

Sal es used for valuation analysis should only be
“current use” sales (no change in use before and
after sale); sales/appraisals of economc units
shoul d be considered regardl ess of contiguity and
muni ci pal | ocation.

Acquire |l atest replacenent cost indices or
time/location adjustnent factors.

Utilize Internet data (e.g. — ORPS Data Warehouse,
Sal es\Web) to study markets that extend beyond the
muni ci pality.

Wth agriculture, there are several specialized
types of properties; research of literature from
Cornel |, USDA, ORPS Appraisal Guidelines and other
sources nmay be used to aid in the valuation of these
types of properties.

ty Properties:

Revi ew sal es prices and conpare to assessnments to
determ ne the | evel of assessnent and assessnent
uniformty to current market val ues especially on
non-conplex utility property.

Contact owners to ascertain inventory, econon c and
technol ogi cal conditions that are affecting the

utility industry involved (tel econmuni cation, power
generation, cable television, etc.) and the cost to

bui |l d or upgrade inprovenents.

Acquire |l atest replacenment cost indices or
time/location adjustnent factors.
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Gat her income and expense data (refer to ORPS
Appr ai sal Gui del i nes avail abl e on ORPS website)

Uilize Internet data (e.g. — ORPS Data Warehouse,
Sal esWeb) to study markets that extend beyond the
muni ci pality.

As an alternative to | ocal valuation of conplex
utility properties, advisory appraisals my be
requested from ORPS (refer to Section V — Advisory
Val ues) .

2. Goup the data and market information appropriately for
anal ysi s

Mar ket data nust be “grouped” or organized to analyze the
appropriate factors reflecting changes in market supply and
demand. Subsequently, the inventories of all parcels in the
assessing unit rmust also be grouped in the exact sane way soO
that the value conclusions are applied appropriately.

By broad group (residential, comercial, vacant,
etc.); or

By property class (single-famly residential, two-
famly residential, seasonal; dairy farm poultry or
egg laying farm orchards or vineyards; agricultural
vacant | and, rural vacant |and, forestry, etc.); or

By “used-as” code (gas station, retail, warehouse,
etc.); or

By | ocation (neighborhood, valuation districts,
vil |l age/ outside village, downtown comrerci al
waterfront, etc.); or

By size, condition, age or other buyer preference
whi ch may be exhibited in the market.

At a m ninmum analysis must occur at the broad group
| evel, but a thorough market analysis requires study of
numerous stratifications to discern the appropriate market
trends affecting property val ue.

While a |arge part of grouping nmay seemto be conmon
sense, there are factors to be consi dered:

Assessing unit profile (grouping to determ ne what
mar ket s need to be anal yzed)
o] Total nunber of parcels
o] Property type/class breakdown
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o] Compl exity of parcel mx

Mar ket data (grouping to determ ne the contribution

of factors that influence val ue)

o] Appropriate market area (based on those
significant groups found in the assessing unit
profiles)

o] Number of sales available in the narket area

o] Avai l ability of non-sal e market data

o] Source of other market validation data

For example, in a large nmunicipality with a high number
of residential sales, it would be expected that analysis could
occur at the neighborhood |evel, building style, and age or
size. On the other hand, in a small town with few commerci al
property sales would be required to review market data from
t he broader market area appropriate to the type of commerci al
property in the assessing unit. It is essential that each
group should contain sufficient market data to draw reasonabl e
concl usi ons and make appropriate val uati on deci sions.

A grouping also can conceivably extend beyond the
muni ci pal borders where sales of simlar properties can yield
val uabl e unit price information. Collaboration between
assessing units can result in nulti-jurisdictional groupings.

3. Use of Accepted Anal ytical Techni ques

Basically, the purpose of this step is to evaluate the
uniformty and |l evel of all assessnents by describing or
analyzing themin relation to the current market in order to
determ ne

- which properties are to be reappraised in a given year

whi ch properties can be adjusted by market trends, and
whi ch properties require no change because they have
remai ned at the sanme | evel of assessnent.
The appropriate val uation technique(s) nmust then be applied in
order to maintain all assessnents at a uniform percent of 100.
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Deci si on Model

The determ nation of what action to take for a group of
parcel s can be made by applying the appropriate standards of
| evel and uniformty to the decision nodel shown bel ow.

LEVEL OF ASSESSMENT
Not 100% 100%
U P REAPPRAI SE REAPPRAI SE ONLY
o THOSE PARCELS NOT
N o AT 100% OF
I . CURRENT VALUE
F (al ways used for
@) new construction
R or denmolition)
M
I G TREND or XK as is .
T o | REAPPRAI SE*
Y| ETizy
d
or REAPPRAI SE*
* |f needed to neet 6 year inspection
and reapprai sal requirenment (see
bel ow)

Exanpl es of the way in which the decision nodel should be

applied are as follows (assunme that a “group” for these
illustrations is a neighborhood):

1. Anal ysis conpleted by the assessor shows that assessnents
Nei ghbor hood 201 are generally at 100% of val ue but the
cal cul ated COD (coefficient of dispersion) is over 20%

showing that there is a lack of uniformty of assessnents in

t hi s nei ghborhood. Using the decision matrix above, and
referring to the upper right box, the assessor shoul d
reapprai se those properties that are outside tolerances for
uniformty. One way to do this is to conduct a CAVA
reapprai sal of the nei ghborhood and change the assessnents
of those parcels where the assessnents vary fromthe
appr ai sed val ue.
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2. Anal ysis conpl eted by the assessor shows that assessnments in
Nei ghbor hood 212 are uniform as shown by a cal cul ated COD of
10% but the | evel of assessnment is near 90% show ng that
assessnents are generally 10% bel ow the market. This cones
as no surprise to the assessor as the assessor knows that
this is the fastest noving nei ghborhood in the municipality.

Usi ng the decision matri x above, and referring to the | ower
|l eft box, the assessor can either trend or reappraise the
properties in this neighborhood. 1In this case the assessor
trends the values to 100%

The standards or tol erances applied by the locality nmust be
within the accepted professional standards recomended by the
I AAO.

Appraisal Uniformty

There are two types of uniformty that need to be naintained
by a municipality in the Annual Reassessnent program

Uniformty anmpng strata:

The | AAO states, “each major stratum should be appraised
within 5 percent of the overall |evel of appraisal for the
jurisdiction.” A “stratum in New York State term nol ogy
equates to a Major Type or Class, of which there are four: A -
Resi dential, B — Commercial/ Industrial, C -

Vacant/ Farnf Vacant and D — Public Utility. Since Annual Aid
statute requires that overall |evel be at 100% the acceptable
range for each stratumis between 0.95 and 1. 05.

Uniformty within strata:

The coefficient of dispersion (COD) is used to neasure the
extent to which uniformty has been achi eved by an assessing
unit. The COD gauges the cl oseness of val ue

esti mate/ assessnment ratios of individual parcels to each
other. The value estimate can be a sale price, appraised

val ue of even a Conputer Assisted Mass Appraisal (CAMA)
estimate. It is the nmeasure of the average percent deviation
of a group of these ratios around one of the group’s nmeasures
of central tendency, nobst often the nedian ratio. A smal
average percent deviation fromthe neasure chosen results in a
| ow COD and i ndicates assessnent roll uniformty. The |IAAO
standards for uniformty when indicated by a COD are:

Single-fam |y residences COD of 15% or | ess
0] Newer, nore honmpbgenous areas COD of 10% or | ess
| ncome- produci ng property COD of 20% or |ess
Larger, urban jurisdictions COD of 15% or |ess
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Vacant | and and ot her uni nproved property

COD of 20% or |ess
Rural residential and seasonal properties

COD of 20% or |ess
Newer nobile hones COD of 15% or | ess
o O der nobile honmes or nobile homes on acreage

COD of 20% or |ess
M xed use properties COD of 15%to 20%

Price-related differential (PRD)

Price-related differential is a neasure of assessnent
equity based upon sale price that is sonmetinmes referred to as
the index of regressivity. A PRD is the ratio of the
average assessnent/sale price ratio to the wei ghted average
assessnent/sale price ratio. A PRD above 1.03 indicates
i nequi tabl e, regressive assessnents (i.e., lower priced
properties are generally over assessed and hi gher priced
properties are generally under assessed). A PRD bel ow .98
i ndi cates inequitable, progressive assessnents (i.e., |ower
priced properties are generally under assessed and hi gher
priced properties are generally over assessed).

Shoul d be between 0.98 and 1.03

Anal ysi s Tool s and Deci si ons

The assessor nust utilize accepted anal ytical techniques
and apply themto all properties annually to maintain an
equi tabl e assessnment roll. Many of these techni ques are

descri bed bel ow.

Sal es anal ysis reports:

0 Analyze Uniformty: if the Coefficient of
Di spersion (COD) falls above an acceptable |evel,
t he nei ghborhood may have to be reappraised, or
t he nei ghborhood may have to be redefined or
conmbined, or it may indicate that certain property
types, styles or sizes of honmes may require
adjustnments at different rates to reflect changes
in market supply and demand.

0 Analyze Level of Assessnent Ratios: if
assessnent/sale ratios are not close to the
desired/stated uniform percentage of value (leve
of assessnment), neighborhoods may need to be
redefined, trended or reappraised.
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If there are few or no sales within a

nei ghbor hood, analysis of older sales or sales in
a broader market area (outside the municipality
sim | ar conparabl e nei ghborhoods) may be
necessary. |If older sales are used, it is

i nportant that these sales be trended for the tinme
period between the time of sale and the val uation
date. For sal es/assessnment ratio studies, only
sales within an assessing unit can be utilized.

n

Conpar abl e assessnents and sal es prograns:

(0]

Conpar abl e assessnents program This is a method

t hat conpares the assessnments of simlar
properties in the same or simlar areas within the
muni ci pality. Review on-line or printed docunents
to check for inconsistency (non-uniformty) in
assessnents, which could indicate nei ghborhoods or
specific properties that need to be reappraised.
This process, however, will not provide any

gui dance in determ ning | evel of assessnent.

Conparabl e sales program This is a nethod that
estimtes the value of an unsold property by
conparing it to simlar properties that have sold
within the broader nmarket area. Review on-line or
printed docunents to check for inconsistency (non-
uniformty) and the relationship between estinated
val ue and assessnents to determne if a

nei ghbor hood or specific properties need to be
reapprai sed. It can also be used as a neasure for
| evel by calculating a wei ghted nmean average of
the market value ratios. This technique works
nost effectively for municipalities with fewer
properties where statistical analysis techniques
that rely on confidence testing are |ess
effective. It is also an effective nmeasure of
both uniformty and | evel.

Modeling: This is another nethod that estimates
t he value of an unsold property by applying a
nodel devel oped using techniques such a nultiple
regressi on analysis (MRA) or adaptive estimative
process (also known as feedback) (AEP). Sinila
to the conparabl e sal es techni que, the
rel ati onship between esti mated val ue and
assessnents is studied to nmeasure uniformty and
| evel of assessnment at either the group |evel or
strata level. Typically, nore sales are necessary
for nodeling than for a conparabl e sal es approach,
and so this approach is better suited for noderate
24
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to large nunicipalities, unless data from ot her
muni ci palities can be utilized (see next).

0 Analysis using either the conparable sales approach
or nodeling can be greatly enhanced in smaller
muni cipalities by utilizing sales from outside of
the municipality under analysis. The assessor nust
det erm ne which nearby nmunicipalities are nost
simlar to the subject municipality and then add
these sales to the sales fromthe subject
muni cipality. This process is facilitated
especially well by utilizing ORPS Data Warehouse.

Sale data arrays (e.g. - arrayed by nei ghborhood, then
buil ding style, then square foot living area, etc.) -
check for consistency w thin nei ghborhood to determn ne
i f nei ghborhoods or certain types of property (building
style, size, property class, etc.) nay need to be
trended or reappraised, or made into a separate

nei ghbor hood. Studying sales fromthe broader market
area may prove hel pful during this analysis.

Geographic Information Systenms (G S) applications and
maps - may be used to visually analyze sal es by

nei ghbor hood, etc., and to redefine or trend

nei ghborhoods; G S can display natural or political
boundari es.

The assessor determ nes, through this analysis, whether it
is appropriate to trend or reappraise:

Al'l parcels in municipality

Certai n nei ghborhoods

Certain classes or types of property

| ndi vi dual parcels within specific market
characteristics

Trendi ng Met hods

Trending is a process whereby a nunmeric factor is applied to
all parcels in a group, or all parcels in the municipality in
order to restore assessnments to a desired uniform percentage of
value. Trending should only be applied to parcels within
groups, such as nei ghborhoods, property types, building styles,
etc. where the prior assessnents are uniformand the inventory
of the parcels are unchanged. The follow ng are sone net hods
for determ ning trends for use in annual reassessnent:

Sal es rati o studies

Adaptive estimative procedures (AEP)
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Cost indices (e.g. for utility property)

St unpage anal ysis for forest property
Recal cul ati on of | and schedul es

CAMA nodeling with tinme vari abl es

Regression of sale price to assessed value ratio
| ncone and expense anal ysi s

An anal yst should | ook at a variety of analyses in order to draw
and confirm concl usions about a tinme trend.

Wher e adequate data exists, trends should be devel oped and
applied at a nei ghborhood, property class, USDAS (used as) |evel
or based on parcels with a set of common inventory
characteristics that evidence market value shifts. There nmay be
i nstances where a conbi nation of groupings at different |evels
may be appropriate based on avail able data. For instance, there
may be adequate sales data to individually adjust sone
nei ghbor hoods, certain property classes or certain conmmerci al
types of property. The remaining property types my require
anal yzing a | arger geographic market area to obtain additional
data to be used in determ ning an accurate trend. At a m ni num
anal ysis should be performed at a class |evel (although this is
sel dom adequate for the purpose of determ ning assessnents),
e.g., residential, comrercial/industrial, vacant/farn/forest,
and utility.

It is estimated that over 60% of assessing units |ack
sufficient sales data for even a residential analysis.
Therefore, trend areas that consist of nmunicipalities with
simlar economc influences need to be defined to provide
adequat e sales data to produce |ogical and defendable results.
This may require using the ORPS Data Warehouse information,
col | aborating with other municipalities or the county.
Boundari es can be expanded, recogni zi ng common econoni c
i nfluences, until the anount of sales data is adequate.

|f the data indicates that there has been no measurabl e
mar ket novenent and assessnents are uniform then assessnents
still reflect current market values and will not require
adjustnment to remain at the stated uniform percentage of val ue.

Reapprai sal Val uati on Met hods

In order to ensure that all properties are assessed at a
uni form percent of the current market val ue, the assessor mnust
identify parcels that have to be reappraised, i.e., valued
i ndi vidual ly. Consideration nust be given to parcels in the
foll owi ng situations:
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Change in Inventory: Parcels with a change in
inventory may require individual reappraisal. These
i ncl ude:

New construction

Dermol i ti on/ destruction

New parcels (i.e. - splits/nmerges)
Zoni ng changes

[eNelNoNeo)

Uni que or Conplex Parcels: Parcels |acking conparable

mar ket data may require individual appraisal. These

i ncl ude:

o] Uni que residential properties |acking conparable
sal es

o] Comrerci al properties |acking conparable

i ncome/ expense ratios or nultipliers
o] Utility properties
o] Large industrial properties

Non-uni form Assessnent/ Sale Ratios: Statistical

anal ysis may indicate that the market has changed
significantly or non-uniformy, or that assessnents are
no longer uniform This may require individual
reapprai sal for parcels that cannot be trended with a
conmmon trend factor (refer to Decision Mddel in Section

V).

Nor mal Reappraisal Cycle: The physical inspection and
reapprai sal of every parcel at |east once every six
years is required by the Annual Reassessnment Aid
statute and is considered sound assessnent

adm nistration policy. |If the municipality has an
apprai sal schedul e where portions of the nunicipality
are physically inspected and reapprai sed on a cyclical
basis, those parcels nmust be individually reappraised
according to the schedul e.

The follow ng are commonly accepted nethods for use in
reapprai sal val uati on:

Repl acenment cost | ess depreciation
Model i ng (MRA, AEP, etc.)
Conpar abl e sal es

| ncone capitalization
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5. Val i dati on of Results

Validation is nothing nore than ensuring that the
muni ci pality has achieved its goal of producing a uniform

assessnment roll at the stated | evel of assessnent. It is a
process in which the new assessnents are anal yzed again to
confirm that proper valuation decisions were applied to the

assessnents.

Probably the best approach to validation is to re-process
the anal ytical techniques that were used initially in the
di agnosti c and val uati on phases of the reassessnent. As an
example, if a unit price study (such as assessed val ue per
square foot of living area) was conducted to review uniformty
during the diagnostic phase, this sanme study could be done
again, but with the upgraded assessnents in place, to verify
that the uniformty has inproved and now neets standards.
Simlarly, if a CAMA nodel was utilized to determ ne the |evel
of assessnment in the diagnostic phase, the nodel could be re-
applied to the new assessnents to determne if the desired |evel
of assessnment has been attained. Typically, if a sales ratio
study is used to validate results, sales that occurred after the
val uati on phase are enployed to provide an unbi ased vali dati on.

While different approaches may be dictated by the amount of
avai |l abl e data, sone of the these approaches may provide a basis
for validation:

Statistical confidence tests

Spot - checks of sanples in the field

Conparison to simlar properties, including those
outside the jurisdiction

Conparison to data from ot her sources, e.g., |ending
institutions, appraisers, listing prices, builders’
cost, ORPS, etc.

Task Deadline and Tineline Considerations

The concept of annual reassessnent is that all assessnents
are mai ntained at a uniformpercent of value. It is presuned
that current data is maintained and anal yzed conti nuously.

Project tinmelines for nunicipalities conducting annual
reassessnments to sustain equity will vary considerably,
dependi ng upon several factors:

The total nunber of parcels and the nunber of parcels
within each property type
The nunber of sales related to market areas and/or
property types
The honpbgeneity of the properties
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Val uation nmethod, i.e. - trending vs. individual
reapprai sal, or conbinations thereof
Avai | abl e nmuni ci pal resources

The nmunicipality’ s “reappraisal cycle” (each parcel, at
| east, once every six years)

See Appendi x B for sanple tinelines.
Summary Reports

In order to help determ ne whether a nmunicipality is
perform ng systematic analysis, ORPS staff needs access to, at a
m ni mum the follow ng reports:

The nmunicipality s “annual reassessnent plan”

Anal ysis reports of the assessnents before and after
valuation (trending or individual appraisal),

i ncl udi ng:
0 Sal es/ assessnent rati os
0 CODs

A narrative or summary that includes decisions on
groupi ng and market anal ysis conducted and the
conclusions resulting fromthe anal ysis

Val uation reports for parcels being individually
reapprai sed, e.g.,
o] Land val uati on devel opnent docunentati on and
schedul es
Cost val uation docunents
Depreci ati on schedul es
Mar ket val uation docunents (Conparable Sal es)
Mar ket Mobdel s (user-defined, MRA, AEP)
Commerci al /i ndustrial val uation docunents
| ncone val uati on docunents
Mul tiple regression analysis (MRA) reports
Adaptive estimati on procedure (AEP) reports
Time series anal ysis

OO0OO0OO0OO0O0OO0OO0OO0

Trendi ng process reports, including:

o] Reports of parcels selected (e.g. —nei ghborhoods)

o] Reports of trend application

o] Data that supports the trend factors used

o] List of trend factors that were applied to each
trended group
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V. Advisory Val ues

Compl ex utility, industrial and commercial advisory appraisals
are provi ded upon request of a city, town or a county conducting
a reassessnent. |f an assessing unit has submtted an annual
reassessnment plan, a request is only necessary in the first year
of the plan.

Provi ding values for these property types is nmade easier
when there is cooperation between ORPS and | ocal officials. This
partnership is vital when identifying, collecting inventory and
val uing the property, especially when a nmunicipality is annually
reassessing. Local officials need to notify ORPS when inventory
changes have occurred, so an accurate updated advisory val ue can
be determ ned.

Annual Reassessnent of these properties

Uility mass property for reporting conpani es can be val ued
by ORPS on an annual basis to reflect inventory changes and
mar ket adjustnments. Conplex structural property values wll
al so be updated annually for all utility conpanies with a field
i nspection conpleted at | east once during the six-year cycle.
Compl ex industrial and comrercial advisory appraisals typically
are conpleted on a simlar cycle. Non-conplex utility
structures and | and appraisal are the responsibility of the
assessor. In the intermediate years, local officials should
notify ORPS about inventory changes on an annual basis. Using
mar ket anal ysis tools, ORPS staff or local officials can devel op
mar ket adj ustnents, which keep values at the uniform|level of
the current roll.

Participation in Utility Conpany Assessnent Roll Standardization
( UCARS)

Participation in the UCARS Program facilitates identifying
and updating, on an annual basis, all utility property and
relating the values of this property to the assessnent roll.
Muni cipalities interested in this program should contact their
Regi onal office |iaison or State Val uation Services (SVS) in
Al bany.

Forest Land

A municipality annually reassessing through the use of
procedures that nmeet the definition of reassessnment nust val ue
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t axabl e state-owned | and (TSOL) and private forest parcels at

t he same uni form percentage of value of all other property. An
ORPS forestry specialist can assist the municipality's efforts
by supplying assessors with the follow ng dat a:

Mbst current valuation schedul es for accessi ble and
renote bare forest | and;

Copi es of data collection cards for each sale in the
val uati on schedul es;

Private forest stunpage sunmmary report, including a
recommended typical contributory stunmpage val ue derived
fromforest parcels in the region valued with

t he nost current survey stunpage schedul e;

Updated TSOL inventories no older than six years on
| ands that may be harvest ed;

The nost current | akeshore price schedul es;

Lake Front Property Report of TSOL, which identifies
all frontage by | akeshore category and a discount table
for valuing sizeable | akeshore | ots;

Most current trend data for private and TSOL forest
properties;

Typi cal value per acre for TSOL and private forest
parcels as of the date of the year prior to the
reassessnment roll, the reassessnent roll year and each
year afterward.
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VI. The Six-Year Reappraisal Requirenent

As mentioned before, nunicipalities in New York State vary
greatly in size, conplexity, and availability of resources. For
this reason, there is no single recomended process neeting the
State standards for reappraisal. (Refer to Section |I for the
definition of physically inspecting and reappraising each parcel
at | east once every six (6) years.)

Possi bl e scenarios for sustaining equity through annual
assessnment are described below. In each scenario, the assessor
anal yzes the assessnents of all properties and updates those
that are necessary to maintain current market value to ensure
uniformty at the stated uniform percentage of val ue.

This list is not all-inclusive. The concept of annual
assessnment, while famliar to other states, is relatively newto
New York. As tine passes and nunicipalities inplenment various
strategies, this list will grow. Regardless of the scenari o,
annual adjustnents nust be made for physical and quantity
changes, such as new construction, demolition, as well as splits
and nergers of parcels.

VWil e the scenarios below are presented in terns of a six-
year cycl e between reappraisal of individual properties, the
actual cycle for a nunicipality can be 2, 3, 4, 5 or 6 years.

Option A A reappraisal is done annually for all properties.
For nost properties, reappraisal is likely to be done
using traditional mass appraisal nmethodol ogies. 1In sone

i nstances of conplex properties, the reappraisal may be
nore simlar to a fee appraisal than a nass apprai sal.

This option neets the six-year requirenment and each val ue
is well docunented. However, this approach may be costly,
and may require contractor assistance each year.

Addi tional staff may also be required for the assessor’s
office. The value review effort may be reduced by
conparing appraisal estinmates to assessnments and
scrutinizing only those parcels where there is a |large
degree of variance between these two val ues.

Option B. A reappraisal of all properties is done at |east once

every six years. |In the intervening years, assessnents
are adjusted by market anal ysis, where needed, to current

mar ket | evel. Market analysis may include, but is not
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Option C.

limted to, nultiple regression analysis (MRA), adaptive
estimation procedure (AEP), trending using statistical
techni ques or other econom c and market factors (see
Trendi ng Methods in Section V).

Option B also neets the six-year requirenent, and
reduced work is required in the years w thout

reapprai sals. However, extensive work is required in
years of reappraisal. This option may be costly
overall because a contractor nay be required
periodically. Specific areas of a locality that may be
changi ng value at a different rate may be becone non-
uni form and not | end thenselves to being trended. CODs
for the locality may not be acceptable over tine. Wen
the systematic anal ysis shows that parcels require
reappraisal, the reappraisal must occur for the next
assessnment roll and thus cannot be postponed until the
schedul ed year for a conpl ete nunici pal -w de
reappr ai sal

The locality is divided into segnents. The annual

anal ysis begins with a review of nei ghborhoods for non-
typi cal changes in market. Nei ghborhoods or property
cl asses that are increasing or decreasing in value at a
rate different than nost other areas of the
municipality are identified. |In addition,

nei ghbor hoods or properties that are no | onger uniform
are identified. This can be done using sales ratio
studi es, CODs, and analysis of market information. A
reapprai sal of these properties is required. In
addition, a reappraisal of all properties in one or
nore segnments is done. Al'l properties in all segnents
are reappraised within a six- year period. For
segnents and nei ghborhoods where a reappraisal is not
conpl eted, assessnents are adjusted to current nmarket
val ue by market analysis. Market analysis may include,
but not be limted to, nultiple regression analysis
(MRA), adaptive estimation procedure (AEP), trending
usi ng statistical techniques, or other econom c and

mar ket factors (see Trending Methods in Section |V).

Option C neets the requirenents of annual reassessnent

and work is balanced fromyear to year. The cost is

relatively the sane fromyear to year. Nei ghborhoods or

properties that are experiencing a non-typical change
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are adjusted quickly to market. Wthin a six-year
period all segnments are reapprai sed. Market analysis
resources are required on an on-goi ng basis.

VII. ORPS Verification of Results

The annual reassessnent plan devel oped by the assessing unit
is reviewed when initially submtted and recorded in each region
with key dates and m | estones identified. It is inmportant that
the plan be provided to ORPS at | east six nonths prior to the
tentative roll. These key dates and nil estones will be
integrated into a regular review process. Information obtained
fromnultiple sources to analyze the results of the reassessnent
for Full Value Measurenent and State aid purposes, such as
muni ci pal reports, sanples, statenents, ORPS transnitta
records, comrmunication |ogs, verification docunents, etc., wll
be centralized within each regional office.

As nmentioned in the Overview of these guidelines, several
ORPS prograns are dependent on the products derived fromthe
reassessnment process. Official procedures for each of these
prograns include varying degrees of verification by ORPS before
the product can be utilized. It is inportant to note that ORPS
verification process is NOT the sanme as the “validation of
results” step of systematic analysis, which nust be perfornmed at
the local level. The desired intent is for ORPS staff to
moni tor the project on an on-going basis and review val ue
deci sions as they are made. The follow ng addresses the
verification process for reassessnent projects.

Verification efforts will be coordi nated and consol i dat ed
into the existing Local Reassessnent Project Review and Anal ysis
(LRPRA) docunent that, in effect, beconmes a sunmary docunent of
all ORPS review and analysis efforts. As stated in 9 NYCRR
201- 2.4, “The determ nati on nmade pursuant to the procedures for
t he applicable Full Value Measurenent ‘Local Reassessnent
Project Review and Analysis’ as provided in 9 NYCRR 186-2. 15
and, in the case of an application for annual aid, ‘Cuidelines
for Annual Reassessnent’ established according to Section
1573(2) of the RPTL shall be conclusive as to whether a
reassessment, re-inspection, reappraisal and systematic anal ysis
have occurred and uni form percentage of value was attained as
requi red by RPTL Section 1573.”
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ORPS staff records data in the docunent that attests to the
muni ci pality’s conpliance with the reassessnent standards. The
docunment also reflects the nmunicipality’s success at sustaining
equity on an annual basis as well as acconplishing its annual
reassessment plan.

Project planners are strongly urged to review a copy of the
Local Reassessnment Project Review and Anal ysis docunment in order
to understand the types of information ORPS staff will be
| ooking for in their review of the project.

Components of Local Reassessnent Project Review and Anal ysis
Docunment

1. CGeneral Description of Project

2. Docunment ati on for Findings for Systematic Anal ysis
a. Acqui sition and mai ntenance of parcel inventory data
b. Acqui sition and mai ntenance of market valuation data
C. Groupi ng of inventory and val uati on data
d. Anal ysis of data (diagnostic)
e. Application of valuation techniques (prescriptive)

3. Docunment ati on for Findings for Revision of Values

4. Docunent ati on for Findings for Maintaining Assessnents at a
Stated Uniform Level

5. Docunent ati on for Findings for Reappraisal Cycle

Forms and Docunents Used in the Review and Verification Process
Initial Year

1. Muni ci pality submts an Annual Reassessnment Plan with its
first application for Annual Aid, and:
a. Compl etes Part 1 of 1573-ANN-1 — Annual Reassessnent
2. ORPS staff review Annual Reassessnment Plan, and:
a. Conpl ete form 1573- ANN-2 — Acceptability of Plan
Conponents and form RP3622 — Acceptability of Plan —
Uility and Forestry Conponents
i. These fornms are only conpl eted once, unless a
new or revised plan is submtted.

3. ORPS staff review annual reassessnment project, and:
a. Conpl ete Local Reassessment Project Review and Anal ysis
docunent
b. Conpl ete form 1573- ANN-3 — Conpliance Wth Plan for
Year
4. ORPS staff review additional criteria for conpliance, and:

a. Conpl ete form 1573- ANN-4 — Conpliance with Statute and
35



Rul es
5. Conpl eti on of Review Process
a. Conpl ete form 1573- ANN-1, Part 2 — Findings
b. Conpl ete form 1573-ANN-1, Part 2 — Determ nation of
Qualification for A d

Subsequent Years
1. Muni ci pality submts an application for Annual Aid, and:
a. Conpl etes Part 1 of 1573-ANN-1 — Annual Reassessnent
Aid Program Application Form

2. ORPS staff review annual reassessnment project, and:
a. Conpl ete Local Reassessment Project Review and Anal ysis
docunent
b. Conpl ete form 1573- ANN-3 — Conpliance Wth Plan for
Year
3. ORPS staff review additional criteria for conpliance, and:
a. Conpl ete form 1573- ANN-4 — Conpliance with Statute and
Rul es
4. Conpl eti on of Review Process

a. Conplete form 1573-ANN-1, Part 2 — Findings
b. Conpl ete form 1573-ANN-1, Part 2 — Determ nation
of Qualification for A d

VIII. Pl anni ng for Annual Reassessnent

Step One - Under st andi ng

In order to prepare a plan for annual reassessnment, it is
i nperative to have an understanding of the follow ng areas:

Local status and needs

o] Currency of inventory and market data
o] Assessnment uniformty and | evel
o] Support and comm tnent of l|local officials
Annual reassessment process
o] Systemati c anal ysis steps
. Met hods for evaluating the uniformty and
| evel of assessnents
. Application of the “decision nodel”
o] Mass apprai sal met hods
o] The six year reappraisal and re-inspection cycle
Skills and resources required
o] Tasks associated with annual reassessnent
o] Local capacity
o] Al ternatives and options

State aid requirenents and procedures
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ORPS rol e

o] Moni toring for Full Value Measurenent (FVM
o] Monitoring for State Aid Conpliance

o] Techni cal assistance

In addition to these Guidelines, the follow ng materi al
shoul d be reviewed prior to planning for annual
reassessnment.

Ofice of Real Property Services Wbsite

The ORPS website (http://ww. orps.state.ny.us/) contains a
great deal of information pertaining to annual reassessnent,
i ncluding a description of the overall process, answers to
“frequently asked questions”, articles about nunicipalities that
are conducting successful annual reassessnent prograns and
related forms. The link to that area of the site is:
(http://ww. orps.state.ny.us/reassess/). Some of the inportant
information to be found there includes:

Annual Reassessnment Aid
http://ww. or ps. state. ny. us/reassess/state_ai d/i ndex. cfm

Potential applicants should be famliar with the
enabling statute (1573, RPTL), rules (NYCRR 201-2)
and ORPS procedures for review in order to help
ensure eligibility for state aid rei nbursenent. The
application form (1573-ANN-1) is available in pdf
format for printing. Part 1 of the formis to be
conpleted by the nmunicipality; Parts 2 and 3 are used
to record a sunmary of staff findings and
recommendati ons. Anot her annual aid form which is
to be conpleted by ORPS staff, (1573-ANN-4 —
Conpliance with Statute and Rul es) should al so be
obt ai ned.

Annual Reassessnent Pl an
(http://ww. orps. state. ny.us/reassess/state_aid/index.cfm

The Si x-Year Plan tenplate and instructions are

avai lable in PDF format for printing. Together they
provide a sanmple framework for preparing a plan, as
wel | as expl anati ons and exanpl es of what shoul d be
included in the plan. Wile not currently avail able
on the website, the annual aid forms conpleted by
ORPS staff reviewing the plan (1573-ANN-2 —
Acceptability of Plan Conponents, and RP3622 -
Uility and Forestry Conponents) shoul d be obtai ned.
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ORPS Review for State Aid (and FVM

ORPS staff nust conplete a Local Reassessnent Project
Revi ew and Anal ysis docunment for every reassessnent
project. Their determ nations formthe basis for using
the locality’'s values to make the equalization rate, as
wel | as whether the locality satisfied much of the
criteria for annual reassessnent aid. A general
famliarity with this docunment will enable the
applicant to understand the various perfornmance
measures used by ORPS reviewers and the types of
docunmentation they will request in order to make their
determ nations. While not currently avail able on the
website, the annual aid form conpleted by ORPS staff
review ng the project (1573-ANN-3 — Conpliance with the
Plan for “year”) should be obtained.

: Skills and Resources Needed for Annual Reassessnent
The Guidelines for Effective Assessnent Adm nistration in New York
State — A Self Review Guide for Assessing Units can be conpleted by a
munici pality in order for themto get an idea of their readiness and
| ocal capacity to sustain. This guide can be obtained through the
following |ink:

(http://wwv. orps. state. ny. us/reassess/ publications/guidelines. pdf)

O her Recommended Readi ng and Ref erences

The | AAO has published sone material that is invaluable in
hel ping to plan and perform an annual reassessnment program The
| AAO st andards can be obtained by accessing their website
(http://ww.iaao.org). The followi ng are also reconmended for
readi ng and/ or as resources:

St andard on Mass Appraisal of Real Property
Standard on Ratio Studies
Mass Apprai sal of Real Property

Step Two — Local Needs Assessnent

In addition to conpletion of the Guidelines for Effective
Assessnment Adm nistration in New York State — A Self Review
Gui de for Assessing by the locality, ORPS can provide assistance
in conducting a Local Needs Assessnent. The purpose of this
tool is to identify gaps in the various conponents needed to
achi eve and sustain equity. For purposes of organization and
anal ysis, data can be coll ected around four general areas:

1. Data (e.g., quality and currency, nethods for collection and
mai nt enance)
2. Skills (i.e., needed to performall of the tasks for all
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property types)

3. Resources (e.g., staffing, conputer, funding)

4. Political Support (e.g., understanding, wllingness and
conm t ment)

Once the data is analyzed, gaps are identified and
concl usions and options are identified, the ultimte goal is to
provide information to the appropri ate stakeholders in order to
notivate themto take action to obtain the resources needed.

Step Three — Pl anning

After gaining an understandi ng of what is involved in
conducti ng an annual reassessnent program and obtai ni ng
the resources that are needed, the next step is to map out
the project to describe “who does what, and when”.

A) Tasks, Roles and Responsibilities

The chart in Appendix D lists nmost of the major functions
and tasks associated with annual reassessnent. |In addition to
describing the roles and responsibilities of each of the
partici pants, the chart can serve several other purposes:

Determ ning what skills and resources are needed to
performall of the tasks

| dentifying gaps in |ocal resources

| ncorporation into the annual reassessnment plan

Form ng the basis for preparing a tineline of
activities

B) Proj ect Schedul e

Prepare a rough tinmeline of major activities (refer to
Appendi x B for guidance). But in addition to the |ocal issues
di scussed el sewhere, one should have an understandi ng of the
overall concept, the issue of availability of sales and other
mar ket i nformati on versus workload (parcel counts, staffing,
etc.) and how the reassessnment process is intertwined with ORPS
responsi bility for making equalization rates.

Annual reassessnent is an on-going, forward-I| ooking

process

o] Anal ysis of the upcom ng roll begins with the
val i dation of the current roll

o] I nci pient trends identified here should be

moni tored so that a judgnent can be made with

respect to the decision nodel and the uniformty

and | evel paraneters being used by the locality.
o] The assessor nust make judgnents relative to

mar ket trends and apply these trends accordingly.
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o] Data available as a result of on-going analysis
may suggest that values be trended or parcels
reapprai sed in a subsequent year

Mar ket data availability

o] The availability of sales information on the |ocal
dat abase usual ly | ags behind the actual sale
dates, and the lag for external data (e.g.,

Sal esWeb, ORPS Dat a Warehouse) is even | onger.

o] At the same time, if early data indicates that
substanti al reappraisal is necessary, valuation
may have to be done well in advance (e.g., August)

of the valuation date and w thout benefit of the
nmost current sal es.

o] When devel oping trends, it may not be possible to
wait until sales up to the valuation date are
avai | abl e.

ORPS Value Verification (dates refer to

munici palities with March 1 taxable status date)

o] ORPS staff nust make determ nations by April 1 as
to the assessnment | evel achieved by the
muni ci pality for the upcom ng tentative roll for
t he purpose of determ ning special franchise
val ues and STAR exenption anounts. Therefore the

verification efforts nust begin well in advance of
April 1.
o] ORPS staff nust conplete Local Reassessnent

Proj ect Review and Anal ysis docunents by June 1 in
preparation for determ ning tentative equalization
rates using the tentative assessnent roll.

o] This means that the nunicipality should have all of
its analysis and val uation data and sumari es of
deci sions or conclusions available no |ater than
Mar ch.

Step Four — Preparing the Annual Reassessnent Pl an

The nmunicipality’ s Annual Reassessment Plan nmust be
submtted with its initial application for annual aid; which
must be received no later than 90 days after the filing of the
final roll for which State assistance is to be paid.

Muni ci palities are strongly urged to develop and submt a plan
as early as possible, preferably six nmonths before the tentative
roll resulting fromthe reassessnment. The benefits to early
devel opnent of the plan are:

ORPS' staff can review the plan to help ensure that the
met hods to be enployed by the municipality to perform
systemati c analysis conformto standards.
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ORPS staff can nore effectively nonitor the project
for FVM and aid purposes with respect to the plan,
thereby facilitating a correct current rate and
reduci ng the anmpbunt of tinme necessary for aid
conpliance confirmation.

Usi ng the Annual Reassessnment Plan tenplate and Instructions as

a guide,
1) Pl an
a)
b)
2)

prepare a plan that contains the follow ng conponents:

Devel opnment
Name and signature of Chief Executive Oficer
The six year period enconpassed by the plan

Assessing Unit Needs Analysis

a)
i)
i
ii
iv
V)
b)
i)
ii
ii
c)
i)
ii
d)
i)
ii
e)
i)

Assessing unit profile. The profile is relevant to type
and depth of systematic analysis for each property type
and should be |linked to the remai nder of the plan

Par cel count
) Assessed val ue
1) Percent of total
) Annual average nunber of arns-length sales (can be

an estimate)

Li sting of unique and/or conplex property with
requested information
(1) See the definitions of unique and conpl ex
property in the instructions
(2) | ncl ude conplex utility properties (RS-6)

only if the municipality is not requesting ORPS

advi sories or getting the values fromthe conpany

Specifications of hardware used for systematic analysis
Locati on

) Current specifications

i) Pl anned upgr ades

Comput er software specification
Exi sting

) Future

Assessing Unit Staff Resources
Current

) Future

Fundi ng
Pl an shoul d state how additional funding is to be
provi ded for:

(1) Charges incurred by use of external resources

(2) Increased | ocal resources:

(a) Staffing
(b) Tr ai ni ng
(c) Equi pnent
) WIIl state aid be used to support annual
reassessnment ?
i) Are grants being utilized?
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3) Systemati c Anal ysi s
This section nmust descri be:

a. The procedures and nmethods to be enployed in each step
of systematic analysis for all parcel s/assessnents on
the roll

b. The roles and responsibilities of each of the
partici pants

C. Col | ecti on and mai ntenance of inventory data
i) Met hod for maintenance of current inventory should
i ncl ude:

1. How new construction, demolition, etc. is

identified and tracked;

2. How new parcels, etc. are identified and
tracked,;

3. How new/ revi sed inventory is collected;

4. How new/ revi sed inventory is maintained to a
conputer file;

5. What conputer systemis used (if not
addressed in part 2);

6. How conputerized inventory is edited;

7. Ti met abl e for tasks;

8. Description of who performs each task

d. Coll ection and maintenance of market data

i) Met hod for validation and verification of sales
data shoul d i ncl ude:

1. How property transfers are identified and
tracked

2. How sales are determ ned to be arnms-length

3. How physical inventory for sales is verified

4. How new/ revised inventory is maintained to a
conputer file

5. What conputer systemis used (if not addressed
in part 2)

6. Ti nretabl e for tasks

7. Description of who perfornms each task

8. Whet her municipality has a sales reporting

agreenent with ORPS
ii) Method for collection of non-sales market data
shoul d i ncl ude:

1. How data is obtai ned and mai nt ai ned
2. Types of data collected
3. Sources of data collected
4. Li nkage between data collected and property
types
e. G oupi ng of Data

i) Met hod for grouping inventory and val uati on data

shoul d i ncl ude:
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f.

1.

2.

3.

A description of the |evels at which inventory
and market data is collected for valuation and
mar ket anal ysi s purposes:
a. Mnimally, by broad group (residential,
commerci al, vacant, etc.)
b. By property class, used-as code or |ocation
wher e appropriate due to:
i) Signi ficant parcel count/val ue
ii) Sufficient sales data
An indication of refinenment (e.g., neighborhood)
based on physical/legal factors, if applicable:
a. Village vs. town outside
b. Wat erfront
An indication of refinement based on property
characteristics

Use of Accepted Analyvtical Technigues (nmarket anal ysis)

Anal ytical techniques to be used (diagnostic)
Met hod for evaluating the uniformty and | evel of
assessnents shoul d i ncl ude:

i)

1.

SENEIN

Techni ques or approaches used, for exanple:

a. Sales ratio analysis

b. Mass appraisal (sale substitution)

c. Unit conparison (value-to-inventory)

d. Tracki ng of value trends (cost, incone,
mar ket )

Type(s) of software used

Sal es period used

Source of sal es and/or non-sal es market data

Types of external data used

Met hod for determ ning which parcels or groupings
require reappraisal should include:

1.
2.

Parameters applied to decision nodel for

uni formty and assessnent | evel

Met hod for identifying and tracking physical
changes for reappraisal (new parcels, new
construction, etc.)

Val uation techni ques (prescriptive)

Met hod of determ ning what val uation techni que(s)
wi Il be used to maintain uniform assessnents at
100% shoul d i ncl ude:

i)

1.
2.

Description of how trends will be applied when

appl i cabl e

Descri ption of valuation approaches to be used

when applicable, e.qg.,

a. Cost (RCNLD)

b. Conparabl e sales (including how nodels are
devel oped)

c. I ncome

d. Multiple regression analysis (MRA)

e. Adaptive estimation process (AEP)
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f. Time series analysis
g. O her (e.g., unit conparison, |and schedul es)

g) Validation of results
i) Met hod for determ ni ng whether concl usions are
sound shoul d include a description of how the
val ue decisions or results of the follow ng steps
wi |l be supported:
1. Di agnostic anal ysis
a. Statistical analysis
b. O her market anal ysis
2. Application of decision nodel
a. Reapprai sal val ues
b. Trended val ues
c. Unchanged val ues
ii) See exanples listed in instructions

4) Staff Devel opment Pl an

a) Descri be how | ocal staff will receive the training
needed to perform annual reassessnent tasks.

5) Reapprai sal Cycle

a) Describe the nmunicipality’ s reappraisal process that
neets the State standards for reappraisal.

6) Timeframe for tasks and activities

a) Descri be when annual reassessment tasks wi || occur each
year over the life of the plan. It should be specific
as to when val ue decisions will be made, values will be
changed and when a file will be ready for ORPS staff to

revi ew
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APPENDIX A

Plan Template (blank)
with instructions
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Appendi x B - Sanple Tineline for Annual
Reassessnent

The following timeline is based upon the standard assessnent
cal endar, with a January 1 valuation date, March 1 taxable
status date and May 1 tentative roll date.

The schedul e al so assunes that trendi ng met hodol ogy is
utilized where there is sufficient data, and that nass
apprai sal val uation methodology is utilized to reappraise
parcel s where trendi ng net hodol ogy cannot be applied, or to
reapprai se a portion of the nmunicipality in accordance with
t he guidelines for frequency of reappraisal (all parcels at
| east once every six years).

If the municipality is doing a physical inspection and
reapprai sal of all parcels in one year, the reappraisal tasks
may need to be started one or two nonths earlier. Sufficient
time must be allotted to performthe physical inspection,
either as a separate task, or as part of the field review of

i ndi vi dual reappraisal val ues.

(On-goi ng Tasks for Annual Reassessnent

Sal es Verification/Validation On-goi ng
Verify sales to determne validity for use in valuation,
trending, ratios, CODs, etc. Verify inventory as of date of
sale and maintain file.

On-site Collection of New Data On-goi ng
Col | ect and/or revise inventory due to new construction,
denolition, parcel splits/merges, changes in zoning, etc. and
mai ntain file. Consider appropriate taxable status date for
use in determ ning assessnents.

Mar ket Anal ysi s On- goi ng
Col | ect, update and anal yze market information: sales, market
trends, inconme/expense data, etc. Utilize outside sources:
Mul tiple Listing Service (M.S), ORPS Data Warehouse, etc.

Nei ghbor hood Anal ysi s On- goi ng

Anal yze sal es conpared to assessnents. Analyze assessnent
uniformty. Perform sales studies by nei ghborhood, property
type, style, etc. Analyze COD and ratio information.

Consi der the nunmber of sales available and the alternatives to
i ncreasi ng the sal es base. Consider whether nei ghborhoods may
need to be conbined or redefined.
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Det erm nati on of Val uati on Met hodol ogy

Determ ne Parcels to be Reappraised or Trended 8/1 - 9/15
Based on the results of on-going nei ghborhood and narket
anal ysis, and application of |local uniformty and | evel
standards to the “decision grid”, determ ne which parcels or
groups will require reappraisal to maintain uniformval ues on
t he next assessnment roll. This step should be perfornmed early
enough to allow for a significant reappraisal workl oad.
Secondarily, an early determ nation of where trending may be
necessary can be made at this tinme if enough data is
avai |l abl e.
- Reapprai sal Considerations - In addition to the need
for reappraisals as indicated by analysis, the
muni ci pality’s reappraisal cycle should be
consi der ed.
Trend Devel opnent — Trends shoul d be devel oped and
applied |ater as nore market data becomes avail abl e.

Reappr ai sal Tasks

Val uati on Devel opnment/ Testi ng/ Producti on 9/1 - 10/15

On the basis of on-going market anal ysis, develop the
following: wunit land prices for all property types,

adj ustment factors for the cost approach (location, tine,
depreciation, etc.) for all property types, sal es-based
nodel s for residential (farm vacant) properties, and

val uation factor files for commercial/industrial
properties.

Apply nmodel s and schedul es to devel op market, income, and
cost value estimtes as appropriate. Test val ue
estimates using statistical techniques and field review,
repeat until optinmumresults have been achieved.

Produce val uati on docunents and reports (data arrays,
one-liners) as appropriate.

Val ue Revi ew 10/1 - 1/15
Usi ng the val uation docunments, review the prelimnary
conput er - assi sted value estimate for each parcel to deterni ne
if 1t is correct. Note any value over-rides and data changes
on the val uation docunent for |ater updating of the inventory
file. |1f someone other than the assessor is conducting the
val ue review, the assessor should, at a m nimum perform spot
checks of the val ue deci sions. Field review may be used to
satisfy the requirenent for the physical inspection (see the
definition in these guidelines) of all parcels at |east once
every six years.
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Val ue Anal ysis (Validation) 1/15 - 2/15
Revi ew and anal yze the apprai sed val ues conpared to sal es.

Anal yze assessnent uniformty. Perform sales studies by

nei ghbor hood, property type, style, etc. Analyze COD and
ratio information. Analyze unit price data. WMke corrections
as needed.

Trendi ng Tasks

Determ ne Groups to be Trended, 1/1 - 2/15
Devel op and Apply Trends

On the basis of on-going market analysis and the nobst current
sal es data and data from outside sources (M.S, Data Warehouse,
ORPS forest | and data, etc.) determ ne whether trending is
necessary and, if necessary, determ ne the factors that wll
be used to restore the stated | evel of assessnment. Trends
shoul d al ways be applied at the group | evel; care should be

t aken, however, to detect where individual parcels may need
speci al attention.

Parcel Level Val ue Adjustnents 2/15 - 3/15
Adj ust and or determ ne values at the parcel |evel where
needed: parcels with inventory changes
(construction/denmolition, splits/nerges, etc.), unique
parcels, and parcels with prior assessnent adjustnents that
require individual attention.

Val ue Anal ysis (Validation) 3/15 - 4/15
Revi ew and anal yze trended val ues conpared to sales. Analyze
assessnment uniformty. Perform sales studies by neighborhood,
property type, style, etc. Analyze COD and ratio information.
Anal yze unit price data. Make corrections as needed.

49



Annual

APPENDI X C

ANN 1-4 Forns

Reassessnent Aid Form (ANN 1)

Annual

Reassessnent Ald Form ( ANN 2)

Annual

Reassessnent Aid Form (ANN 3)

Annual

Reassessnent Aid Form (ANN 4)
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APPENDI X D

Rol es and
Responsi bilities
f or Annual
Reassessnent
Tasks
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Rol es and Responsibilities for Annual

Reassessnent Tasks

Responsibility for Task

Tasks/ Funct i ons

U M| C| Of V

U= Unknowmn M= municipality

V = vendor/ consul t ant,

C = county O = other

S = ORPS

Project Administration -

Rol es and Responsibilities

Proj ect nmanagenent/coordi nati on

Public rel ations

Col | ecti on and Mai ntenance of Inventory Data -

Rol es and Responsibilities

Col l ection of New Inventory Data:

Non- conpl ex

Farm

Resi denti a

Vacant

Commer ci al

Conpl ex

Conmpl ex Conmrer ci al

| ndustri al

Uility

Forest (SCL/private)

Col | ecti on and Mi ntenance of Val uation Data -

Rol es and Responsibilities

Sal es Validation and Verification
(sal es data)

Verification of
Par cel s:

I nventory for Sale

Non- conpl ex

Farm
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Tasks/ Funct i ons

Responsibility for Task

U M| C| Of V

U= Unknowmn M= municipality C = county O = other

V = vendor/ consul t ant,

S

= ORPS

Resi dent i al

Vacant

Conmmer ci al

Conpl ex

Conpl ex Conmerci al

| ndustri al

Uility

Forest (SCL/private)

Fil e Mai ntenance of Sal es Data

Sal es Transmittal (Reporting) to ORPS

Col | ecti on of Non-Sal e Val uati on Dat a:

Non- conpl ex

Farm

Resi dent i al

Vacant

Conmmer ci al

Conpl ex

Conpl ex Conmerci al

| ndustri al

Uility

Forest (SCL/private)

53




Responsibility for Task

Tasks/ Funct i ons
U M C @) \V

U= Unknowmn M= municipality C = county O = other

V = vendor/consul tant, S = ORPS

Grouping of Data for Analysis and Val uation

- Roles and Responsibilities

Non- conpl ex

Farm

Resi denti a

Vacant

Commer ci al

Conpl ex

Conpl ex Conmer ci al

| ndustri al

Uility

Forest (SCL/private)

On-goi ng mar ket anal ysi s net hods

to evaluate uniformty and assessnent |evel

Sales ratio anal ysis

Nei ghbor hood revi ew

Land schedul e revi ew

VFF revi ew

Unit conpari son

Advanced statistical analysis (incl.
regression)
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Responsibility for Task
Tasks/ Functi ons

U M| C| O| V

U= Unknowmn M= municipality C = county O = other

V = vendor/consultant, S = ORPS

Eval uation of uniformty and assessnent |evel (analysis)

- Roles and Responsibilities

Non- conpl ex

Farm

Resi denti al

Vacant

Commer ci al

Conpl ex

Conpl ex Conmerci al

| ndustri al

Uility

Forest (SOL/private)

Det erm nati on of Val uati on Met hodol ogy (deci sion grid)

Rol es and Responsibilities

Non- conpl ex

Farm

Resi denti a

Vacant

Commer ci al

Conpl ex

Compl ex Commrer ci al

| ndustri al

Uility

Forest (SCL/private)
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Responsibility for Task
Tasks/ Functi ons

U M| C| O| V

U= Unknowmn M= municipality C = county O = other

V = vendor/consultant, S = ORPS

Application of Valuation Mt hodol ogy

Val uati on Devel opnent Tasks and Met hods

Nei ghbor hood
del i neati on/ nodi fication

Land schedul e devel opnent/
nodi fi cation

VFF devel opnent / nmodi fication

Cost/ depreci ati on anal ysis /
nmodi fi cation

Resi denti al nodel i ng:

AEP

MRA

Conpar abl e sal es (user-input)

Commerci al /industrial cost analysis

Val uation for Reappraisal - Roles and Responsibilities
Non- conpl ex
Farm

Resi denti al

Vacant

Commer ci al

Conpl ex

Conpl ex Conmer ci al

| ndustri al

Uility

Forest (SCL/private)

56




Tasks/ Functi ons

Responsibility for Task

U M| C| O| V

U= Unknowmn M= municipality C = county O = other

V = vendor/ consul t ant,

S = ORPS

Fi el d Revi ew of Val ues -

Rol es and Responsibilities

Non- conpl ex

Farm

Resi denti a

Vacant

Conmmer ci al

Conmpl ex

Conmpl ex Conmer ci al

| ndustri al

Uility

Forest (SCL/private)

Devel opnent of Trends -

Rol es and Responsibilities

Non- conpl ex

Farm

Resi denti a

Vacant

Commer ci al

Conpl ex

Conmpl ex Conmrer ci al

| ndustri al

Uility

Forest (SCL/private)
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Responsibility for Task
Tasks/ Functi ons

U M| C| O| V

U= Unknowmn M= municipality C = county O = other

V = vendor/consultant, S = ORPS

Val i dati on of Results - Roles and Responsibilities

Non- conpl ex

Farm

Resi denti a

Vacant

Conmmer ci al

Conmpl ex

Conmpl ex Conmer ci al

| ndustri al

Uility

Forest (SCL/private)

Ful | Disclosure — Major Tasks (if necessary)
Rol es and Responsibilities

Assessnent Di sclosure Preparation:

FM val ues, exenptions, etc.

Noti ce/ Cover letter preparation

Assessnent Di scl osure Notice
Processi ng/ Printing

Conduct Informal Meetings with
Taxpayers

Response to I nformal Meetings
(Field/Oficel FM

Process Sect. 511 Change of Assessnent
Not i ces
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