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Wisconsin Property Assessment Manual

Introduction

The Wisconsin Property Assessment Manual (WPAM) serves as the guide for uniform
property assessment throughout the State. Section 70.32, Wis. Stats. requires that
assessors utilize WPAM when valuing real property. The WPAM aids assessors in
the interpretation of statutes related to classifying and valuing property, describes
the property assessment cycle and deadlines, and defines the responsibilities of
public servants charged with carrying out property valuation. WPAM is developed
and maintained by the Department of Revenue (DOR), Office of Assessment
Practices per sec. 73.03(2a), Wis. Stats. and is updated on an annual basis.

WPAM refers to, and affirms, recognized practices in the professional appraisal of
property; however, it is not a comprehensive textbook in the theory and practice of
professional appraising. The assessor is expected to be grounded in these theories
which can be found in a multitude of textbooks such as The Principles of Appraisal
Practices, published by The Appraisal Institute. In addition, the assessor is expected
to have a thorough knowledge of mass appraisal principles which are discussed in
textbooks such as Property Assessment Valuation and Mass Appraisal of Real
Property, both published by the International Association of Assessing Officer.

Property owners should understand that the WPAM is meant to be interpreted in its
entirety. Extracting material from one section without understanding how it fits into
the other sections can result in misunderstandings. For these reasons, the DOR has
developed guides that answer common questions of particular relevance to property
owners. These guides can be found on the DOR  website
http://www.revenue.wi.gov/html/govpub.html#property.

Finally, it is highly recommended that property owners direct questions regarding a
specific property to their local assessor, their district office, or their attorney.


http://www.revenue.wi.gov/html/govpub.html#property
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Chapter

What Changed?

Various

All forms that were previous embedded into any of the chapters have been
moved to a separate WPAM Forms Chapter.

Cover Page

Cover page: Title changes only

Table of
Contents

Table of Contents: Reflects new page numbers.

Chapter 1

2013 page numbers in entire chapter will be different than 2012.
1-3 New effective dates for Standards.

1-4 Corrected word (in should be on.)(First sentence at top of page)

1-9 Added definition of mass appraisal.

1-10 Added language about the Annual Assessment Report (AAR).

1-31 Changed Frequently Asked Questions to Commonly Asked Questions.

Chapter 2

2013 page numbers in entire chapter will be different than 2012.

2-4 Corrected Town of Caledonia and Town of Mt. Pleasant, Racine County
to Villages.

2-6 Corrected last sentence in second paragraph. Fifth paragraph —
Temporary Certification form is now in the forms chapter.

2-8 Reworded first sentence under Study Resources for Exams

2-9 Added language about revocation of certification.

2-10 & 11 Removed links to statutory references.

2-12 & 13 Replace word "continuing education requirements" with "CEUSs."

Chapter 3

3-9 Changed Appraiser 2 to Appraiser Il and Appraiser 1 to Appraiser I.
3-10 to 3-18 Page breaks changed from 2012.

3-10 Statutory assessor duties were broken out into a list.

3-11 Statutory assessor duties were broken out into a list.

3-12 Chief Appraiser duties were broken out into a list.

Chapter 4

2013 page numbers in entire chapter will be different than 2012.
4-4 Corrected where to order copies of WPAM from.

4-9 Moved Complete the Municipal Assessment Report after Attend All
Hearings Before the Board of Review.

4-17 & 22 Moved "Send the following reports to the Supervisor of
Equalization" from May to Second Monday of June.

4-21 Changed replaced "an estimate should be provided" with "an
estimated report should be submitted.”

1 Revisions




Chapter

What Changed?

5-35 through 5-41 Page breaks on these pages are slightly different than
2012.

5-57 Changed reference to Chapter 17 to WPAM Forms Chapter.
5-57 Added sentence referring to example for correction of errors in

Chapter 5 Chapter 17.
5-59 Corrected index pages.
5-60 & 61 Corrected column breaks.
5-65 & 66 Page breaks on these pages are slightly different than 2012.
7-8 Removed "According to the Uniform Standards of Professional
Appraisal Practice" from Market Value definition.
7-9 Changed recent to reasonably in sec. 70.32, Wis. Stats quote.
Chapter 7 7-18 Added "either increased or decreased" to third sentence in the first
full paragraph. Corrected wording of paragraph 3 and added sentence.
7-18 through 23 Page breaks on these pages are slightly different than
2012.
7-26 Updated instruction on how to search database.
8-9 In last paragraph corrected dollar amount.
8-19 through 31 Page breaks on these pages are different than 2012.
8-46 through 54 Page breaks on these pages are different than 2012.
8-62 & 63 Page breaks on these pages are different than 2012.
Chapter 8 8-68 Ad_ded new sentence, next to last, in first paragraph under Sales
Comparison Approach.
8-68 through end Page breaks on these pages are different than 2012.
8-71 Corrected words in first paragraph under Income Approach.
8-72 through 75 Removed language about Discounted Cash Flow as related
to condominiums.
2013 page numbers in entire chapter will be different than 2012.
9-1 Removed extra word "vacant" from last sentence of first paragraph.
Chapter 9 9-15 Corrected different to differ in last paragraph.
9-43 Correct name of Department of Health & Safety.
9-54 Added sentence about subsidized housing above Sources for
Additional Information.
Chapter 10 10-13 Removed last sentence of last paragraph.
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Chapter

What Changed?

2013 page numbers in entire chapter will be different than 2012.
11-8 Moved Short Rotation Woody Crops to later in chapter.

11-14 Added Short Rotation Woody Crops.

11-15 through 17 Added language about Maple Sap Gathering.

11-47 Correct y-axis and x-axis reference in number 8.

Chapter 11 | 11-53 through 63 Updated the sales examples under Example of
Developing Unit Values.
11-64 through 68 Updated forms.
11-69 & 70 Updated example under Market Grid Analysis Plus and Minus
Dollars Per Acre.
11-74 through 76 Updated example under Appraisal Illustration.
Chapter 11 — 2013 page numbers in entire chapter will be different than 2012.
A 11-A-22 Removed language under 111421 about short rotation woody
trees.
Updated for 2013 Use Values.
Chapter 11 — | 11-B-13 Changed Section to Bureau and added Valeah Foy as director of
B Local Government Services Bureau; changed Bureau to Office of
Assessment Practices.
Chapter 11 — | 11-C-3 Corrected name of Notice of Changed Assessment form and
C changed Frequently Asked Questions to Commonly Asked Questions.
13-1 Updated how to locate publications in third paragraph.
Chapter 13 | 13-9 & 10 Updated trespass language. Assessor must leave card on
property if property owner is not present.
2013 page numbers in entire chapter will be different than 2012.
Entire Figure numbers changed.
14-4 Re-arranged paragraphs under Transfers Between Related Parties.
14-5 Added language about usability of transfers between related parties.
Chapter 14 14-6 Removed text and chart regarding "Omit" or "Include” certain types of

sales.
14-13 Corrected link to PAD system.

14-14 Removed "According to the Uniform Standards of Professional
Appraisal Practice” from Market value definition in second paragraph.

3 Revisions




Chapter

What Changed?

2013 page numbers in entire chapter will be different than 2012.

15-9 Replace language under Leasehold Improvements; corrected
leasehold is personal property not real estate

15-10 Removed number 1, b under 1 now is number 2, number 2 now is

Chapter 15 number 3; changed "Vanilla Shell" to White Box.
15-37 Removed and replaced language regarding manufactured and mobile
homes.
15-38 through 40 Removed question and replaced with text.
15-44 through 46 Removed questions and answers and replaced with text.
16-11 Removed duplicate entry in table.
16-11 to end Page breaks on these pages are different than 2012
Chapter 16 . . .
16-14 Updated link to composite useful lives chart.
16-15 Updated Composite Conversion Factors table.
2013 page numbers in entire chapter will be different than 2012.
17-5 Added link to Electronic Data CAQs.
17-10 Removed inactive link.
17-25 through end Page breaks changed.
17-25 through 34 Added language for scenarios of correction of Errors by
Assessors.
17-37 Added language about Summary of Open Book Actions form and
Chapter 17 fillable forms.
17-38 Changed wording under Forms Index stating that forms are
available in WPAM Forms Chapter and on the DOR website.
17-38 Added forms PA-105 and PA-205 to forms chart.
17-41 Added form PR-800 to forms chart.
17-42 Form Subject Index chart added column for Real property and
removed PA-110 and added PA-105, PA-205, PR-130 and PR-800.
17-Last page Removed — Forms are now in a separate WPAM Forms
Chapter.
18-1 through 17 Page breaks on these pages are slightly different than
2012
Chapter 18

18-3 Added sentence in number 7.
18-14 Added sentence to number 1.

4 Revisions




Chapter What Changed?
Chapter Title changed
2013 page numbers in entire chapter will be different than 2012.
19-1 Added language to clarify revaluation and reassessment; moved
Chapter 19 Section 70.05(5)(b), Wis. Stats — Trespass section to after payment of the
Expert Help section.
19-16 Removed unnecessary words, "of this."
19-21 Forms are now in Forms Chapter.
Chapter 21 | Added Beaver Dam Community Hospitals v. City of Beaver Dam
New Cases
2013 page numbers in entire chapter will be different than 2012.
21.3-18 Removed circuit court case Gehl and McDonough v City of
Madison Board of Review.
Chapter 21 L
21.3-23 Removed circuit court case State ex rel. Steensland v Board of
Review, City of Madison.
21.9-11 Corrected statute reference in second Metropolitan case.
22-10 Update link to Internal Revenue Service.
22-25 through 28 New language for Native American Property section.
22-25 to end Page break on these pages are different than 2012.
22-36 Removed Note under Colleges.
Chapter 22 | 22.41 Sec. 70.11(15) & 70.111(14) may not have shown in 2012 WPAM,
adjusted so information shows.
22-59 Add utility terrain vehicle clubs to Trailer groomers exemption;
corrected statute citation.
22-60 Added utility terrain vehicle clubs to exemption under 70.11(45m).
23-6 Changed Chapter 17 to Forms Chapter.
Chapter 23 .
23-22 Page break is different than 2012.
A-14 Jim Young is now the Madison Equalization District Office
Supervisor; Diane Forrest is now the Eau Claire Equalization Office
Supervisor, Milwaukee Equalization Office Supervisor is vacant.
A-16 Changed Assessor Certification and Training Unit to Office of
Assessment Practices.
A-23 Property Assessment Valuation is now the 3 edition.
Appendix A-37 Correct $7,725 to $7,275 in text below Factory Scales chart.

A-39 Removed "According to the Uniform Standards of Professional
Appraisal Practice" from Market value definition.

A-47 Added zeros to calculation.

A-48 Added decimal point to calculation.
A-50 Corrected calculation.

A-55 Added AAR Annual Assessment Report.

5 Revisions




Chapter What Changed?

G-1 Added Annual Assessment Report (AAR)

G-4 & G-40 Removed "According to the Uniform Standards of Professional
Glossary Appraisal Practice" from Market value definition.

G-5 Corrected wording in Municipal Assessment Report.
G-49 Added definition of Overburden.

All page numbers were updated to reflect 2013 WPAM.
Index I-1 Added Annual Assessment Report
I1-24 Added Uniform Standards of Professional Appraisal Practices

Table of Updated page reference numbers.
Contents

WPAM Forms | All forms are now in this chapter. They are no longer embedded
Chapter throughout the WPAM chapters.

6 Revisions




Chapter 1

Overview of the Property Tax

Municipalities are the primary units of property tax administration in Wisconsin. Section
70.045 Wis. Stats., defines a property taxation district as “a municipality, the town, village
or city, in which general property taxes are levied and collected.”

A separate property tax roll is prepared annually for each municipality (taxation district) in
the state. The tax roll is the official record of the amount of taxes levied against property
located within the municipality, and the portion of tax which will be paid by state tax
credits.

The municipal clerk delivers a new tax roll and tax roll certificate to the treasurer of the
municipality each December. The names and property descriptions in the tax roll come
from the assessment roll, which is the official record of the taxable value of property within
the municipality. These values determine how much of the total general property tax will
be charged to each property taxpayer.

The law requires that the assessor assess all property not exempt by law, which
has any marketable value. To make an assessment the assessor must first identify the
property and be able to distinguish it from other property. The assessor must understand
the difference between real and personal property and be thoroughly familiar with the
different classes of property.

An assessor provides two major services. The first is to administer the official duties of the
office such as preparing assessment rolls, granting exemptions, filing reports, and
monitoring assessment performance. The second is to discover, classify, and value property.
Successful property assessment requires the assessor to apply professional standards and
practices when engaging in administrative and appraisal activity.

Professionally Accepted Appraisal Practices

In 1991, Wisconsin Act 39 changed sec. 70.32 Wis. Stats. to require that property be
assessed according to professionally accepted appraisal practices. This language applies
directly to Wisconsin's assessment professionals.

The International Association of Assessing Officers (IAAQO) also prescribes standards and
practices specifically for assessors. The IAAO was one of the founding members of the
Appraisal Foundation and continues to be represented by that organization. The efforts of
the Appraisal Foundation and the IAAO continue to be in concert, including the importance
of providing USPAP standards that govern professional appraisal and assessment
practices. The Department of Revenue (DOR) will require assessor compliance with USPAP
by the year 2013.
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Statutes and Case Law

Although statutes and case law may be thought of as standards, they are not optional in the
sense of “attempting to achieve.” Rather, they are required.

Two of the primary requirements are contained in secs. 70.32 and 70.05, Wis. Stats. Section
70.32, requires assessors to assess residential, commercial, manufacturing, forest, other,
and personal property at full value. Agricultural land must be assessed according to use
value guidelines, and undeveloped and agricultural forest must be assessed at 50% of its
full value. Section 70.05, Wis. Stats., requires each major class of property, except
agricultural, to be assessed within ten percent of full value once in every five-year period.

Performance and Technical Standards

Performance and Technical standards for Wisconsin’s assessors are contained primarily in
three documents.

The Wisconsin Property Assessment Manual (WPAM).

International Association of Assessing Officers (IAAO) Technical Standards.
(Effective 1-1-12)

Uniform Standards of Professional Appraisal Practice (USPAP). (Effective 1-1-13)

Wisconsin Property Assessment Manual (WPAM)

The Wisconsin Property Assessment Manual (WPAM) describes technical, procedural, and
administrative practices. It also defines procedures, policies, and assessor performance
expectations.

The authority for preparing the Wisconsin Property Assessment Manual comes from sec.
73.03, Wis. Stats. This statute requires that the DOR prepare a manual that “shall discuss
and illustrate accepted assessment methods, techniques and practices with a view to more
nearly uniform and more consistent assessments of property at the local level.” It goes on to
say “The manual shall be amended by the department from time to time to reflect advances
in the science of assessment, court decisions concerning assessment practices, costs, and
statistical and other information deemed valuable to local assessors by the department.”

The 2010 WPAM prescribed new standards to take effect in 2012 and 2013. The new
standards are:

1. Technical Standards from the International Association of Assessing Officers
which deal with issues such as mass appraisal, public relations, and sales
ratio studies.

2. Uniform Standards of Professional Appraisal Practice from the Appraisal
Foundation. These standards focus on practices that promote public trust
and on communicating in a manner that is meaningful and not misleading.
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IAAO Technical Standards

The International Association of Assessing Officers (IAAO) strives to be the “internationally
recognized leader and preeminent source for innovation, education, and research in
property appraisal, assessment administration, and property tax policy.”

The IAAO accomplishes this, in part, by publishing Technical Standards. These are listed
below and are available without charge from the IAAO website at: http://www.iaao.org/

Guide to Assessment Administration Standards (August, 2004)

Standard on Contracting for Assessment Services (February, 2008)

Standard on Oversight Agency Responsibilities (July, 2010)

Standard on Assessment Appeal (July, 2001)

Standard on Automated Valuation Models (AVMS) (September, 2003)

Standard on Digital Cadastral Maps and Parcel Identifiers (January, 2012)

Standard on Facilities, Computers, Equipment, and Supplies (September, 2003)

Standard on Manual Cadastral Maps and Parcel Identifiers (January, 2012)

Standard on Mass Appraisal of Real Property (January, 2012)

Standard on Professional Development (December, 2000)

Standard on Property Tax Policy (January, 2010)

Standard on Public Relations (July, 2011)

Standard on Ratio Studies (January, 2010)

Standard on Valuation of Personal Property (December, 2005)

Standard on the Valuation of Properties Affected by Environmental Contamination (July,
2001)

Standard on Verification and Adjustment of Sales (November, 2010)

Whether or not the IAAO Standards appear in the WPAM, the most current version in
effect on January 1 of a given assessment year is incorporated by reference in the manual.

An assessor should review and become familiar with each of the standards. IAAO updates
the standards on a random basis, so the assessor should be sure they are using the most
current version of the standard. Assessors should recognize that the standards are general
in nature and should always check the state statutes for final guidance. A brief synopsis of
each standard is below.

Guide to Assessment Administration Standards

This is an index to the IAAO standards. Assessors should use this guide to direct them to
the appropriate standard or other document they need.

Standard on Contract for Assessment Services

This standard deals with contracting for assessment services. The standard covers such
things as Request for Proposals (RFP), awarding of contracts, monitoring contract
performance, considerations by type of service. Municipalities use RFP’s to be sure that
there is clear understanding as to what they expect to be done. RFP’s provide the assessor
with clear information as to what is expected so they are able to develop a proposal based
on the requirements.
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Standard on Oversight Agency Responsibilities

This standard was formerly known as Standard on Administration of Monitoring and
Compliance Responsibilities. The standard was updated and renamed in July, 2010. This
standard applies more to the Wisconsin Department of Revenue (DOR). DOR has the
responsibility of overseeing the assessment process.

Standard on Assessment Appeal

This standard refers to appeals instigated by property owners; it is not intended to cover
appeals between taxing districts or governmental agencies.

This standard outlines the procedures for informal appeals to the assessor, appeals to
Board of Review (BOR) and appeals to DOR or courts. It also covers the notice of
assessment use and timing.

Standard on Automated Valuation Models (AVMs)

This standard provides guidance for both public sector CAMA and private sector AVM
systems. It covers the design, preparation, interpretation and use of AVMs for the appraisal
of property. The principles addressed in this standard are considered applicable to all
appraisals of real property, which are designed to estimate market value. The standard
does not address the appraisal of personal property, highly specialized or unique property.

As presented in this standard, the development of an AVM conforms to USPAP Standard 6.
The assessor should follow USPAP standards that relate to their assignment.

This standard covers specifications of AVM models, calibration techniques, residential
AVMs, commercial and industrial AVMs, land models, AVM testing and quality assurance,
and AVM reports.

Standard on Digital Cadastral Maps and Parcel Identifiers

This standard addresses the development and maintenance of digital cadastral maps,
parcel data layers in a geographic information system, and parcel identifiers. The standard
is meant to be more pertinent to local jurisdictions maintaining in house parcel-mapping
systems. Manual systems are dealt with in another standard.

The standard covers topics such as, elements of a digital cadastral mapping system,

preparation for a digital cadastral mapping program, digital cadastral map creation,
mapping system maintenance, quality control, and parcel identifiers.
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Standard on Facilities, Computers, Equipment, and Supplies

This standard provides only general recommendations on facilities, computers, equipment,
and supplies. Detailed recommendations are not given as technology changes rapidly, and
the exact requirement of any office depends on the specific needs of the assessment office.
These needs are determined based on the workload of the office, among other things.

This standard covers office facilities and furniture, office equipment, computers, reference
materials, supplies, and forms. Again these are general in nature and every office must
determine what is acceptable for their office.

Standard on Manual Cadastral Maps and Parcel Identifiers

This standard provides recommendations for the development and maintenance of manual
cadastral maps and parcel identifiers. The standard on digital cadastral mapping should be
referred to for detailed information on mapping standards.

This standard covers elements of a manual mapping system, map content, essentials of
design, preparation for a mapping program, parcel map compilation process, digital
mapping and interactive graphics, parcel identification systems, and assigning parcel
identifiers.

Standard on Mass Appraisal of Real Property

This standard defines requirements for the mass appraisal of real property for ad valorem
purposes. It primarily addresses the needs of assessors, assessment oversight agencies, and
taxpayers. It addresses procedures to be used for appraisal at market value; it does not
address appraisals at use value, acquisition value, base year value, or classification. Section
3 focuses on collecting and maintaining property data; section 4 deals with the three
approaches to value; section 5 discusses some managerial considerations.

Standard on Professional Development

This standard contains recommendations for basic guidelines for the professional
development, education, and certification of assessing officers. This standard is broad in
scope due to the various state requirements. Assessors should be well acquainted with the
certification requirements in Wisconsin. Assessors and their staff should be aware of and
attend classes and training offered by IAAO, WAAO, and DOR.

Some of the areas this standard covers are certification programs, recommended education,
administrative authority and responsibilities, qualifying applicants for employment,
certification and education, and continuing education.

Standard on Property Tax Policy

This standard defines the elements of property tax policy and their influence on the
equitable distribution of property taxes. It does not address the collection of property taxes.
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Some of the areas this standard covers are assessing officer’s role in policy formation, tax
policy analysis, components of a model property tax system — valuation and taxation,
property appraisal vs. property tax, controls on the incidence of property taxation, and
controls on the overall property tax system.

Standard on Public Relations

This standard focuses on public relations and what it means to an assessor. A good public
relations program is a benefit to the assessor and promotes effective communications
between the assessment office and the property owners. It should be an integral part of the
assessment office. A well-planned and well-executed public relations program not only
shows what an assessment office does, but also how, why and for whom it does it services.

This standard covers topics such as developing a public relations program, developing a
procedural manual, public records, printed information and correspondence, media
contacts, speaking engagements, contacting other public officials, appeals process, public
education and internet web sites.

All assessors, whether in a one person office or a large multi person office, need to take the
time to develop a good public relations program.

Standard on Ratio Studies

This standard has two major parts. The first section pertains to the local assessor, while the
second section pertains to the oversight agency (DOR). The standard contains many
technical details, however, the assessor can refer to Property Appraisal and Assessment
Administration (IAAO 1990, Chapter 20) and in Gloudemans (1999, Chapter 5) for further
information. The assessor will use ratio studies more than the oversight agency; however it
is a powerful tool that should be used by both. This standard provides useful information on
how to set up and use ratio studies.

This standard covers topics related to the assessor such as steps in ratio studies, timing and
sample selection, ratio study statistics and analyses, sample size, reconciliation of ratio
study performance measures, ratio study standards, and personal property ratios studies.
Topics related to the oversight agency include oversight of ratio studies, steps in ratio
studies, timing and sample selection, acquisition and analysis of sales data, ratio study
statistics and analyses, sample size, appraisal ratio studies, estimating performance for
unsold properties, presentation of findings, documentation and training, ratio study
standards, and personal property studies.

Standard on Valuation of Personal Property

This standard is intended to provide information pertaining to the defining, discovery,
listing, classifying, valuing, verifying and reporting personal property for ad valorem tax
purposes. It is not intended to address unique valuation issues associated with personal
property of public utilities, telecommunications, railroads or similar properties.
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This standard presents methods and techniques that assessors can use to achieve uniform
and equitable personal property valuations. Topics covered by this standard include
definition of personal property, discovery of personal property, verification and auditing
and valuation.

Standard on the Valuation of Properties Affected by Environmental
Contamination

This standard provides information and guidance concerning the affect environmental
contamination has on the valuation of property for assessment purposes. It also provides
valuable reference resources for the assessor who is faced with a contaminated property.

This standard covers several topics including definitions of contaminants, impact on value,
specific factors influencing value, approaches to value, other considerations, summary of
considerations, and public relations.

Standard on Verification and Adjustment of Sales

This standard addresses two inter-related topics — sales verification and adjustment of
sales. It provides guidance to the assessor to be sure that they are only using sales that
meet the definition of market value and that have been adjusted for any money not
attributable to the real estate when they are developing their estimates of market value.
Accuracy is dependent upon proper verification and adjustment of sales data.

Topics covered by this standard include sources of sales data, useful sales information,
sales verification, documenting the results of the verification process, and adjustments.

Uniform Standards of Professional Appraisal Practices (USPAP)

The Appraisal Foundation strives to be the “ultimate source of appraisal standards,
appraiser qualifications and standards of ethical conduct in all valuation disciplines to
assure public trust in the valuation profession.” The Appraisal Foundation has codified
industry-wide appraisal standards in a document entitled Uniform Standards of
Professional Appraisal Practice (USPAP).

The Appraisal Foundation’s stated purpose for USPAP is to “promote and maintain a high
level of public trust in appraisal practice by establishing requirements for appraisers. It is
essential that appraisers develop and communicate their analyses, opinions, and
conclusions to intended users of their services in a manner that is meaningful and not
misleading.”

The Preamble of USPAP states “USPAP does not establish who or which assignments must
comply. Neither The Appraisal Foundation nor its Appraisal Standards Board is a
government entity with the power to make, judge, or enforce law. Compliance with USPAP
is required when either the service or the appraiser is obligated to comply by law or
regulation, or by agreement with the client or intended users.” Section 70.32 Wis. Stats.,

1-7 Revised 12/12



Wisconsin Property Assessment Manual Chapter 1 Overview of the Property Tax

requires the use of professionally accepted appraisal practices therefore, beginning January
1, 2013, assessments must be conducted in a manner that meets those USPAP standards
applicable to assessment practice.

Whether or not those sections of USPAP appear in the WPAM, the most current version in
effect on January 1 of a given assessment year is incorporated by reference in this manual,
beginning with January 1, 2013 assessments.

The USPAP document is updated every two years and is available for viewing without
charge on the Foundation’'s website (www.appraisalfoundation.org). A printed copy can be
ordered from the Foundation's website as well. The USPAP table of contents includes:

Preamble

Ethics Rule

Competency Rule

Scope of Work Rule

Jurisdictional Exception Rule

Record Keeping Rule

Standards and Standards Rules
Standard 1: Real Property Appraisal, Development
Standard 2: Real Property Appraisal, Reporting
Standard 3: Appraisal Review, Development and Reporting
Standard 4. Real Property Appraisal Consulting, Development
Standard 5: Real Property Appraisal Consulting, Reporting
Standard 6: Mass Appraisal, Development and Reporting

Standard 7: Personal Property Appraisal, Development
Standard 8: Personal Property Appraisal, Reporting
Standard 9: Business Appraisal, Development

Standard 10: Business Appraisal Reporting

USPAP addresses the ethical and performance obligations of appraisers through
Definitions, Rules, Standards, Standards Rules and Statements.

The Definitions establish the application of certain terminology in USPAP
The Ethics Rule sets forth the requirements for integrity, impartiality,
objectivity, independent judgment, and ethical conduct.
The Competency Rule presents pre-assignment and assignment conditions
for knowledge and experience
The Scope of Work Rule presents obligations related to problem
identification, research, and analyses
The Jurisdictional Exception rule preserves the balance of USPAP if law or
regulations of a jurisdiction precludes compliance with any part of USPAP
The Record Keeping Rule identifies what must be included in a workfile
The ten Standards establish the requirements for appraisal, appraisal
review, and appraisal consulting service and the manner in which each is
communicated

Vv Standards 1 and 2 establish requirements for the development and

communication of a real property appraisal

Q8 ¥ 8 8 9N\
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v Standard 3 establishes requirements for the development and
communication of an appraisal review
v Standards 4 and 5 establish requirements for the development and
communication of a real property appraisal consulting assignment
v Standard 6 establishes requirements for the development and
communication of a mass appraisal
Vv Standards 7 and 8 establish requirements for the development and
communication of a personal property appraisal
v Standards 9 and 10 establish requirements for the development and
communication of a business or intangible asset appraisal
@ Statements on Appraisal Standards clarify, interpret, explain, or elaborate
on a Rule or Standards Rule
@ Comments are an integral part of USPAP and have the same weight as the
component they address. These extensions of the definitions, rules, and
standard rules provide interpretation and establish the context and condition
for application

According to USPAP, “In developing a mass appraisal, an appraiser must be aware of,
understand, and correctly employ those recognized methods and techniques necessary to
produce and communicate credible mass appraisals.” For example, when reporting a mass
appraisal, the appraiser must follow USPAP Standards Rule 6-8 which requires the
appraiser to identify the client and other intended users, the intended use of the appraisal,
the type and definition of value, the effective date of the appraisal, the characteristics of the
properties, and the scope of the work necessary to produce a credible assignment.

Since assessors in Wisconsin do mass appraisal work, they must follow the five Rules
(Ethics, Competency, Scope of Work, Jurisdictional Exception and Record Keeping) and
Standard 6: Mass Appraisal, Development and Reporting as of January 1, 2013. USPAP
defines mass appraisal as, "The process of valuing a universe of properties as of a
given date using standard methodology, employing common data, and allowing for
statistical testing." A mass appraisal includes:

1. Identifying properties to be appraised

2. Defining market area of consistent behavior that applies to properties

3. ldentifying characteristics (supply and demand) that affect the creation of
value in that market area

4. Developing a model structure that reflects the relationship among the
characteristics affecting value in the market area

5. Calibrating the model structure to determine the contribution of the
individual characteristics affecting value

6. Applying the conclusions reflected in the model to the characteristics of the
property(ies) being appraised

7. Reviewing the mass appraisal results

There are exceptions to USPAP, which are recognized in the Jurisdictional Exception Rule.
This rule states, in part, “If any applicable law or regulation precludes compliance with any
part of USPAP, only that part of USPAP becomes void for that assignment.” In an
assignment involving a jurisdictional exception, USPAP requires the appraiser to:
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=

Identify the law or regulation that precludes compliance with USPAP;
Comply with that law or regulation;

3. Clearly and conspicuously disclose in the report the part of USPAP that is
voided by that law or regulation; and cite in the report the law or regulation
requiring this exception to USPAP compliance

n

The jurisdictional rule goes on to say, “Law includes constitutions, legislative and court-
made law, and administrative rules and ordinances.” These provisions recognize the need to
respect jurisdictional requirements when appraising property for assessment purposes.

The Annual Assessment Report

One of the requirements of USPAP is to complete a report for the client. In Wisconsin the
report is called the Annual Assessment Report (AAR). The report explains to your client
how you completed the assessment work in the municipality. The report must be completed
within 30 days of the final adjournment of the Board of Review. To aid the assessor in
completing their AAR, The Department of Revenue (DOR) has developed a template of the
AAR that can be downloaded from the DOR website at
http://www.revenue.wi.gov/forms/govasst/pr-800.pdf.

Assessors will use the template as a guide and customize their report to reflect the work
they have done in their municipality. Ample modifiable notes sections are throughout the
report for assessors to explain their unique situations.

The Addenda to the AAR will contain specific information, unique to each municipality.
Unlimited attachments may be added to the report and easily transferred to the local DOR
Equalization Office using the file transfer site at
https://ww?2.revenue.wi.gov/FileTransfer/application?PASS_types=30. Among items to be
included:

Sales used in the analysis (and sales not used)

Neighborhood and market area maps and spreadsheets

Improved valuation and land models

Names and qualifications of those providing significant assistance
Copy of contract or work agreement

Copy of Notice of Changed Assessment

Copy of Assessor's Affidavit

NooakrwhE

As stated in the current edition of Completing the Annual Assessment Report — Common
Questions, "For 2013, each statutory assessor must file at least one report. As this is a year
of cooperative learning, feedback will consist of suggestions and recommendations only. If
possible, you should complete a report for a municipality undergoing a revaluation.”

For 2014, you must file a report for every municipality for which you are the statutory
assessor.

The Common Questions can be found at:
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http://www.revenue.wi.gov/fags/index-pt.html

Professional Ethics

Ethics serve to guide professional conduct and behavior. Section 19.59 Wis. Stat., defines a
code of ethics for local government officials, including assessors. Several portions of the
statute are of particular import to municipal assessors. For example, sec. 19.59(1)(a) Wis.
Stats. states in part,

“No local public official may use his or her public position or office to obtain
financial gain or anything of substantial value for the private benefit of
himself or herself or his or her immediate family, or for an organization with
which he or she is associated.”

Section 19.59(1)(b), Wis. Stats. states in part, “No person may offer or give to a local public
official, directly or indirectly, and no local public official may solicit or accept from any
person, directly or indirectly, anything of value if it could reasonably be expected to
influence the local public official's vote, official actions or judgment, or could reasonably be
considered as a reward for any official action or inaction on the part of the local public
official.”

Section 19.59(1)(c)1, Wis. Stats. states in part that no local public official may “Take any
official action substantially affecting a matter in which the official, a member of his or her
immediate family, or an organization with which the official is associated has a substantial
financial interest.”

In addition to the statutory ethics requirements, the assessor will find ethical
considerations related to appraisal practices in the Ethics Rule of USPAP which states, “An
appraiser must promote and preserve the public trust inherent in appraisal practice by
observing the highest standards of professional ethics.”

USPAP’s Ethics Rule is divided into three sections: Conduct, Management, and
Confidentiality. Although appraisers are responsible to conform to all of these, the parts
most applicable to Wisconsin assessors are the Conduct and Confidentiality provisions.

The Conduct provision states in part, “An appraiser must perform assignments with
impartiality, objectivity, and independence, and without accommodation of personal
interests.”

The Confidentiality provision states in part, “an appraiser must protect the confidential
nature of the appraiser-client relationship. An appraiser must act in good faith with regard
to the legitimate interests of the client in the use of confidential information and in the
communication of assignment results.”

Violation of any ethical code is considered misconduct on the part of certified assessment
personnel and is subject to disciplinary action.
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Statutes Governing Assessments

For purposes of taxation, property in Wisconsin is divided into general property and exempt
property. General property is defined as all property that has not, by law, been exempted
from general property taxes. (Chapters 70, 76, and 77 of the Wisconsin Statutes specify the
types of property that are exempt.) General property taxes are levied by the state and by
local taxing jurisdictions and are charged to a unit of property in the same proportion that
the unit’s value is to the total property value within the jurisdiction.

General property is divided into two broad categories, real property and personal property.
Real property is land, any improvements that have been attached to the land, and all
fixtures, rights, and privileges pertaining thereto. Personal property includes all goods,
wares, merchandise, chattels, and effects, of any nature or description having any real or
marketable value, and not included in real property.

An additional class of property has been added to Section 70.32 under the 2003 Act 33.
General real property must, by law, be further divided into the following eight classes,
according to its use:

Residential

Commercial

Manufacturing

Agricultural

Undeveloped Land, formerly swamp, or waste
m. Agricultural Forest

Productive Forest Land

Other

NougoswNe

There is also a requirement that general personal property must be placed in one of the
following categories:

steam and other vessels
machinery, tools and patterns
furniture, fixtures and equipment
all other general personal property

It is the job of the assessor to estimate the value of property as of January 1 of each year
and to record this information in the assessment roll. All real property is recorded in one
section of the assessment roll while personal property is recorded in a separate section.

Section 70.32, Wis. Stats., refers to the assessment of real property. Usually, parcels of real
property will be 40 acres (a quarter-quarter section) or smaller pieces (blocks or lots, for
example) derived from the subdivision of an original 40 acre parcel. Whatever its size, or
legal description, every parcel of general real property which is listed separately in the roll
must first be classified by use and then be assigned a value for land, and for improvements,
if there are any, which will be used in the calculation of the tax to be charged against the
property. If a legal description of real property contains different classes of property, the
assessor should indicate how much of the parcel’s total acreage and value is within each
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class (refer to chapter 11 for instructions on how to value agricultural property). The name
and address of each owner or other person or company responsible for the tax should also be
entered next to the property description.

The law, under sec. 70.30, Wis. Stats., also refers to the assessment of the several items of
personal property which are to be separately valued and taxed. The assessor must list the
name of each person who will be charged a general tax on personal property, and next to
the person’s name must be entered the number and value of the several items for which the
person will be taxed. Each person listed separately, and the number and value of items
charged to that person, are often referred to collectively as an account.

Manufacturing property is assessed by the State. Beginning with the January 1, 2003
manufacturing assessments the DOR will charge municipalities with manufacturing
properties. The annual fee will be based on equalized value of the manufacturing property
located in the municipality multiplied by a rate determined by the DOR to cover 50% of the
budgeted cost associated with administering the assessments. The state assesses
manufacturing property at the same time that local assessors are determining the value of
non-manufacturing property. The state prepares an assessment roll for the manufacturing
property located in a municipality while the local assessor prepares a roll for all other
property within the same municipality. Owners of manufacturing property may protest the
state-determined values to a state Tax Appeals Commission. Owners of non-manufacturing
property may protest the locally determined values to a local Board of Review (BOR).

In each assessment roll, there is one list of separate parcels of real property, and another
list of separate personal property accounts. The January 1 value recorded in the
assessment roll for each property is the basis used to determine how much of the total
general tax levy is to be charged to that real or personal property.

Before the amount of property tax for each individual property can be determined, the
amount of money to be spent by each of the various taxing jurisdictions must be known. In
Wisconsin, the state, counties, towns, villages, cities, and school districts are all taxing
jurisdictions. Each jurisdiction may levy a general property tax on properties located within
its legal boundaries for use by the jurisdiction to finance its operations. While the general
property tax is the principal source of revenue over which the local units have direct
control, the property tax does not supply all revenues that these units need. Certain non-
property revenues that are collected by the state are returned to local, school, and county
units by sharing the tax collected through aids or credits. Consequently, the property tax
has become a supplemental tax which is levied by the local, school, and county units after
all other non-property revenues have been estimated. The sum of the tax is the difference
between the estimated expenditures to be made by the jurisdiction in the next year, and the
estimated non-tax revenues available to the jurisdiction in the next year, such as state aids,
shared taxes, and license fees.

Once the amount of taxes to be levied by each taxing jurisdiction has been determined, the
tax levy must be divided among all of the taxation districts that contain territory in the
jurisdiction. A state levy, for example, would be apportioned among all of the taxation
districts in the state; an individual county’s levy among all of the taxation districts in the
county; and a school levy among all of the taxation districts in the school district.
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All of the values in different municipalities but in the same taxing jurisdiction, must be
pulled together to calculate how much of the total levy to apportion to each municipality.
The values determined by local assessors cannot be used to apportion levies among
different municipalities. To do so would violate the rule of uniformity, because different
assessors may value property at different percentages of fair market value; therefore, the
state, using various information, converts the assessed values, by municipality, and by
taxing jurisdiction, to a uniform level. These uniform values are also called equalized
values because all of the various local levels of assessment have been equalized and all of
the general property has been valued on an equal basis, namely 100 percent of market
value. The equalized values are used by the taxing jurisdictions to apportion their tax levies
among municipalities.

While local, school, county, and state units each levy a tax on property, only the local units
make the primary assessment and the initial tax collection. This is accomplished in the
following manner. The state reforestation tax is billed to each county clerk who, in turn,
bills this tax to each town, city, and village within the county.

School boards levy a tax on property after they have estimated their non-property revenues
and these taxes are billed by the school clerk to each taxation district, or part of a taxation
district, within the school district. Likewise, all taxes levied on property by the county
boards are billed by the county clerk to each town, village, and city within the county. All of
these bills are apportioned among the various municipalities or school districts within the
county, based upon the proportion of full property values that each individual district or
municipality bears to the county total full value.

After the levies are apportioned by the taxing jurisdictions, the local clerk totals all of these
billings and adds them to the amount, if any, the local unit has levied on property for local
needs. The amount of this total tax levy that will be borne by each property is based on the
assessed value of each property as established by the local assessor, in relation to the total
assessed value of the taxing district. The relationship of each individual assessment to the
total assessed value of the taxation district will equal the tax liability for each property in
relation to the total tax liability of the tax district.

Individual Assessment = Individual Tax Liability
Total Assessed Value Total Tax Liability of Taxation District

To apportion the tax levies among the individual properties in the taxation district, the tax
rate is calculated. The tax rate is the rate that is necessary to raise sufficient money from the
property tax to meet the levy. It is determined by dividing the total assessment of a district
into the levy and is often expressed in dollars per hundred or dollars per thousand of
assessed value.

Tax Rate = Levy
Total Assessed Value

Once the tax rate has been established, the amount of property taxes to be borne by an
individual property is determined by multiplying the assessed value by the tax rate.
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When the town, city, or village treasurer collects the taxes, considerable amounts of money
are turned over to the county. The county in turn, keeps the county taxes, but returns the
amount of the state reforestation to the State Treasurer.

To summarize, the allocation of school, county, and state taxes to each taxation district is

based upon the full value of the entire district, but the amount allocated to each individual
taxpayer is based upon the local assessed value of each parcel.

Figure 1-1

Basic property tax functions of the several units of government

debt retirement;
general property
tax levied by
district commission
and apportioned to
taxation district
clerks, special
assessments and
charges billed
directly to
taxpayer.

33.30(3)(c), Wis.
Stats.

Governmental Tax levy or
unit apportionment Assessment Review Tax collection
Local Taxation  For general Made by town, Local BOR, All collections
District: government- Fire, village, city or Circuit Court, made by local
Town Police, Public county assessing State treasurer in the
Village works, etc. levied officers. Assessed Supreme first instance.
City by town, village or value for each Court (Sec. Local treasurer
city board of parcel entered in 70.46, Wis. remits county &
common council. local assessment Stats.) and state taxes
Tax billed to roll- (Sec. 70.05- Wisconsin collected to county
individual property  70.10, Wis. Stats.) DOR treasurer & school
owners or by the county taxes to treasurer
assessor if under of school district
70.99
Special Purpose For general Made by Wisconsin  No specific All general
District operations, capital DOR Secs. review per se  property tax
improvements and  60.306(3), monies received

from taxation
district treasurer.
Special
assessments and
charges may be
collected by special
purpose district
treasurer
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Basic property tax functions of the several units of government

Educational
District

maintenance, debt
retirement; levied
by district boards &
apportioned to
taxation district
clerks by district
board secretary
(sec. 38.16, Wis.
Stats.)

Governmental Tax levy or

unit apportionment Assessment Review Tax collection
Vocational, For capital Made by Wisconsin  No specific None- all property
Technical and improvements, DOR (sec. 38.16, review per se  tax monies

Adult operation Wis. Stats.) received from

taxation district
treasurer.

School District

For school
construction &
operation; levied by
school boards &
apportioned to
taxation district by
clerk of school
district. (sec.
120.12, Wis. Stats.)

Made by Wisconsin
DOR (sec. 121.06,
Wis. Stats.) known
as equalized value
of school districts.

No specific
review per se

None- All property
tax monies
received from
taxation district
treasurer.

Department of
Administration
(DOA) & Secretary
of State. (sec. 70.60,
Wis. Stats.)

property is also a
state function

County For welfare & Made by Wisconsin  Wisconsin County treasurer
highways, etc. DOR. (sec. 70.57, Tax Appeals collects only
Levied by county Wis. Stats.) See (1) Commission delinquent taxes
board and below (sec. 70.64, and postponed
apportioned to Wis. Stats.) payments, but
taxation districts must keep
by county clerk. complete record of
(sec. 70.63, Wis. all payments over
Stats.) extended period of
time.
For reforestation Made by Wisconsin  Wisconsin None — State
State purposes levied by DOR (Sec. 70.57, DOR (sec. treasurer receives
state legislature Wis. Stats.). Known 70.57 [2] & all property tax
(sec. 70.58, Wis. as full values or [3], Wis. money due from
Stats.) and county assessment.  Stats.) county treasurer.
apportioned to each  The assessment of
county by manufacturing

(1) County may now be the governmental unit making the primary assessment if provisions of sec.
70.99, Wis. Stats. are adopted.
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Administrative Structure of General Property Tax

The power to tax property was granted to local governments by Article VIII of the
Constitution of the State of Wisconsin. This article requires that the taxation of property be
uniform. To ensure uniformity in the taxation of property throughout the state, the State
Legislature has sole responsibility for all laws pertaining to property tax assessments and
tax collection. It has the right to prescribe what shall be taxed and what shall not be taxed,
and to classify persons and property for purposes of taxation. To further promote uniformity
of local property tax administration, the Wisconsin DOR has been given broad supervisory
and regulatory duties that are implemented primarily through the Division of State &
Local Finance.

In Wisconsin, the property tax is administered on a widely decentralized basis and touches
every level of government. The following outlines the various duties of town, village, city,
county, and state governments in regard to the administration of the property tax. This list
is by no means complete, but includes the most important areas.

Town, Village, and City Governments

Governing Body, Town Board, Common Council, Board of Trustees

Each municipality must raise the funds needed to operate its own functions in addition to
its share of the funds needed for the county and school district operations and the state
forestation tax. Property taxes are the major source of revenue for local units, and primary
responsibility for assessment and tax collections rests with each town, village and city in
the state. The governing units provide for a method of selecting the assessor and assistant
assessor. They fill vacancies and unexpired terms of assessing officials, establish the
salaries of assessing officials, and provide the operating and capital budgets of the
assessor’s office (in counties not under the county assessor system). In counties adopting
the county assessor system, the assessor is appointed either by the county executive, the
county administrator, or the chairman of the county board with the approval of the county
board.

Assessor

It is the assessor’s duty to discover, list and value all taxable real and personal property
within the taxation district. It is the assessor’s responsibility to ensure that parcels within
the district are valued uniformly. Preparation of the annual assessment roll is the end
result of each year's work. The assessor also submits a number of annual reports to the
DOR concerning changes to property, which are discovered each year.

By far the largest percentage of assessors are part-time officials. Full-time assessors are
found primarily in the more densely populated municipalities and are provided for in
counties under the county assessor system authorized by sec. 70.99, Wis. Stats., Personnel
of the DOR who value manufacturing property are also referred to as “the assessor.
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Methods of Selection

Section 70.05(1), Wis. Stats., requires that each taxation district have an assessor. “There
shall be elected at the spring election one assessor for each taxation district not subject to
assessment by a county assessor under sec. 70.99, Wis. Stats. if election of the assessor is
provided.” The election of assessors, whether in a town, village, or city, is held biennially in
odd numbered years. An elected assessor must be an elector of the taxation district, and
holds office for a term of two years.

As an alternative to an elected assessor, the law makes provision for the appointment of
assessors. Whenever an assessor is appointed, the requirement that the assessor be an
elector of the taxation district does not apply. If a corporation is appointed as the assessor,
the corporation shall designate the person in its employ who will be responsible for the
assessment

An assessor, whether elected or appointed, must be currently certified by the DOR.
Certification of assessors is discussed in more detail later in this chapter.

Aside from these basic requirements, the statutory provisions for selecting the assessor
vary somewhat for towns, villages, and cities; therefore, each will be discussed separately.

Towns

Section 60.30, Wis. Stats., outlines the election of assessors in towns. This section provides
for the election of an assessor biennially, in the odd numbered years, as described above.
Elected assessors in towns must take and file the official oath of office within five days
before June 1, even though the assessor is elected in the April election. This is done so that
when the BOR meets in May the newly elected assessor has not yet taken office, and
therefore, is not put in the awkward position of having to defend assessments made by the
previous assessor.

The law also provides methods of appointing town assessors. There are two different ways
that a town may change from an elected assessor to an appointed assessor. One way is
through a referendum, the other is by a vote of the electors at the town meeting. The
provisions for appointing assessors are listed in sec. 60.307 Wis. Stats. This section also
provides that no assessor may hold the office of treasurer and assessor at the same time. In
addition, it allows the electors of a town, by referendum held at a regular or special
election, to vote to combine the offices of the assessor and clerk, to take effect at the
expiration of the current terms of both officers.

Villages

Section 61.19, Wis. Stats., governs the selection of assessors for villages. It provides for the
election of an assessor in each village in odd-numbered years, except as otherwise provided.
This section also provides that the method of selection or tenure of any office may be
changed in accordance with the provisions of sec. 66.01, Wis. Stats.
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Section 66.01, Wis. Stats., applies to both villages and cities, and deals with home rule and
the manner of enacting, amending, or repealing a city or village charter. As it applies to the
assessor, this section provides that an ordinance, which could change the method of
selection or tenure of an assessor, can be passed by a two-thirds vote of the governing body.
Such an ordinance cannot take effect until 60 days after its passage and publication and
may be submitted to a referendum vote initiated by either the electors or the governing
body.

Section 61.34(2), Wis. Stats., provides for the joint employment of an assessor through a
cooperative arrangement among villages or cities. It states that “The village board, in
behalf of the village, may join with other villages or cities in a cooperative arrangement for
executing any power or duty in order to attain greater economy or efficiency, including joint
employment of appointive officers and employees.” This enables cooperating districts to
employ a full-time, non-resident, professional assessor.

The law requires that in villages, the assessor’s oath must be administered and filed within
five days after notice of appointment is given and for elected assessors within five days
before June 1.

Cities

For cities, the selection of the assessor is outlined in sec. 62.09, Wis. Stats. This section
provides for selection of city officials either by appointment or through election by voters. It
also states that officers shall continue to be selected in the manner prevailing until changed
in accordance with the provisions of sec. 66.01, Wis. Stats. The requirements of this section
were discussed previously in regard to the selection of assessors in villages. The same
provisions also apply to cities.

There are special provisions for the selection of assessors in first class cities. Section 70.06,
Wis. Stats., governs the process and provides that the assessment of property be under the
direction of the commissioner of assessments. The commissioner of assessments is
responsible for dividing the city into tax districts and appointing one assessor for each
district. The assessors must be residents of the city, are full-time employees, and hold office
in accordance with the civil service laws. With the approval of the common council, the
commissioner of assessments also has the authority to appoint a chief assessor, chief
appraisers, supervising assessors, supervising appraisers, property appraisers, and other
expert technical personnel as necessary for the valuation of the city to be made in
accordance with law.

In cities, appointed assessors must take and file the official oath within ten days after

notice of the appointment. Elected assessors must take and file the oath within five days
before June 1.

Assistant Assessors
The law also makes provision for the appointment of assistant assessors. Section 70.05(2),

Wis. Stats., provides that the governing body of any town, city or village not subject to
county assessment under sec. 70.99 Wis. Stats., may provide for the selection of one or more
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assistant assessors to assist in the discharge of the assessor’s duties. The word “assistant”
means one who acts as a subordinate helper. Many municipalities hire appraisal firms
under this section to aid the assessor in performing a revaluation. In such cases, much of
the assessment work may be performed by the appraisal firm; however the assessor still
has final responsibility for the assessments. Assistant assessors hired under this section
are not required to be residents of the taxation district.

Expert Help

Section 70.055, Wis. Stats., provides a means by which the governing body of a municipality
may employ expert help to work with the assessor in completing an equitable assessment in
compliance with the law. This section states “If the governing body of any town, village or
city not subject to assessment by a county assessor under Section 70.99 Wis. Stats.,
determines that it is in the public interest to employ expert help to aid in making an
assessment in order that the assessment may be equitably made in compliance with law,
the governing body may employ such necessary help from persons currently certified by the
Department of Revenue.” This section is used when a municipality determines that an
equitable and uniform assessment cannot be made without a revaluation of the entire
municipality. Therefore, expert help is hired to work with the assessor to perform a
revaluation. When hired, the expert help has the same powers and duties as the regular
assessor. The local assessor is not relieved of any responsibility when an expert appraiser is
hired to aid in making the assessments. When appointed, the expert help acts together with
the assessor as an assessment board in exercising the powers and duties of the assessor. All
persons appointed under this section must file the official oath prior to beginning the duties
of office.

Vacancies

In addition to methods of selecting assessors for a full term, the law also provides a means
for filling vacancies in that office. Sections 17.23 through 17.25, Wis. Stats., outline the
procedure for cities, villages, and towns.

If a vacancy occurs in a city where the assessor is elected, the law provides for a temporary
appointment by the appointive power until a successor is elected and qualifies. The elected
successor would remain in office for the remainder of the unexpired term. In cities where
the assessor is appointed, vacancies are filled in the same manner as the original
appointment for the remainder of the unexpired term.

For vacancies in villages where the assessor is elected, the law provides for a temporary
appointment by a majority of the village board for the remainder of the unexpired term, or
until a special election can be held. If the assessor is an appointed position, the vacancy is
filled in the same manner as the original appointment. In towns, a vacancy in the office of
an elected assessor is filled by appointment by the town board for the remainder of the
unexpired term. In towns where the assessor is appointed, vacancies are filled by
appointment for the remainder of the unexpired term by the appointive power in the same
manner as the original appointment.
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Certification

All assessors and assessment personnel performing assessment work in the state must be
currently certified in compliance with law and the administrative rules prescribed by the
DOR. Section 70.05(1), Wis. Stats., provides that no person may assume the office of town,
village, or city assessor unless certified by the DOR as qualified to perform the functions of
the office of assessor. If a person who has not been certified is elected to the office, the office
shall be vacant and the appointing authority shall fill the vacancy from a list of persons so
certified by the DOR. The law further provides that assistant assessors and expert help
must also be certified as specified in sec. 70.05(4), Wis. Stats., which states: “All assessment
personnel ... appointed under this section shall have passed an examination and have been
certified by the Department of Revenue as qualified for performing the functions of the
office” and in sec. 70.055(1), Wis. Stats., which requires that applicants for certification as
expert appraisers submit satisfactory evidence that they possess the necessary
gualifications for certification by successfully completing an examination given by the DOR.

The DOR, under sec. 73.09, Wis. Stats., is granted the authority to establish by rule, the
level of certification, continuing education requirements, examinations, and the
requirements for and responsibilities associated with temporary certification for all
assessors and assessment personnel of each local unit of government and for county
assessor systems. The Assessor Certification Program is discussed in more detail in
Chapter 2. Information regarding the Assessor Certification Program can be found on the
DOR web site at the following address: www.revenue.wi.gov/training/assess/index.html

Compensation

The statutes provide for compensation for assessors, but except for the county assessor,
leave the amounts up to the judgment of the employer. Salaries for the assessor and other
appraisal positions should be competitive with other appraisal positions, and not based on
the salaries of other local officials. Competitive salaries are necessary to retain a competent
assessor and other appraisal staff. For the county assessor, the Office of State Human
Resources Management recommends a reasonable salary range based upon pay for
comparable work or qualifications in the county.

Liability/Causes for Removal

It has been determined by the courts that an assessment made in good faith cannot be
guestioned in a court of equity, and that the assessor's duties are quasi-judicial, which
relieves the assessor from personal liability for errors in the performance of the duties of
office. This does not, however, include intentional misconduct or fraud. The law provides
that any assessor who willfully or intentionally violates or fails to perform the duties
imposed on that office by law, is subject to a state fine, civil liability, or removal from office.

State Fine
Section 70.501, Wis. Stats., provides that any assessor who intentionally violates or fails to
perform any of the duties imposed by law shall be subject to a fine of $50 to $250. It states
“Any assessor, or person appointed or designated under Sections 70.055 or 70.75, Wis.
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Stats. who intentionally fixes the value of any property assessed at less or more than the
true value thereof prescribed by law for the valuation of the same, or intentionally omits
from assessment any property liable to taxation in the assessment district, or otherwise
intentionally violates or fails to perform any duty imposed by law relating to the
assessment of property for taxation, shall forfeit to the state not less than $50 nor more
than $250.”

Civil Liability

Section 70.503, Wis. Stats., provides that an assessor found guilty of any violation or
omission of duty is liable in damages to any person sustaining loss or injury as a result. It
says “If any assessor or person appointed or designated under Sections 70.055 or 70.75,
Wis. Stats. is guilty of any violation or omission of duty. Such persons shall be liable in
damages to any person who may sustain loss or injury thereby, to the amount of such loss
or injury; and any person sustaining such loss or injury shall be entitled to all the remedies
given by law in actions for damages for tortious or wrongful acts.”

Removal

Section 17.14(1), Wis. Stats., provides that any assessor, in addition to being removable as
otherwise provided, may be removed by the circuit court for the county for one or more of
the following causes:

a. Willful or intentional assessment of property at other than its true cash value
with the intent to subject the property to more or less than its lawful share of
taxes.

b. Willful or intentional omission of taxable property from the assessment roll
with intent to permit the same to escape taxation.

c. Willful or intentional assessment of the property of one person at a lower
value than the property of another or others whereby favoritism or
discrimination between taxpayers in the district is shown.

d. Solicitation or receipt of any favor, reward, money, or other thing of value
from the owner of any taxable property in the assessment district for the
assessment or valuation of property at other than its true cash value.

e. Solicitation or demand by any assessor, of any owner of property liable to
assessment in the assessment district, to aid, assist, or promote the business
or interests of the assessor so that by means and virtue of the office, the
assessor gains or receives pecuniary profit or advantage that could not
otherwise have been gained or received.

f. Any violation of law in the valuation or assessment of property in the
assessment district.
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g. Failure to use the WPAM provided under sec. 73.03(2a), Wis. Stats. and as
required by secs. 70.32(1) and 70.34, Wis. Stats.

Board of Review

In municipalities not served by a county assessor, Boards of Review meet annually to
inspect the assessment rolls for errors, omissions, and duplications. In addition, they hear
complaints by taxpayers and may make warranted adjustments on assessed values based
solely upon sworn oral testimony before the Board. Boards of Review for those counties
under the county assessor system meet at specified dates in the various municipalities
starting with the statutory date for all Boards of Review. Otherwise they function similarly
to other Boards of Review.

Municipal Attorney

Municipal attorneys research and pass upon questions of property tax law put to them by
the assessors. They act as counsel for the municipalities during the BOR proceedings. In
the performance of these tasks municipal attorneys may seek legal advice from the Office of
General Counsel of the DOR.

Clerk

The clerks add the assessment rolls, examine and correct all double assessments, imperfect
descriptions and other apparent errors, and make all corrections to the assessment roll
ordered by the BOR. They annually report assessed values (which should reflect the value
of annexations and detachments prior to the date of assessment) to other governmental
agencies. They calculate the tax rates and extend taxes against each parcel of real estate
and personal property in the tax roll. Clerks also execute warrants for collections and
deliver the tax rolls to the treasurers.

Treasurer

The local treasurers collect taxes, as entered in the tax roll, in the month of January each
year. The treasurer collects the first installment of postponed real estate taxes during
January. The second installment is collected by the county treasurer. In February,
settlement is made with the county treasurer including a list of delinquent taxes. In cities
the amounts and number of installment payments are determined in the city charter.

County Government

Clerks

The county clerks purchase and distribute assessment rolls, tax rolls, and other necessary
forms needed by local units for assessment and tax collections. These forms are prescribed
or approved by the DOR. County clerks also apportion county taxes, state reforestation tax
(and state special charges) to each town, village, or city in the county based upon the full
valuations determined by the DOR pursuant to sec. 70.57, Wis. Stats.
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Real Property Lister

All counties have established this function. The Lister keeps maps and records of all real
property ownerships and prints the name of the owner and legal description of each parcel
as of the assessment date of each year, in the assessment rolls, tax rolls and property
records. Most major cities in Wisconsin do these items at their own expense. The
information supplied by Lister to local assessors should be reviewed for correctness, but all
changes must be made by the Lister. All valuation issues are the responsibility of the
assessor.

County Treasurer

The county treasurers keep complete records of all taxes paid, postponed, or delinquent.
They take collection of postponed and delinquent taxes over an extended period and
eventually take tax deeds to parcels on which taxes remain delinquent. County treasurers
also make settlement with local treasurers and eventually charge back to local units all
taxes that are uncollectible.

County Assessor System

Section 70.99, Wis. Stats., provides that a county assessor system may be established for
any county by passage of a resolution or ordinance adopting such a system by an approving
vote of 60% of the entire membership of the county board. After passage of an enabling
resolution or ordinance by the county board, the county executive or administrator, or the
chairperson of the county board, with the approval of the county board, appoints a county
assessor from a list of candidates provided by the DOR, who have passed an examination
and have been certified by the DOR as qualified for performing the functions of the office.
Once appointed, the county assessor is responsible for the assessment of all towns, villages,
and cities in the county.

After being appointed, the county assessor may select deputies and assistant assessors. The
DOR shall establish levels of proficiency for all appraisal personnel to be employed in
offices of the county assessor.

Any person appointed as a county assessor or assistant assessor, shall have permanent
tenure after successfully serving the probationary period in effect for that county, and may
be removed or suspended only for the reasons named in sec. 17.14(1), Wis. Stats., or for
such cause as would sustain the suspension or removal of a state employee under state civil
service rules. Employees of the assessor shall be incorporated into the civil service program
of the county if one exists.

Any assessment made by the county assessor shall be performed as required of a local
assessor. There are, however, several different procedures under the county assessor
system.

In making the first assessment of any city, town, or village, the county assessor shall

equalize (adjust to a common level) the assessment of property within each taxation
district. Each subsequent year, the county assessor shall revalue as many taxation districts
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within the county as staffing permits to bring and maintain each district at full value. All
districts must be revalued within four years.

There is one BOR for each county under the county assessor system. It shall have five to
nine members, no more than two of whom may reside in the same city, town, or village, and
are appointed by the county executive, if there is one, otherwise by the county board
chairperson. In either case, appointments are subject to county board confirmation.
Members serve staggered five-year terms.

To prevent the BOR from being overburdened, a county board may establish a county Board
of Assessors (BOA) to investigate objections and to eliminate those of a minor nature such
as obvious errors, misunderstandings, etc. The BOA is comprised of the assessor or the
deputy, and other members of the assessor’s staff as the county assessor may designate.

Upon adoption of a county assessor system, each town, village, and city assessor duly
appointed or elected continues in office for the current year's assessment, but as soon as the
current year's assessment is completed all assessment records, books, maps, aerial
photographs, appraisal cards, and any other data must be turned over to the county
assessor. The local assessor is divested of all authority in respect to the jurisdiction of the
county assessor.

County Board

The county boards receive a report on the full value of each town, village, and city in the
county directly from the DOR. The county board uses the full value of each town, village,
and city for the purpose of apportionment of county and state reforestation taxes.

District Attorney

In property tax administration, district attorneys are concerned with assisting local
treasurers with the collection of delinquent personal property taxes. They also assist the
DOR in the commencement and prosecution of actions and proceedings for penalties,
forfeitures, removals, and punishment for violations of property tax law.

State Government

Department of Revenue

The Wisconsin DOR is responsible for the administration of all state tax laws,
establishment of equalized values for local governments, the supervision of property tax
implementation, and the administration of several local aid and property tax relief
programs. The DOR is organized into six major divisions - State and Local Finance; Income,
Sales, and Excise Taxes; Research and Policy; Enterprise Services, Lottery, Processing and
Customer Services. In addition to these divisions the Office of General Counsel reports to
the Secretary of Revenue.
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Secretary of Revenue

The Secretary of Revenue is appointed by the Governor, confirmed by the Senate, and
serves at the Governor’'s pleasure. The Secretary is the head of the DOR, and through
division personnel administers the full range of tax, inspection, and supervision laws
contained in the Wisconsin Statutes. The Secretary of Revenue, upon appeal and
adjudication, orders reassessments, supervised assessments and revaluation of individual
assessments established by municipal Boards of Review.

Office of General Counsel

The Chief Counsel and staff attorneys provide legal advice and opinions to officials of the
DOR, and also represent the DOR in the trial of cases before the Tax Appeals Commission.

State and Local Finance

The Division of State and Local Finance underwent a re-organization in 2011 resulting in a
streamlined Division. The Bureau of Property Tax has been eliminated. The Sections of
Equalization, Manufacturing and Utility Assessments, and Local Government Services
have been replaced with the Equalization Bureau, Manufacturing & Utility Bureau, and
Local Government Services Bureau. The Bureau of Assessment Practices will now be the
Office of Assessment Practices.

Office of Assessment Practices (OAP)

The Office of Assessment Practices (OAP) within the DOR is charged with developing
uniform assessment standards and practices. The OAP maintains the Wisconsin Property
Assessment Manual which serves to define those standards and provides guidance for
Wisconsin property assessment professionals in the valuing of real and personal property.
The OAP proposes legislation to improve equity and uniformity in assessment.

The OAP is also responsible for certifying local assessors and assessment personnel. It
develops and administers examinations for the various levels of certifications, establishes
continuing education and recertification requirements, and administers the program for
recertifying assessment professionals who meet established criteria. As part of this process,
the OAP reviews and approves training programs for assessors, develops seminars and
training materials, and contributes to training activities for municipal assessors through
the statewide vocational system, annual assessor conferences, the League of Wisconsin
Municipalities, the Wisconsin Association of Assessors, and other professional
organizations. The OAP is responsible for developing and enforcing disciplinary procedures
for assessment professionals and for conducting investigations related to potential
disciplinary actions

The OAP also develops publications to assist property owners, assessors, members of the
BOR, business owners, and others to understand the assessment process and Wisconsin's
property tax system. The OAP provides assistance to assessors seeking guidance in best
practices and responds to questions posed by property owners related to the assessment
and appeals process.
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Equalization Bureau

The Equalization Bureau provides direct supervision and assistance to local units of
government by meeting annually with local assessors in each of the counties for the purpose
of instruction in assessment laws and techniques. Other functions of this Bureau include
the following: (1) processing of petitions submitted by property owners to seek re-
assessment of entire municipalities provided by sec. 70.75, Wis. Stats. (2) supervising
municipal revaluations under sec. 70.055, Wis. Stats. and (3) administrating individual
assessment appeals under sec. 70.85, Wis. Stats. and (4) the real estate transfer return
program.

Manufacturing & Utility Bureau

The Manufacturing & Utility Bureau is responsible for the annual market value
assessment of all taxable real and personal manufacturing and telephone company property
in the state pursuant to sec. 70.995, Wis. Stats. Municipal assessors with manufacturing
property in their districts are notified prior to February 15th of each year which parcels will
be assessed by the DOR for the next assessment year. All objections to manufacturing
assessments and exempt computer values are investigated by the State BOA. The State
BOA is chaired by the Manufacturing and Utility Bureau Director. Other members of the
Board are the Manufacturing and Utility Bureau central and district managers. Under sec.
70.995(14), Wis. Stats. each municipality with manufacturing property pays a fee for the
services provided by the Manufacturing & Utility Bureau.

The Manufacturing & Utility Bureau is responsible for auditing utility and special taxes.
Until 1854 all railroad and public utility property was assessed and taxed locally as general
property. Local assessment created serious problems because local assessors were unable to
assess the property on a uniform basis. This was because much of the property extended
beyond the boundaries of the municipality or even the county.

Since local governments were unable to cope with these problems, the state assumed the
administration of railroad taxes in 1854, and since that time has also assumed the taxation
of most other public utilities such as light, heat, and power companies. The assessment of
the property of utility companies is the joint responsibility of both the Bureau and the
various local assessors because the law provides that all property of utility companies
which is not used for utility business purposes is to be assessed locally, while property used
for utility purposes is to be assessed by the DOR. In addition, structures used in part for
the operation of a public utility and in part for non-operating purposes, are assessed in part
by the local assessor and in part by the DOR. The local assessor assesses the portion of the
structure that represents the extent of its use for non-utility purposes. The DOR values the
portion used for utility purposes. Since it is not always obvious which property is devoted to
utility versus non-utility purposes, or what percentage of a structure is used for non-
operating purposes, local assessors frequently need to make inquiry to the Bureau if they
are in doubt as to the proper tax jurisdiction.

Railroad, telegraph, airline, pipeline, conservation, and regulation companies are by law
assessed and taxed according to an ad valorem method while light, heat, power, carline
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companies, and rural electric associations are by law taxed on a gross revenue method. Ad
valorem taxes are based on the value of the property and the tax rate applied is the average
state full value property tax rate. This rate is determined by the DOR and is computed by
dividing the total general property taxes levied by all units of government by the full value
of all general property in the state. Under the gross revenue method, taxes are based on
receipts, and the various tax rates are statutorily specified.

All state assessed utility tax revenues are designated as state funds, except revenue from
airline and railroad companies, which is earmarked for use by the State Department of
Transportation (DOT), and certain taxes paid by railroad companies and attributable to
terminal properties, which are turned over to the municipalities in which the terminal is
located.

Local Government Services Bureau (LGS)

Rapid growth in government services and the resultant growth in property taxes have
resulted in the need for more effective central data gathering and processing. Control of
public spending, sound land use, administration of local assistance programs, and
stimulation of economic growth, are all policy areas affected by several interrelated units of
government - federal, state, county, municipal, and special districts. The services provided
in a given locality may receive support financially by various governmental units, in the
form of state shared revenue payments, school aids, local license fees, etc. that an
evaluation either locally or statewide of each local government unit’s fiscal status is difficult
without the compilation of accurate and timely information. The Local Government
Services Bureau (LGS) was created to assist in the collection, verification, and certification
of fiscal information.

Certification of fiscal information is an important function of the LGS Bureau and directly
affects every owner of general taxable property in the state. The LGS certifies annually to
the Department of Public Instruction (DPI) the full valuation of general property of school
districts for the apportioning of general taxes for school purposes. The certification of the
full value of school districts must be completed on or before October 1. The State
Superintendent of Public Instruction then certifies the appropriate full values to each
school district clerk. The apportionment of the general property tax portion of the school
budget is based upon the full value of each municipality, or part of a municipality, which is
located within the school district. The school district clerks then apportion the levies to the
municipalities involved.

Annually, the LGS produces a certification of the general property full valuations for
Wisconsin Technical College Districts that is used in apportioning the general property tax
portion of their budgets to the underlying municipalities. This Bureau also certifies the full
value of town sanitary districts, metropolitan sewerage districts, and lake protection and
rehabilitation districts.

The LGS determines the amounts of general property tax relief, including school levy tax
credits and the lottery and gaming credit pursuant to sec. 79.10 Wis. Stats. The maximum
property value eligible for the lottery and gaming credit payment is certified and forwarded
to clerks and in March of each year the actual payments due to each municipality is
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forwarded to the Department of Administration (DOA). The DOA in turns prepares and
forwards the payments to municipalities.

The LGS also determines and certifies the individual municipal and county amounts of
shared revenues. These shared revenues were historically distributed according to
population and tax effort and are derived from state tax collections. Payments are
distributed twice a year, 15% in July and 85% in November.

State aids to municipalities and counties for exempt computers due to the exemption of
specified computer equipment from the general property tax are determined and certified
by LGS.

The State Average Full Value Rate is determined and certified by the LGS for purposes of
ad valorem taxation of certain utility and railroad properties. LGS provides to the DNR
annually each August an adjustment factor based on the change in equalized values and
the level of assessment. This certification facilitates DNR’s administration of the Payment
in Lieu of Taxes (PILOT) on Stewardship lands. The Section also makes numerous other
certifications that permit borrowing by towns, villages, cities, school districts and other
special purpose districts.

Department of Administration

The Department of Administration calculates the state reforestation tax and apportions the
same to each county clerk. It receives the warrant rolls of amounts of tax credits and shared
revenues and other aids payable to each town, village, city, or county treasurer from the
DOR. The State Treasurer makes the actual disbursement.

Attorney General

The Attorney General’s office receives requests for legal opinions and consultations from
the Office of General Counsel of the DOR, and represents the DOR in certain actions.

Courts

In addition to the various governmental agencies listed above, certain matters regarding
property tax administration are also brought to the attention of the circuit courts of
Wisconsin and the State Supreme Court.

Wisconsin’s Equalized Values

Property tax is a topic that we can all relate to, but few of us can explain in any detail.
What we do know is that it creates questions at many levels. Every year, each parcel of
taxable real estate or item of personal property generates a tax bill. We always wonder
what will happen to our tax bill when our municipality announces that it plans on a
revaluation of all properties for the coming year. As the municipality works out its budget,
the newspapers report on the changes to the tax rate. We know that the December tax bill
can have a large impact on our own budgets; however, we often don't understand how we
can effectively correct, change, or impact those tax bills.
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It is the local assessor’s responsibility to discover, list, and value each taxable real estate
parcel and each taxable personal property account. That value is what the local clerk uses
to determine the share of the property tax that is borne by the property. We count on the
assessor's estimate to reflect our property’s market value (we want accuracy). We also count
on everyone else’s assessment being equally accurate (we want uniformity). What we really
hope for is that the property tax system is administered fairly. We are willing to pay our
fair share. That would mean that our share of the local taxes to be collected is the same as
our percentage of the total taxable property. That is the purpose of the locally assessed
values.

We typically assume the market value of our property changes with each year's inflation (or
deflation). Even though there is a new assessment roll every year, most assessors don't
review and revalue the assessments yearly. That means in a year without a revaluation,
the assessed value does not reflect the property’s market value.

If each municipality has a separate assessor, and they do revaluations in different years,
how can we compare the values between municipalities? Why do we care? Remember, the
school districts, the county, the vocational schools and special districts like lake
rehabilitation districts also collect part of their budgets from the local property tax. These
overlying taxing jurisdictions need to collect the levy they need from each of the
municipalities they lie within. The municipality’s share of those budgets will be passed on
to each property owner. Fairness demands that the DOR compare “apples to apples,” by
making sure that we use one consistent standard in estimating the taxable value of each
municipality. Then those overlying tax levies can be fairly apportioned to each
municipality. That is a primary reason for the Equalized Value.

The need for these estimates began even before Wisconsin became a State in 1848. A
historical summary of the property tax states: “Many of the residents of the territory lived
on farms, and others lived in buildings where they also produced goods or services for sale.
That is, much of the property created income, and the value of the property reflected that
income, which could be used to pay taxes. Because of the close relation between the value of
property and the income created by it, the Territory of Wisconsin followed the centuries-old
practice and imposed a property tax. ...I1t was also clear then that property tax assessments
were likely to be inaccurate. ...One cause of that problem was that assessors were elected at
that time and, thus, perhaps tempted to please certain constituents. ...Because of these
assessment inaccuracies, the county boards were directed to compare the assessments of
the property in the county’s towns and then adjust them to approximate equality, a process

called ‘equalization’ ” 1

Over the years the responsibility evolved from the County Board level to a board comprised
of high level government officials (in 1854 it included the governor, lieutenant governor, the
state’s secretary of state, treasurer, attorney general, superintendent of public instruction
and the bank comptroller). Although more objective, they were no better trained for the job,
nor were they as familiar with all the property they were determining value for. In 1901,

1 Stark, Jack, “Property Tax and Tax Relief in Wisconsin”, State of Wisconsin Blue Book 1991-1992, Wisconsin Legislative
Reference Bureau, (Madison:1991), 103 1-16
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the task of administering the property tax, including estimating Equalized Value, was
given to the Tax Commission (now DOR).

This section describes one of the main functions of DOR in its property tax administration,
the development of the Equalized Value. Additional DOR publications are available on
DOR’s website. DOR also provides property tax commonly asked questions at
http://www.revenue.wi.gov/fags/index-pt.html. In this section, the definition, the methods of
development, and the uses of the Equalized Value will be addressed.

Definition of Equalized Value

The Equalized Value is the estimated value of all taxable real and personal property in
each taxation district, by class of property, as of January 1, and certified by DOR on August
15 of each year.

General property is divided into two broad categories, real property and personal property.
Real property is land, any improvements that have been attached to the land, and all
fixtures, rights, and privileges pertaining thereto. Personal property includes all goods,
wares, merchandise, chattels, and effects, of any nature or description having any real or
marketable value, and not included in real property.

General real property in the State must, by law, be divided into the following eight classes,
according to use:

Residential Undeveloped Land

Commercial Agricultural Forest

Manufacturing Productive Forest Land

Agricultural Other (Farm Sites & Farm Buildings

The statutes also require that general personal property be placed in one of the following

categories:
Steam & Other Vessels Furniture, Fixtures & Equipment
Machinery Tools & Patterns All Other General Personal Property

The Equalized Value is an estimate of the market value of all residential, commercial,
manufacturing, productive forest, other (farm sites and farm buildings), and personal
property. The Equalized Value also estimates the use-value of agricultural land; 50% of the
market value of undeveloped land; and 50% of the market value of agricultural forest land.
It is computed independently from the estimate of the local assessor. While both the local
assessor and DOR make estimates, the local assessor estimates the value of each parcel,
DOR estimates the value of the entire town, village, or city.

We refer to the ‘taxable’ property because originally all property was subject to the
property tax. Over time changes occurred where specific items, like churches, merchants
inventories, or manufacturer’'s processing machinery and equipment, have been exempted
from property tax altogether. In other instances, it is exempted from the property tax
because it pays other taxes, like automobiles (license fees) or railroads (gross receipts
taxes). Also, certain classes of property, while remaining taxable, are not valued at market
value, but at some percentage thereof.
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The value is needed for each taxation district, which includes every town, village and city
plus those portions that are located in an adjacent county. As of January 1, 2008, there were
1851 municipalities and 1908 taxation districts.

The detail in the local assessment roll, showing the assessed value of land, improvements
and their total, for 8 classes of real property and 4 classes of personal property, is also the
breakdown required of the Equalized Values. Each local assessor values all classes of
property except property classified as ‘manufacturing’. Since 1974, the DOR has assessed
manufacturing property at its market value, by revaluing annually. The market value
assessments developed by the DOR as the primary assessor for manufacturing property
become part of the Equalized Value.

All value estimates need to be made as of a specific time. In Wisconsin, that is as of the
close of January 1 of each year. In effect, this would mean that if a building burned to the
ground on January 1, it would not be included in the assessed value, or generate a tax. If
the fire started after midnight, and burned on January 2, it technically existed on January
1 and would be included in the Assessed Value and the Equalized value, and would receive
a tax bill later that year in December.

State laws recognize the difficulty in maintaining assessments at the value standard
(market, use value, or 50% of market). In most cases individual property assessments are at
different levels than the value standard. However, the Equalized Value is always at the
value standard. The relationship between a municipality’s Equalized Value and its total
assessment is referred to as the aggregate level of assessment.

Just as the statutes provide for the time the assessor should finish the assessment roll (it
should be done by the first Monday in April), DOR must also finish its estimate of the
Equalized Value timely. It is made available to each county, each municipality, and the
public on August 15 of each year.

Our constitution required that the property tax should be uniform. That has been
interpreted by the Supreme Court to mean the ‘taxable class’ should bear its tax burden
based on its value as a percentage of the total value. Wisconsin residents voted to change
the ‘uniformity’ clause in the constitution in 1974 to allow for non-uniform taxation of
agricultural land and undeveloped land. Our laws changed in the 1995-97 Budget Act 27 to
implement the constitutional change impacting agricultural land. By the January 1, 2000
assessments, the valuation of agricultural land was fully implemented based on its
potential to generate agricultural income, rather than its most likely sale price.

The statutes were modified again in the 2003-04 Budget Act 33, which changed the name of
the ‘swamp and waste’ class of property to ‘undeveloped’, and added the ‘agricultural forest’
class of property. Effective for January 1, 2004 assessments, these two classes of property
are to be valued at 50% of their market value, and Equalized at the same percentage.

What is discussed in this paper is the process of estimating a municipality’s total value in a

standardized fashion; calculating the Equalized Value. Its purpose is to guarantee the
fairness in distribution of the tax burden. If a city has 30% of the total value in the
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county, the city taxpayers should pay 30% of the taxes to be collected for the county costs.
No more; no less.

Development of Equalized Values

The annual Equalized Value of each municipality represents DOR'’s estimate of the total
value of all taxable property. Changes in the Equalized Value from year to year are caused
by many things; increases or decreases in market prices, annexation gains or losses, hew
construction, demolition of buildings, relocation of businesses, taxable status of property,
and statutory changes in the basis for valuation in various classes of property.

In addition to establishing the total Equalized Value for each town, village, and city, DOR
must list the value by various eight classes of real property and four classes of personal
property. Whereas, the values of individual real estate parcels or personal property
accounts within the classes are determined by local assessors, not by DOR.

The exception to this is the assessment of the manufacturing class of property, where DOR
is the assessor. DOR estimates a market value assessment each year for each
manufacturing property, and adds these values to the other class totals at market value for
the final Equalized Value. However, since the manufacturing values are at full market
value on an annual basis, the values must be equated to the local level of assessment. This
process is guarantees the taxes will be uniform with the other classes of property in the
municipality.

The annual establishment of the Equalized Value of every municipality in the state
requires the development of over 64,000 statutorily required figures in 1,851 taxation
districts. DOR uses six basic strategies to determine equalized values: (1) sales analysis, (2)
use value analysis, (3) property appraisal, (4) local reports, (5) Manufacturing Class, and (6)
sec. 70.57, Wis. Stats., corrections.

1. Sales Analysis: Sales are analyzed through two principal methods: (a)
assessment-to-sales ratio studies and (b) unit value projections. The sales
that form the basis of the analysis represent the calendar sales for the year
prior to the January 1 being estimated (the calendar year sales in 2007 are
the basis of analysis for the January 1, 2008 values). The Real Estate
Transfer Returns (RETR’s), filed with the county register of deeds, form the
database of all sales in the state. A significant percent represent non-market
sales (family sales, sheriff sales, trust activity or transfers of convenience).
The obvious non-market transactions are eliminated initially; other problem
sales are brought to DOR’s attention by the local assessors throughout the
year, as they review them to determine if the transaction can be used to
estimate an assessment to sales ratio. The remaining market value sales are
then analyzed statistically.

a. Assessment/sales studies compare actual selling prices of residential
and commercial market sales with the local assessment of the
property sold. If the sales evidence represents a reasonable cross
section of the type of properties existing in the community as a whole,
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and there are a sufficient number of sales, the relationship between
the sales and assessments is assumed to reflect the overall accuracy of
the total assessed value of that class. This relationship is considered
to be its “assessment level”. The total local assessment of that class is
then ratioed to full value, resulting in the statistically derived
Equalized Value of that class. Annually these assessment/sales
studies amount to the review of approximately 240,000 real estate
sales.

For example, assuming there are five market sales of residential
property in a township, the sales analysis would be made as follows:

Township of Badger Sales Analysis

Ratio of assessment
Sale Assessed Selling price to sales price
value
No. 1 $91,800 $93,000 98.71%
No. 2 $61,200 $64,000 95.63%
No. 3 $29,800 $35,800 83.24%
No. 4 $117,400 $121,000 97.02%
No. 5 $84,800 $99,600 85.14%
Total $385,000 $413,400 93.13%

NOTE: For ease of illustration, only 5 sales are shown.

In this example, the average ratio of the total assessed value to total actual
sales price is 93.13% - even though the ratio of individual properties are
above or below this average. The total assessed value of the class is divided
by 93.13% to project the market value of class. The statistical sales value
established by this analysis is compared to the Equalized Value of the class
established by DOR for the previous year. This comparison indicates the
trend in value for the class in a particular tax district and this trend serves
as a guide in establishing the current year's Equalized Value. It is noted that
with sufficient sales evidence of differing types of property within a
municipality, ratio projections can be refined to more accurately reflect
specific conditions within the community. This component of the Equalized
Value, done annually and reflecting the market place change in the
municipality’s values, is reported by DOR as the ‘economic change'. Since the
local assessor usually doesn't recalculate market value each year, this
economic change is the primary reason the assessment level changes in years
between revaluations.

b. Unit value sales analysis is used by DOR to value property classified
by municipal assessors as agricultural forest land, undeveloped,
productive forest land or other (farm sets and the land supporting
them). Sales (38 acres or larger) are verified and broken down into
their component parts to identify average selling prices per acre and
the contributory value of any improvements (houses, barns, and other
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improvements to the land). The average selling prices per acre of land
are then used to estimate the market value of all lands so classified by
municipal assessors. Annually, approximately 4,700 transactions are
analyzed in this manner statewide.

2. Use Value Analysis: DOR, in conjunction with the University of Wisconsin’'s
Department of Agriculture and the UW Extension, produces values for
agricultural land, based on its productive capability. A Farmland Advisory
Council approves the final use value guidelines. The procedures utilize two
steps to estimate values on a per acre basis for each municipality containing
agricultural land. In the first step, values are estimated from the income that
could be generated by crop production of the land, divided by the
capitalization rate. In the second step, the values produced by the income
approach are adjusted based on land rental information compiled by the
University of Wisconsin-Extension agents. These values are calculated for 3
grades of tillable soils and for pasture. The design of the data and
calculations (using 5 year averages and accounting for detail from each
municipality, like the local tax rates), remove short term fluctuations, create
individual municipal values, and respond to the data limitations encountered
with limited corn production in the northern part of the state. Annual
changes to use-values are limited to the annual statewide change in
Equalized Values, less the value of agricultural land and new construction.

3. Property Appraisals: Sample appraisals are used by DOR on a cyclical
basis as a further test of the quality of sales-based value projections. Where
there is a lack of sales activity, appraisals are substituted in an analysis
similar to the assessment/sales method. This involves the selection of a
randomly chosen sample of properties (in the same class) to be appraised in
detail. What few sales that do occur are field verified and incorporated into
the analysis. The value indicated by the appraisals is compared to the locally
assessed values to develop a ratio of assessments to appraised values. The
information gained from this analysis is used as a guide in valuing the entire
class.

4. Local Reports: There are two significant annual reports which DOR uses to
set the current Equalized Value: (a) the Municipal Assessment, due by the
second Monday in June and (b) the Clerk’s Statement of Assessments, also
due by the second Monday in June.

a. Local assessors are required to report all changes in locally assessed
property values to DOR due to such changes as annexations or
detachments, new construction, classification changes impacting the
basis of valuation, revaluations or changes in assessment level, and
property formerly exempt but now assessed. The majority of these
changes in value on the local roll would only be available from the
local assessor and are an integral component of the changes DOR
makes to the Equalized Value. While DOR uses the assessor’s report
on new construction, we would not adjust for the reported changes due
to revaluation. That is because DOR values are adjusted to market
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changes annually, while the revaluation changes reflect the assessor’s
catching up for those years when most assessments were copied from
year to year.

The accurate reporting of New Construction and Demolitions
occurring within a community has taken on greater importance with
the imposition of levy limits in 2005. The amount municipalities and
counties can increase its levy is directly tied to the values reported on
the Municipal Assessment Report.

The Equalized Value of personal property is based upon assessment
information reported by local assessors. Upon review of the Municipal
Assessment Report by DOR, assessment figures are adjusted to reflect
true cash value. Local assessors rely primarily on the Statement of
Personal Property filed annually by business owners to assess
personal property.

b. After the BOR has met and finalized the local assessment for a
particular year, the local clerk, or designated county official, submits a
Clerk’s Statement of Assessments to DOR. This report summarizes
the final values on the local assessment roll for Real and Personal
property, and breaks down the values by each school district and by
special districts (such as lake rehabilitation districts). This report is
compared to the assessor's report for any additional changes made by
the BOR. Again, appropriate changes indicated (up or down) are made
to the Equalized Value by DOR. Since this report shows no detail of
the changes to the real property, it is more effective for corrections to
the personal property values. This report is also used in the
calculation of the school district values since it has the values in each
school district and special district summarized. Until the municipality
provides a final Statement of Assessments, DOR cannot calculate the
aggregate local level of assessments, nor can they equate the
manufacturing assessment roll to that local level of assessments.

5. Manufacturing Class: The Manufacturing Class of property is assessed by
DOR annually at 100% of market value. These values are incorporated into
the Equalized Values. After the municipality has completed the local
assessment roll, the manufacturing full value assessments are adjusted to
the local level for extension of local taxes.

6. Section 70.57, Wis. Stats., Corrections: A significant effort is expended in
reviewing prior year Equalized Value determinations, primarily because of
the timing of the Municipal Assessment Reports. DOR is required by statute
to certify the Equalized Values on August 15 of each year. Every taxing
jurisdiction awaits the values because of the impact portions of the value
have on their aids or their levy limits. However, assessors with multiple
districts plan their work to extend throughout the year, and the assessors
cannot reasonably complete their job in the same time frame as DOR. DOR’s
experience is that 40 to 50% of the assessor reports are estimates. After
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reviewing all amended reports, recent experience is that !5 of the
municipalities need a correction in the current year for over or under
estimates in the prior 2 years. It is critical that these late reports be reviewed
to guarantee to all other municipalities that they were not harmed due to
underreporting by one late municipality.

Finalizing Equalized Values: Using one or more of the techniques described for the
development of value, DOR determines the market value of residential, commercial,
manufacturing, productive forest, other, and personal property. Agricultural use-values are
applied to each subclass of agricultural land; the market values of undeveloped and
agricultural forest land are reduced by 50%, by statute for each municipality in the state.
The taxation district Equalized Value totals are summed to arrive at the County and State
Equalized Value totals. This value, and the value of each county, is certified to the DOA on
August 15 of each year. In addition, values for each Tax Incremental Financing (TIF)
District are calculated based on the TID Assessment Report. The total assessed value of a
TID is then adjusted by the municipality’s overall level of assessment. This process ensures
TID values that are responsive to changes within the TID, as determined by the municipal
assessor. The TIF incremental value is excluded in the apportionment values provided to
the county.

Appealing Municipal or County Equalized Values: On or about August 15th, DOR
notifies each municipality and county of its Equalized Value. The municipality and county
may ask for a meeting with the Supervisor of Equalization to review those values. These
meetings provide an opportunity for each municipality or county to obtain further
information concerning how the Equalized Value was developed. Formal appeal of the
Equalized Values is provided by sec. 70.64, Wis. Stats. Under these procedures, any
municipality or county can appeal the values by October 15% to the Wisconsin Tax Appeals
Commission; a state agency separate from DOR.

Use of Equalized Values

Wisconsin statutes contain over one hundred references to Equalized Values. Listed below
are some of the major statutory uses of Equalized Values.

Apportionment of Certain Property Tax Levies: A single county or school district can
contain a dozen or more municipalities (townships, villages, and cities). Property tax levies
of such jurisdictions are apportioned to each municipality on the basis of Equalized Value.
For example, if a municipality contains 50% of the Equalized Value within a county, its
residents should pay 50% of the county property taxes levied.

The following example shows why state-determined Equalized Values are an essential
element of a fair property tax system.

Imagine what could happen in a hypothetical county with only two townships that have
identical tax bases, but different assessment levels. Assume that the county has a total tax
levy of $100,000 and that the Equalized Value of all property in the county is $100 million -
- $50 million in each township.
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% to County
0,
Local % to County Full value or total of
assessed total of . ;
Equalized Value | Equalized
value assessed value
Value
Township A | $20,000,000 28.6% $50,000,000 50.0%
Township B | $50,000,000 71.4% $50,000,000 50.0%
Total $70,000,000 100.0% $100,000,000 100.0%
County

A serious equity problem would result if the county levy were apportioned using the locally
assessed values:

Township A 28.6% of $100,000 = $ 28,600
Township B 71.4% of $100,000 = $ 71,400
Total County Levy $ 100,000

But the picture changes substantially if the county levy were apportioned using the
Equalized Values. A fair tax system would apportion one-half of the county levy to each as
follows:

Township A 50% of $100,000 = $ 50,000
Township B 50% of $100,000 = $ 50,000
Total County Levy $ 100,000

If locally determined assessed values were used to allocate county taxes, municipal
assessors would have an incentive to deliberately under-value property in order to decrease
the burden on their taxpayers. Thus, in order to allocate both taxes and state aids fairly,
Equalized Values are needed to measure taxable values in all municipalities using the
same yardstick to properly apportion taxes.

Establishing School District Equalized Values: The typical Wisconsin school district
boundaries often overlap all or parts of several different taxation districts. The school
district Equalized Value is established by ratioing the assessed value of each school district
within each taxation district (obtained from the municipal Clerk’'s Statement of
Assessments) to full value, based on the average level of assessment for that taxation
district. Those values from all taxation districts in the school district are added together to
produce the school district's Equalized Value. Any tax incremental district's incremental
value is not included in the total district value. This total school district value is then the
basis to apportion a school district's levy to each municipality in the school district.

The school district Equalized Values should not be confused with equalizing school taxes.
The concept of ‘equalizing school taxes’ or ‘tax based equalization’ is a facet of the Wisconsin
property tax system. In 1924, the DPI published a report, quoted in the 1991-1992 Blue
Book which presented: “indisputable evidence that the present method of distributing our
state school fund does not furnish adequate financial support for all the common school
districts of the state without excessive taxation in the poorer districts.”2 There were some

2 Wisconsin Department of Public Instruction, Education in Wisconsin, 1922-1924 Biennial Budget, (Madison:1924), 28
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municipalities where the property owners could not afford to contribute enough to the
schools to guarantee that their students received an equal education compared to well-to-do
municipalities. They needed help from the State.

What evolved is a school aid formula, which attempts to ‘equalize’ educational
opportunities. It guarantees adequate funds for fairness in the quality of education for
every child, while addressing the problem of excessive property tax burdens. It does this by
redistributing more of the income taxes collected by the state as aid to the districts with
weak property tax bases. This form of ‘equalization’ is not the focus of this paper.

The concept of ‘equalizing school taxes' is also a cornerstone to the state’s shared revenue
formulas. Counties and municipalities received $672,400,013 in 2007 to offset the costs of
the property tax. The program allocates more aid to governments who have a lower per
capita wealth (property value divided by population) and who have higher revenues to
collect. Here, the goal, as with equalizing school taxes, is to give a greater share of the state
revenues to the needier municipalities

Allocation of State Aids to Local Governments: The distribution of funds to local
governments under several state programs is determined in part by formulas that measure
differences in per capita or per student Equalized Values. Examples include general school
aids and shared revenue payments to municipalities and counties. Generally, school
districts or local governments that have relatively low Equalized Values per capita qualify
for larger state aid payments.

Calculation of Allowable Debt: The Wisconsin Constitution limits municipal and county
debt to no more than 5% of Equalized Value. Certain school districts have debt limits of
10% of Equalized Value.

Determination of Manufacturing Equated Property Values: DOR determines the fair
market value of all manufacturing property in the state, at a 100% level of assessment.
Municipalities assess property for tax purposes at a different overall percent of market
value. The manufacturing fair market values must be adjusted ("equated") to the general
level of assessments in the municipality to preserve uniformity of taxation. For example, if
a municipality is assessing all non-manufacturing property at 93.13% of market value, the
value of any manufacturing property in the municipality would be adjusted to that same
level (e.g., full market value of a manufacturing property is $150,000 X 93.13% = equated
assessment of $139,700).

Calculation of Average Statewide Property Tax Rates: Utility tax computations and
other state programs require the use of an average statewide full value property tax rate.
Equalized values allow this rate to be determined in spite of differences in local assessment
ratios.

Measuring Compliance with Assessment Standards: State law requires that the
assessed value of each of the major classes of property within a taxation district must be
within 10% of the full value of that same class at least once during any given five year
period. DOR annually calculates the level of assessment by class and provides that
information to each municipality. After four consecutive years of at least one major class
(over 5% of the municipal value) with a level over 110% or under 90%, a warning letter is
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sent to the municipality. After the fifth year, the assessment staff is required to attend
training during the sixth year of non-compliance. If non-compliance continues for the
seventh year, DOR will order a revaluation for the eighth year (contracted and monitored
by DOR), and costs are billed to the municipality.

Calculating Estimated Fair Market Values on Tax Bills: As shown on the attached
property tax bill, the assessment ratio is used to compute an estimated fair market value
for each property. This is intended to give property owners a way to determine if the
assessment placed on their property is reasonable.

Conclusion

The fact that both assessed and fair market values are shown on property tax bills
underscores the fact that Wisconsin has a dual system of property valuation. Individual
parcels of property are valued (assessed) by local assessors (except for manufacturing
property, which is assessed by the state) while the estimated value of all taxable property
in each municipality (Equalized Value) is determined by DOR. The local assessor is
concerned with equity between property owners in the municipality, while DOR is
concerned with equity between municipalities and counties. This Equalizing procedure
assures that school taxes, county taxes, and major state aids are apportioned fairly to the
state's 1851 municipalities.
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STATE OF WISCONSIN
Correspondence should refer to number

REAL ESTATE PROPERTY TAX BILL FOR 2010 IMPORTANT: ) ) : ;
See reverse side for important information
VILLAGE OF BADGER Be sure this description covers your property. This description is for
AMERICA CO. property tax bill only and may not be a full legal description.
LEGAL DESCRIPTION
BILL AND SUE HOMEOWNER PART OF THE FIRST ADDITION TO THE SECOND ADDITION
RR 9 CONSISTING OF 1 LOT

BADGER WI 58425

Not part of the bill template. ) . e
Print only on bills for property Drainage District Notification: $

Located within a Drainage District

PARCEL # 12-116-0029-0000

Assessed Value Land  Ass'd Value Improvement Total Assessed Value [Ave. Assmt. Ratio Net Assessed Value
22,000 76,900 98,900 98.900 R beeedT 017091622
Est. Fair Mkt. Land Zst. Fair Mkt. Improvements Total Est. Fair Mkt. A Star iB thislg?jx. EchcolhtaxlesI reducted 169.04
22,250 77,750 100,000 I e '
2009 2010 2009 2010
. Est. State
Taxing Jurisdiction Est. State Aids Aids Net Tax Net Tax % Tax Change
Allocated Tax
Allocated Tax Dist. Dist.
STATE OF WI 16.88 17.50 +3.7%
AMERICA CO 17,539 18,760 267.98 295.84 +10.4%
VILLAGE OF BADGER 118,822 121,904 172.22 178.17 +3.5%
SCH. DIST. #3150 620,167 622,787 765.43 953.53 +24.6%
TECH. COLLEGE #56 23,987 25,883 120.50 135.44 +12.4%
First Dollar Credit 77.30 78.50 +1.5%
Lottery & Gaming Credit 88.18 98.98 +12.0%
Net Property Tax 1,177.53 1,403.00 +19.1%
Make Check Payable to: Full Payment Due On or Before January 31 Net Property Tax $1,403.00
$1,762.02
JANE DOE Or First Installment Due On or Before
TREASURER, VILLAGE OF BADGER January 31
RR 9, PO BOX 6890
$ 1,060.52 GARBAGE 359.02

BADGER WI 58425

And Second Installment Payment Payable to S\SI?/ Sfcond Installment Due on or Before

JOHN SMITH, COUNTY TREASURER
AMERICA COUNTY COURTHOUSE $701.50
BADGER WI 58425 '

[] Check For Billing Address Change

BILL AND SUE HOMEOWNER FOR FULL PAYMENT
RR 9
PAY BY JANUARY 31 | 2011

BADGER WI 58425
> $1,762.02

Warning: If not paid by due dates, installment
option is lost and total tax is delinquent
subject to interest and, if applicable, penalty.
Failure to pay on time, See reverse.
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Chapter 2

Assessor Certification

The State of Wisconsin requires all assessors and technical level assessment personnel to
be certified. State certification of assessors and assessment personnel ensures that
individuals working in the assessment field possess the minimum knowledge necessary to
perform the assessment function. Establishing minimum standards is required by statute
in order to ensure quality property assessments, and therefore greater equity in property
taxation.

History of Certification

Assessor certification is not a new or unique development to Wisconsin. All of the states
neighboring Wisconsin have assessor certification programs. Wisconsin's involvement in
certifying assessors began in 1969 when the first county assessor system was established in
Wisconsin. At that time the Department of Revenue (DOR) certified a list of qualified
candidates for the office of county assessor. In 1973, the Legislature enacted sec. 70.99, Wis.
Stats., a statute that provided for mandatory certification of county assessors and their
appraisal staff. The Legislature also enacted secs. 70.055 and 70.75, Wis. Stats., that
provided for mandatory certification of expert help.

In 1974, the Advisory Committee on Assessor Certification was formed. The goal of this
committee, which consisted of representatives from the DOR and from the assessing and
appraisal fields, was to define the criteria for local assessor certification. Following closely
the proposals of this committee, the Legislature enacted sec. 70.05(1), Wis. Stats., requiring
all assessors and assessment personnel assuming office on or after January 1, 1977, to be
certified. This requirement was extended in sec. 73.09(2), Wis. Stats., to all DOR
assessment personnel commencing on January 1, 1981.

Certification Levels

There are five levels of certification in the Wisconsin Assessor Certification program; three
are assessor levels and two are for assessment personnel other than the assessor. The levels
of certification, in order of increasing responsibilities, are: Assessment Technician, Property
Appraiser, Assessor 1, Assessor 2, and Assessor 3. The duties that an individual is
authorized to perform are progressively more complex as the level of certification becomes
higher. An individual certified at the higher level is allowed to perform the duties of any
subordinate level of certification, except for the Assessor 3 level. An Assessor 3 can only
perform duties associated with the Assessor 3 certification.

Each town, village, city, and county within Wisconsin is rated for a specific minimum level
of certification for the statutory assessor depending on the relative complexity of the
property assessment function. If an individual is elected or appointed to the office of
assessor and is not certified at the appropriate level for the municipality, the office is
declared vacant and the appointing authority must appoint an appropriately certified
individual to fill the office of assessor. A non-certified individual cannot be appointed to fill
an unexpired term of an appointed or elected assessor.

2-1 Revised 12/12



Wisconsin Property Assessment Manual Chapter 2 Assessor Certification

Certain property assessment personnel other than the statutory assessor must also be
certified. The level of certification required depends on the duties performed. Each level of
certification has a description of the duties authorized at that particular level. If an
individual performs any or all of the duties described at a particular level of certification,
the individual must be certified at that level to legally perform those duties. Clerical
personnel do not fall under the definition of assessment personnel and therefore do not
have to be certified.

Duties by Certification Level

The levels of certification established by Administrative Rule Tax 12.06, along with the
prescribed duties for each level of certification, are as follows:

Assessment Technician

1. Assessment Technician shall be authorized to perform, in accordance with the
Wisconsin Property Assessment Manual (WPAM), and under the direct supervision of a
property appraiser or an assessor, the following duties:

a. Measuring and listing of land and improvements;

b. Calculating building cost data from information contained on property
record cards;

c. Posting maps, plats, and charts for a property appraiser or assessor;

d. Collecting data pertaining to construction costs, municipal boundaries and
other information for an appraiser or assessor.

e. Accompanying and assisting an appraiser or assessor in making physical
inventories of all types of real and personal property;

f.  Verifying property descriptions on real estate transfer returns by checking
records of the county

g. Classifying of real property according to use.

2. Assessment Technician shall not be authorized to serve as a Property Appraiser, or
an Assessor 1, Assessor 2, or Assessor 3.

Property Appraiser

1. Property Appraiser shall be authorized to perform, in accordance with WPAM, and
under the direct supervision of an assessor, the duties of an Assessment Technician
and the following duties:

a. Inspecting residential, commercial, agricultural, and residual classes of
real property for assessment purposes;

b. Assembling pertinent information relative to tangible personal property
subject to taxation;

c. Appraising real and personal property for assessment purposes;

d. Supervising subordinate assessment staff;
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e. Appearing before municipal Board of Review as a representative of the
assessor to give testimony relative to real and personal property
assessments.

2.  Property Appraiser shall not be authorized to serve as Assessor 1, Assessor 2, or
Assessor 3

Assessor 1

1. Assessor 1 shall be authorized to perform, in accordance with the WPAM, any of the
duties of a Property Assessment Technician, Property Appraiser, and the following
duties:

a. Serving as statutory assessor in an assessment district with a degree of
complexity requiring the level of Assessor 1 as determined by the DOR which
shall include responsibility for all assessed values of real and personal property
in the assessment district for which the individual is a statutory assessor;

b. Contacting taxpayers of the assessment district to explain the property
assessment laws and procedures under which the property assessments are
determined;

c. Supervising subordinate assessment staff.

2. Assessor 1 shall not be authorized to sign the assessment roll as statutory assessor in
an assessment district with a degree of complexity requiring the level of Assessor 2 or
Assessor 3 as determined by the DOR.

Assessor 2

1. Assessor 2 shall be authorized to perform, in accordance with the WPAM, any of the
duties of a Property Appraiser, an Assessment Technician, an Assessor 1, and the
following duties:

a. Serving as statutory assessor in an assessment district with a degree of
complexity requiring level of Assessor 2 as determined by the DOR which shall
include responsibilities for all assessed values of real and personal property in
the assessment district for which the individual is statutory assessor;

b. Supervising subordinate assessment staff.

2. Assessor 2 shall not be authorized to sign the assessment roll as statutory assessor in

an assessment district with a degree of complexity requiring the level of Assessor 3 as
determined by the DOR.

Assessor 3

1. Assessor 3 shall be authorized, in accordance with the WPAM to perform the following
duties:
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a. Serving as statutory assessor in an assessment district with a degree of
complexity as determined by the DOR at the level of Assessor 3 which shall
include responsibility for all assessed values of real and personal property in the
assessment district for which the individual is statutory assessor;

b. Policy determination, budgetary formulation, and responding to appropriate
levels of government involved in the property assessment process;

c. Supervising subordinate assessment staff.

2. Assessor 3 shall not be authorized to sign the assessment roll as statutory assessor in
any assessment district with a degree of complexity requiring the level of Assessor 1 or
Assessor 2 as determined by the DOR, nor serve on the staff of any assessment district
as Assessment Technician, Property Appraiser, Assessor 1, or Assessor 2.

Levels of Certification by Assessment District

The DOR by administrative rule has established the levels of certification required for
statutory assessors by assessment district based on the complexity of the assessment
function.

Assessor 3
Municipalities requiring an Assessor 3 level of certification are the following:

City of Madison - Dane County
City of Milwaukee - Milwaukee and Washington Counties

Assessor 2
Municipalities requiring an Assessor 2 level of certification are the following:

Town of Grand Chute - Outagamie County
Town of Menasha - Winnebago County

Town of Salem - Kenosha County

Town of Somers - Kenosha County

Village of Allouez - Brown County

Village of Ashwaubenon - Brown County
Village of Bristol - Kenosha County

Village of Brown Deer - Milwaukee County
Village of Caledonia - Racine County

Village of EIm Grove - Waukesha County
Village of Fox Point - Milwaukee County
Village of Greendale - Milwaukee County
Village of Hales Corners - Milwaukee County
Village of Menomonee Falls - Waukesha County
Village of Mt. Pleasant - Racine County
Village of Pleasant Prairie - Kenosha County
Village of Shorewood - Milwaukee County
Village of Twin Lakes - Kenosha County
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Village of Whitefish Bay - Milwaukee County
City of Appleton - Calumet, Outagamie, and Winnebago Counties
City of Beaver Dam - Dodge County

City of Beloit - Rock County

City of Brookfield - Waukesha County

City of Cudahy - Milwaukee County

City of DePere - Brown County

City of Eau Claire - Chippewa and Eau Claire Counties
City of Fitchburg - Dane County

City of Fond du Lac - Fond du Lac County
City of Franklin - Milwaukee County

City of Glendale - Milwaukee County

City of Green Bay - Brown County

City of Greenfield - Milwaukee County

City of Janesville - Rock County

City of Kenosha - Kenosha County

City of LaCrosse - LaCrosse County

City of Manitowoc - Manitowoc County

City of Marshfield - Marathon and Wood Counties
City of Mequon - Ozaukee County

City of Middleton - Dane County

City of Monona - Dane County

City of Muskego - Waukesha County

City of Neenah - Winnebago County

City of New Berlin - Waukesha County

City of Oak Creek - Milwaukee County

City of Oconomowoc - Waukesha County

City of Oshkosh - Winnebago County

City of Racine - Racine County

City of Sheboygan - Sheboygan County

City of South Milwaukee - Milwaukee County
City of Stevens Point - Portage County

City of Sun Prairie - Dane County

City of Superior - Douglas County

City of Waukesha - Waukesha County

City of Wausau - Marathon County

City of Wauwatosa - Milwaukee County

City of West Allis - Milwaukee County

City of West Bend - Washington County

City of Wisconsin Rapids - Wood County

Assessor 1

All towns, villages, and cities not specifically mentioned as requiring Assessor 2 or Assessor
3 level of certification shall require an Assessor 1 level of certification.
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Temporary Assessor Certification

Section 73.09, Wis. Stats., provides that the DOR shall establish rules for the temporary
certification at the first level of certification (Assessment Technician) and designate the
functions that may be performed by such persons. It also provides that the Department
shall establish the requirements for and responsibilities associated with temporary
certification. In accordance with the law, the following guidelines have been implemented
for temporary certification at the Assessment Technician level.

Temporary certification allows an individual to perform at the Assessment Technician level
under direct supervision of the certified individual signing the assessment roll, or, if
employed within the Wisconsin DOR, under the supervision of the individual's immediate
supervisor. Direct supervision under Administrative Tax Rule 12.05 means that the
statutory assessor is personally responsible for all work performed by temporarily certified
individual(s). All work of those with temporary certification must be monitored by the
certified individual.

The individual supervising a person with temporary certification is responsible for ensuring
that the start and end dates of the temporary certification are strictly adhered to. No more
than two persons employed by private firms in the same municipality may hold temporary
certification at the same time.

For temporary certification under Tax Rule 12.05 direct supervision means that the
statutory assessor is personally responsible for all the work performed by the temporarily
certified individual(s) that he or she has sponsored. The sponsor must monitor the activities
of the temporarily certified individuals to ensure full compliance with the requirements of
the tax rule.

To become temporarily certified an individual must submit a written application on the
prescribed form to the Office of Assessment Practices (OAP), along with a $20 examination
fee. A copy of this two-sided form can be found in the forms chapter. For an application to
be approved, the applicant cannot have been previously temporarily certified, and must
have a job commitment from an elected or appointed assessor; from a firm contracting to
make the assessment under sec. 70.05(2), 70.055, or 70.75, Wis. Stats.; or from the
Wisconsin DOR. The application form must be signed by both the applicant and the
sponsor, and notarized.

Temporary certification does not become effective until the DOR sends a letter of approval
to the applicant. The Application for Temporary Certification form PC-724 also serves as
the individual's application to attempt the next certification exam.

Once issued, the temporary certification is effective until whichever of the following events
occurs first:

@ 100 days have expired since the certification became effective

@ Upon issuance of the results of the first certification exam following the effective
date of the temporary certification.
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Examination Guidelines

Certification is achieved by passing a written exam. Examinations for all levels of
certification are offered quarterly. The exam schedule showing locations and dates, as well
as the exam application form PR-722, can be found under the Training option on the DOR
website.

The completed exam application, along with the $20 exam fee, must be mailed to Wisconsin
Certification Examination Services and received by the application deadline. Applications
received after the deadline are scheduled for the following quarter. Prior to the exam,
applicants will receive a letter confirming the date, time, and location of the exam.

Certification is attained by correctly answering 70% or more of the questions on the DOR
prescribed exam. The use of hand-held, solar-powered or battery-powered, silent calculators
that perform simple mathematical functions are permitted; however, calculators or devices
that contain programmable data and use alpha-key pads to store text information are not
permitted. In addition, any device that allows external programming through the use of
separate disks or cards is not permitted. Exam proctors will not provide calculators. The
examinations for each of the five levels are independent of each other. That is, an individual
need not successfully complete a certification exam at one level before attempting the exam
for a different level. Those individuals who are unsuccessful at passing a certification exam
are provided with a written evaluation containing an itemized breakdown of questions
answered correctly by subject area.

Exam Content by Level of Certification

The five levels of exams have a potential of testing six subject areas. These areas are math,
rectangular survey (legal descriptions), construction terminology, Wisconsin property
assessment law, basic appraisal, and administration. The areas and to what extent they are
tested will depend on the level of exam being taken. Figure 2-1 shows the emphasis placed
on a particular subject area for each certification level.

Figure 2-1
Subject Area Technician | Appraiser | Assessor 1 | Assessor 2 | Assessor 3
Math 42 10 4
Legal Descriptions 28 20 30 16
Construction Terms 15 25 22 22
WI Assessment Law 15 20 100 74 50
Appraisal 25 44 88 25
Administration 125
g%t:;tionf Exam 100 100 200 200 200
?gf)éx;in:qe Allotted 2 Hours 2 Hours 4 Hours 4 Hours 4 Hours
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Study Resources for Exams

Assessor Certification Study Material is available on the DOR Internet, and can be
downloaded from this link: http://www.revenue.wi.gov/training/assess/PM-201.pdf

The study materials consist of chapter reprints from Volume | of the WPAM and covers:
legal descriptions, construction terminology, basic appraisal concepts, and valuation of fixed
assets. The site also contains a link to Chapter 70, Wis. Stats., which provides the
information required to answer the examination questions related to property tax law.

Candidates may also find a general mathematics book useful in reviewing basics such as
addition, subtraction, multiplication, division, ratios, fractions, percentages, area
calculations, and basic algebraic formulas. Candidates seeking Assessor 3 certification
would benefit from management texts and courses covering human resource development,
administration, supervision, and budget policies.

Delinquent Tax

1997 Wisconsin Act 237 expanded, effective January 1, 1999, the withholding of
occupational licenses and credentials of taxpayers that owe delinquent Wisconsin taxes.
The act created section 73.09(7m), Wis. Stats, which specifically applies to assessor
certifications.

Certificate holders are screened at initial issuance, renewal, and periodically to identify
individuals with Wisconsin tax delinquencies. Those with delinquent tax liabilities are
notified and allowed at least 10 days to pay the amounts due. If the delinquent account is
not satisfactorily resolved, a Certificate of Delinquent Taxes in that person's name is sent to
the OAP. At that point the OAP notifies the certified assessor of the date that his or her
certification will be revoked. A minimum of 30 days notice is provided to the certified
individual.

When an individual's initial certification or renewal application has been denied or
certification revoked for a delinquent tax liability, the person is entitled to a hearing before
the DOR. The hearing is limited to the questions of: a) mistaken identity of the credential
holder; and b) whether the credential holder has resolved the delinquent tax account for
which he or she is liable.

Upon receipt of a Department of Revenue Tax Clearance Certificate, the OAP will reinstate
any remaining portion of that person's assessment certification period.

Revocation of Certification

Wisconsin Statutes related to assessor certification contain provisions intended to ensure
the integrity of the certification program by establishing procedures for revoking
certification under certain circumstances. The Secretary of Revenue or any designee may
revoke the certification of any assessor, assessment personnel, or expert appraiser for the
practice of any fraud or deceit in obtaining certification, or any negligence, incompetence, or
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misconduct, including making a fraudulent change in the assessment roll after it is opened
for examination under sec. 70.47(3), Wis. Stats.

Revocation of certification is an administrative process. It proceeds in the same manner as
a trial to the court or a contested hearing before an administrative hearing officer. A
complaint is filed to the start the process. Evidence is gathered in the form of testimony of
witnesses and documents. In any matter that goes forward to a hearing, the evidence is
presented, cross-examination is allowed and the parties make arguments to the hearing
examiner, who issues a proposed decision for approval by the Secretary. Briefs may be filed.
The burden is on the Department to prove the matter by a preponderance of the evidence.
This is the standard of proof used generally in all civil actions.

Assessor Complaint Procedure

When a complaint against an assessor is filed with the Office of Assessment Practices
(OAP), the issues are analyzed to determine those that deal with the statutorily-defined
offenses and those that are not. The statutorily offensive include such violations as fraud,
neglect, and misconduct. Complaints usually include valuation issues. It is not unusually
for property owners to argue that an assessor is incompetent because of his or her opinion
of value. Differences in opinions of value are not grounds for an assessor complaint as there
is a well-established valuation appeal process.

After review of the initial complaint, the OAP sends a letter to the complainer asking if
they wish to file a formal complaint and if so, to provide specific information about the
complaint in a chronological order. The letter also explains that differences of opinion in
value are not grounds for revocation and should be handled by the appeal process.

If the property owner files a formal complaint, the OAP will evaluate the allegations and
may send a letter of inquiry to the assessor (and other parties if necessary) with a specific
time period for response.

The OAP analyzes all of the information received and makes a determination to (a) file a
request for revocation with the Secretary of Revenue, (b) issue a warning, or (c) dismiss the
complaint.

If a complaint is forwarded to the Secretary of Revenue, a hearing is scheduled at which
time an examiner hears sworn testimony and receives the record. The examiner then
recommends a proposed decision to the Secretary of Revenue.

Statutory Language Regarding Removal or Revocation of Certification of
Wisconsin Municipal Assessors

17.14 Removal; assessors; Boards of Review; county boards; procedure. Any assessor and
any member of a board of review or of a county board of supervisors, in addition to being
removable as otherwise provided, may be removed by the circuit court for the county of the
assessor or member, as follows:

17.14(1) Assessors. Any assessor for one or more of the following causes:
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17.14(1)(a) Willful or intentional assessment of property at other than its true cash value
with the intent to subject such property to more or less than its lawful share of taxes.

17.14(1)(b) Willful or intentional omission of taxable property from the assessment roll with
intent to permit the same to escape taxation.

17.14(2)(c) Willful or intentional assessment of the property of one person at a lower value
than the property of another or others whereby favoritism or discrimination between
taxpayers in the district is shown.

17.14(1)(d) Solicitation or receipt of any favor, reward, money or other thing of value of or
from the owner of any taxable property in the assessor's assessment district for the
assessment or valuation of property at other than its true cash value.

17.14(1)(e) Solicitation or demand by any assessor of any owner of property liable to
assessment in the assessor's assessment district to aid, assist or promote the business or
interests of such assessor by means of which and by virtue of the office of assessor the
assessor shall gain or receive pecuniary profit or advantage that the assessor could not
otherwise have gained or received.

17.14(1)(f) Any violation of law in the valuation or assessment of property in the assessor's
assessment district.

17.14(1)(g) Failure to use the "Wisconsin Property Assessment Manual” provided under s.
73.03 (2a) and as required by s. 70.32 (1) and 70.34. The certification of any assessor
removed under this paragraph may for sufficient reason be reinstated by the secretary of
revenue after one year upon formal application for reinstatement.

17.14(1)(h) Failure or refusal to deny claims for exemption or to terminate exemptions
pursuant to direction of the secretary of revenue under s. 73.03 (45).

73.09(7) Revocation of certification.

73.09(7)(a) The secretary of revenue or a designee may revoke the certification of any
assessor, assessment personnel or expert appraiser for the practice of any fraud or deceit in
obtaining certification, or any negligence, incompetence or misconduct, including making a
fraudulent change in the assessment roll after it is opened for examination under s. 70.47

(3).

73.09(7)(b) Charges of fraud, deceit, negligence, incompetence or misconduct may be made
against any assessor, assessment personnel or expert appraiser by the department of
revenue. Such charges shall be in writing, stating the specific acts, and submitted to the
secretary of revenue. All charges shall be heard by the secretary within 3 months after
their filing.

73.09(7)(c) The time and place for such hearing shall be fixed by the secretary of revenue

and a copy of the charges, together with a notice of the time and place of hearing, shall be
given by personal service or by registered letter with return receipt requested, mailed to the
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last-known address of such expert appraiser, at least 30 days before the hearing. The expert
appraiser so charged shall have the right to appear personally and by counsel, to cross-
examine witnesses appearing against him or her, and to produce evidence and witnesses in
his or her own defense.

73.09(7)(d) If, after such hearing, the secretary of revenue determines that there is just
cause for revocation, the secretary shall revoke the certificate of registration of the expert
appraiser and notify the expert appraiser to that effect. The expert appraiser shall return
his or her certificate to the secretary of revenue immediately on receipt of the notice. The
action of the secretary of revenue may be reviewed under Ch. 227.

73.09(7)(e) The secretary of revenue, for reasons sufficient, may reinstate a certificate of
registration that has been revoked under this subsection, after one year upon formal
application for reinstatement.

73.09(7m) Liability for delinquent taxes.

73.09(7m)(a) If the department of revenue determines that an applicant for certification or
recertification under this section or a person who holds a certificate issued under this
section is liable for delinquent taxes, as defined in s. 73.0301 (1) (c), the department of
revenue may deny the application or revoke the certificate. Except as provided in par. (c), a
denial or revocation under this paragraph is not subject to judicial review.

73.09(7m)(b) If the department of revenue denies an application or revokes a certificate
under par. (a), the department shall mail a notice of denial or revocation to the applicant or
certificate holder. The notice shall include a statement of the facts that warrant the denial
or revocation and a statement that the applicant or certificate holder may, within 30 days
after the date on which the notice of denial or revocation is mailed, file a written request
with the department to have the determination that he or she is liable for delinquent taxes
reviewed at a hearing under s. 73.0301 (5) (a).

73.09(7m)(c) If, after a hearing under s. 73.0301 (5) (a), the department of revenue affirms a
determination under par. (a) that an applicant or certificate holder is liable for delinquent
taxes, the department shall affirm its denial or revocation. An applicant or certificate
holder may seek judicial review under Ch. 227 in the circuit court for Dane County of an
affirmation by the department of a denial or revocation under this paragraph.

73.09(7m)(d) If, after a hearing under s. 73.0301 (5) (a), the department of revenue
determines that a person whose certificate is revoked under par. (a) is not liable for
delinquent taxes, as defined in s. 73.0301 (1) (c), the department shall reinstate the
certificate. The department may not charge a fee for reinstatement of a certificate under
this paragraph.

Recertification

Chapter 221, Laws of 1979 directed the DOR to establish by administrative rule, policies
and procedures for recertification. Since that time, the law governing the length of
certification has been modified several times. Since August 15, 1991, certifications expire
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five years after the date of issuance.
There are two ways for an individual to become recertified.

Alternative 1: Passing the current certification examination. A $20 examination fee is
required.

Alternative 2: Completing four of the five most recent annual Assessor Schools sponsored
by the DOR (Sec. 73.06(1), Wis. Stats.) and completing the continuing education
requirements as established by the DOR for the level of certification being sought. Both the
Assessor School requirement and the continuing education requirements must be
completed during the current five year certification period in order to be credited toward
future recertification. When all education requirements have been met, the certificate
holder may file an application for recertification.

Department of Revenue Assessor School

The continuing education alternative requires individuals seeking recertification to
complete at least four annual assessor schools developed by the DOR (sec. 73.06(1), Wis.
Stats) during each five year certification period.

Beginning in 2009, assessors have the option of meeting this recertification requirement by
viewing assessor school materials on DOR’s internet site under assessor training. In
order to get credit for viewing these materials, the assessor must submit an online affidavit
certifying that assessor school materials have been completed.

Continuing Education Requirements

Continuing education requirements (CEUs) have been established by the DOR for each
level of certification. These requirements are in addition to assessor school education. The
continuing education requirements for recertification by certification level and subject area
are shown below. Instruction approved as meeting CEU requirements are posted online
each month under Assessor Training.
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Continuing Education Requirements by Certification Level

(Minimum classroom hours)

Level of Appraisal Pg?'?;%l/?;(olr‘a;w Total Program
Certification PP P Y Hours Required
Management

Assessment
Technician 0 0 0
Property 20 0 20
Appraiser
Assessor 1 15 15 30
Assessor 2 15 15 30
Assessor 3 3 27 30

When an individual is certified at multiple levels, coursework may be applied to meet CEUs
at each level. For example, if an individual certified as both an Assessor 3 and Assessor 2
attends a course approved for three hours of continuing education in the area of appraisal,
those three hours can be applied to meet both the Assessor 3 and Assessor 2 CEUSs.

To receive continuing education hours for non-credit classroom instruction, the program
must be approved by the DOR prior to attendance. The Committee on Continuing Assessor
Education is responsible for reviewing and approving materials submitted by course
sponsors for continuing education hours. A course will not be approved unless it includes a
minimum of 2.5 hours of instruction. In addition, proposed courses are evaluated to
determine whether the subject area of the program is appropriately categorized as
appraisal related, property tax law, or supervisory/management related instruction. The
Committee also reviews the qualifications of the course instructors and establishes the
number of continuing education hours that will be granted for each course.

Requests for course approval must be submitted to the OAP on the appropriate state-
prescribed form no later than 60 days prior to the beginning of the program.

In order for certified individuals to receive CEU credit for approved courses, certain
constraints apply:

1. The entire course must be attended and completed during the applicant’s
current certification period but not later than two months prior to the
expiration date.

2. Coursework that begins before an individual is certified cannot be used to
meet recertification requirements.

3. An individual can receive CEU credit for a given course only once during any
one certification period.

4. During any one recertification period, an instructor may apply continuing
education hours toward recertification one time for each different program
they instruct.

Credit programs offered by an accredited institution are automatically approved for
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assessor continuing education credit if the conditions of Administrative Tax Rule 12.065 are
met. Tax Rule 12.065 defines a credit program as a course that can be applied toward an
associate or higher degree at an accredited institution of higher education.

The course content must fall within the guidelines of “Appraisal,” “Property Tax Law” or
“Management Instruction” as defined in Administrative Tax Rule 12.065. The rule defines
Appraisal instruction as those programs consisting of broad-based appraisal knowledge
essential to assessors and assessment personnel in performing the appraisal function. It
defines Property Tax Law or Management instruction as those programs which consist of
assessment administration knowledge which is broad based and essential to assessors in
performing the assessment function.

Applying for Recertification

The list of approved Assessor Continuing Education Courses is updated monthly and posted
on DOR'’s internet site under Training. To receive CEU credit for credit courses, the
individual must provide the Department with evidence of satisfactory completion within 30
days of completion of the course. Satisfactory completion means receiving a passing grade
for the program. Auditing a credit program does not satisfy the requirement of satisfactory
completion.

For each annual meeting called by the Department and approved non-credit program
attended, the participant will receive a certificate of attendance. An individual who takes
approved credit courses should keep the grade reports. These certificates and reports
should be retained for use in completing the Application for Re-certification of Assessment
Personnel form PM-112.

When all education requirements have been met, it is the responsibility of the individual to
submit a notarized application for renewal along with a $20 recertification fee to the DOR,
attesting that the recertification requirements have been met. The applicant must list on
the application form, the continuing education programs and the assessor schools
completed in fulfillment of the recertification requirements. The educational requirements
must be fulfilled and the application submitted to the OAP at least 60 days prior to the
certification expiration date.

Chapter Links and Contacts

Links

The following forms are available on DOR’s website under forms
PC-722  Application for Assessor Certification Examination
PC-724  Application for Temporary Certification
PM-112 Application for Recertification of Assessment Personnel
Continuing Education Alternative
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The following are available on DOR’s website under ‘Training, Assessor Education’
Approved Continuing Education Courses
Exam schedule & locations
Study materials related to examination content

Contact Information

Correspondence related to assessor certification issues should be addressed to the following
agency:

Wisconsin Department of Revenue

Office of Assessment Practices, M/S 6-97

Assessor Certification

P.O. Box 8971

Madison, WI 53708-8971

Telephone #: (608) 266-7750

E-mail: bapdor@revenue.wi.gov

Fax #: (608) 267-0835
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Chapter 3

Staffing Recommendations

To help ensure equitable assessments, each municipality should provide the necessary
funds to allow for the hiring a sufficient number of competent staff to perform the
assessments in accordance with the law and accepted appraisal practices. The municipality
should allocate funds for the purchase of office supplies and assessment aids.

Budget

In the budget of any unit of government, salaries and benefits are the biggest single outlay
of funds in relation to other expenses. This amount will vary depending on the size of the
staff and the number of professional, technical, and clerical positions.

There is a correlation between compensation received and the quality of work performed.
To attract and keep competent staff, competitive salaries are necessary. Salary levels for
the part-time assessor, full-time assessor, or the assessor’s staff should not be arbitrarily
placed in line with salaries of other local officials. The assessment salaries should reflect
the responsibilities, education, certification, and experience requirements of the position,
and should be in line with similar positions in private and other governmental agencies.

Large municipalities with full-time staff members generally accept this premise; however,
this is not always the case in small municipalities. Smaller taxation districts usually
require part-time personnel who maintain other means of support and perform the
assessment function for only a few months a year. Even so, these individuals are still
required to be certified and have knowledge of appraisal theories and techniques. In such
municipalities, the part-time assessor is often responsible for all assessment duties in the
district (See Figure 3-1 for a comparison). While there are fewer properties to assess, their
assessment may be just as difficult as properties in large metropolitan areas, but the
salaries paid in relation to the responsibilities are not always in direct proportion. Whether
serving a large or small district the assessor is expected to accomplish and maintain certain
activities and standards. Some of these activities and standards are:

1. An overall assessment level between 90%-110%. There is a relationship between the
level of assessment and the quality of assessment. It has been determined that the higher
the assessment level the better the uniformity of assessment.

2. Uniformity between classes of property. The spread of assessment ratios between
property classes should not be greater than 10%.

3. Uniformity within classes of property. The coefficient of dispersion for the municipality
should be low. A coefficient of 15 or less is good, 15 to 20 is average, and over 20 is poor.

4. A complete set of up-to-date property record cards that are completed in accordance
with the Wisconsin Property Assessment Manual (WPAM).
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5. Equity between the assessments of land and improvements. The variance between the
aggregate ratio of all land classes versus the aggregate ratio for all classes of improvements
should not be greater than 10%.

6. A complete set of maps, aerial photos, and soil surveys that are current and appropriate
for the municipality.

7. Improvement in the overall quality of the assessments. The assessor can achieve this
by: acquiring continuing education and appraisal or assessment designations, conducting
annual market analyses, properly maintaining the assessments, applying effective
techniques of the cost, market, and income approaches to value, and complying with
reporting systems to state agencies.

The municipality can contribute to the improvement of the overall quality of assessments
by allowing assessor input in the budgeting process and by providing for a budget that
includes adequate funding for the assessor’s salary, assessor training, modern office
equipment and supplies, support staff as necessary, periodic revaluations, modernization of
appraisal systems, and public relations relative to the assessment function.

The statutory assessor is responsible for completing all assessment activities when

operating a single person office. Figure 3-1 provides a table of job activities and identifies
the staff member responsible for performing the duties.
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Figure 3-1

Assessment Personnel

Position

Job Activities Classification

Typing letters and reports

Filing appraisal cards and personal property returns
Prepare notices of increased assessment

Adding and balancing assessment roll

Perform general correspondence for assessor’s office
Maintain office records on personal and fiscal matters General
Schedule meetings with taxpayer groups & other governmental Secretary
agencies

Process all personal property forms and data

Check self-reporting forms for accuracy

Assist appraiser in valuation duties

Assist in making drawings of buildings

Measure and list land and improvements

Post maps, plats, and charts

Calculate building cost data

Collect data on construction costs

Verify property descriptions

Viewing of all classes of real property for assessment purposes
Appraise real property Real Property
Testify before Board of Review on data relative to real property Appraiser
assessments

Viewing of personal property for assessment purposes

Assemble pertinent information on tangible personal property subject
to taxation

Appraise personal property

Testify before Board of Review on data relative to personal property
assessments

Serve as statutory assessor for assessment district

Sign the assessment roll

Determine policy and develop budget figures for the assessment office
Respond to appropriate levels of government involved in the property
assessment process

Clerk Typist

Assessment
Technician

Personal
Property
Appraiser

Statutory
Assessor

Assessor Training

With continuing education requirements in effect as one means of attaining recertification,
there is added emphasis on assessor training (refer to Chapter 2 for continuing education
requirements). The assessment budget should include funding for periodic training of the
assessor and assessment personnel. Training needs may vary depending on the size of the
assessment jurisdiction and the job responsibilities; however, as a minimum, the assessor
should receive training in assessment law and administration, basic appraisal theory, and
applications of appraisal theory. Courses and assessment related conferences are offered
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throughout the year by the various vocational schools in the state, the UW-Extension, the
Wisconsin Association of Assessing Officers (WAAO), the Wisconsin League of
Municipalities, the International Association of Assessing Officers (IAAO), the Appraisal
Institute, and various private organizations and individuals. (Refer to the Appendix for
addresses of the vocational schools, IAAO, and Appraisal Institute.)

Public Relations

It is important that adequate funding be provided to promote public information regarding
the assessment process. In addition to providing funding for the statutorily required
assessment notices and Board of Review (BOR) determinations, the budget should provide
for annual tax bills and informational booklets such as Guide for Property Owners, Property
Assessment Appeal Guide, Property Tax Guide for Wisconsin Mobile Home Owners and the
Agricultural Assessment Guide.

Office Space and Office Supplies

To effectively perform the assessments, it is imperative that the assessor be provided with
the necessary records, forms, equipment, supplies, and office space to do the job. While
assessors in some smaller municipalities may work from their homes, this may not always
be desirable and in many cases is not practical. All of the various assessment records, maps
and other supplies require considerable space, which should be provided, or at least made
available to the assessor upon request. As a minimum, the assessor should also be provided
with modern office equipment, including a telephone and fax machine, computer,
typewriter, calculator, access to a photocopy machine, fireproof filing cabinets, and office
furniture. (The supplies and equipment needed will vary depending on the number of
assessment personnel and the sophistication of the assessment system.)

This presents another element that must be considered by smaller districts: is it essential
for each municipality to have its own assessor? In some cases, it may be more practical for
several districts to pool their resources to hire a full-time, experienced assessor.

Each municipality must analyze its assessment needs and evaluate the alternatives
available. The number one priority of every municipality must be equitable assessments.
The means to achieve equitable assessments will be the result of efficient use of labor,
supplies, and cost effective assessment procedures. The governing body that understands
the assessment needs of its municipality and meets those needs through effective planning
will achieve accurate and equitable assessments for many years to come.

Once staffing needs have been determined, an analysis must be made of other resources
necessary to perform the assessments in the most efficient and equitable manner possible.
Based on prior experience, assessment administration texts, and this section, the assessor
would determine mapping, data processing, and capital outlay needs (such as furniture and
supplies), and office rents, if applicable, in order to prepare and justify the annual budget
request to the governing body.
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Staffing Requirements

The number of assessment personnel required will vary from one district to the next.
Staffing needs will range from a single part-time assessor in small municipalities to an
assessment office consisting of supervisors, appraisers, technical, clerical, and other staff in
large municipalities. The number of staff required will also vary depending on whether a
manual or automated assessment system is used, since this will affect staff efficiency.
Efficiency is dependent on the availability of adequate equipment such as tape measures,
maps, soil surveys, historical records, current assessment manuals, calculators and
computers.

In determining the number of positions required to staff an assessment office, the
Wisconsin Department of Revenue (DOR) has drawn on the experience of its own staff, the
records of performance by professional appraisal firms, and the experience of city
assessment offices and county assessor systems both in and out of state. To arrive at
minimum staffing requirements, the individual characteristics of the property to be
assessed (full value and number of properties) and the different steps that make up the
total assessment process were considered.

Manual Assessment Systems

The estimates shown in Figure 3-2, lines 1 and 2, are based upon the use of a manual
assessment system with one assessor (who has prior appraisal/assessment experience)
handling the assessment process including: listing, pricing, applying appropriate
depreciations, valuing improvements by the market, cost, and income methods (where
appropriate), valuing vacant and improved land parcels by the market approach, and
verification of final assessed values. This would be comparable to a revaluation and would
assume the gathering of all new data on property record cards.

For example, assume the following number of improved parcels in a township with a part-
time assessor:

Residential = 91 improved parcels
Commercial 6 improved parcels
Agriculture 141 improved parcels

The following calculations produce the average “person days” required to complete the
project:

91 improved residential parcels/5 appraisals per day (ave.) 18.2 person days

6 improved commercial parcels/2 appraisals per day (ave.) 3.0 person days

141 improved ag parcels/2 appraisals per day (ave.) 70.5 person days

Total = 91.7 person days
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The total of 91.7 or 92 person days indicates that it would take an assessor 92 working days
to completely reassess the township. Based on this information, an appropriate work
schedule could be developed. Built into these figures is time for other routine duties such as
taxpayer contact and Open Book and BOR appearances.

After an adequate set of property record cards have been created, the assessor on a year-to-
year basis, should be able to field verify the land and improvement information on the
record cards, cost out the improvements, estimate depreciation, make any necessary
adjustments, and arrive at a final dollar value at a faster pace (See Figure 3-2, line 2).

Another area to be considered is the assessment of personal property. The assessment of
personal property would include discovery, viewing, assembling pertinent valuation
information, listing, and valuation. Figure 3-2, line 3 lists the average number of personal
property parcels that can be completed in one day.

Figure 3-2

Improved Parcels Per Day, Manual System

Position Activity Residential | Commercial | Agricultural

Assessor Measure, list, and value 5 2 5

Assessor | Field verification of land and
improvement information on
Property record cards (after 10 5 5
adequate set of record cards
have been created)

Appraiser | Assessment of personal
- 10 10
property
Data List and Measure 15 8 ;
Collector

To reduce the cost of the assessment process, many larger districts employ data collectors.
These individuals measure and list properties and cost them out to the point of developing
replacement costs new. Depreciation, market adjustments, and other valuation data are
determined by the assessor who is responsible for the final assessment of each property.
The use of data collectors allows the appraisal staff to devote more time to performing field
studies, market analyses, assessment/sales ratio studies, and also reduces the number of
staff appraisers needed. Figure 3-2, line 4 shows the number of parcels that data collectors
can daily list and measure.

The number of support staff (in the form of clerk-typists or receptionists) required in an

assessment office will vary with the duties assigned. In general, however, one support
position is required for every five full-time professional positions.
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Automated Assessment Systems

Private enterprise has been employing computer-assisted systems and based on that
experience, coupled with the experience of various governmental agencies, the following
staffing guidelines, and job descriptions are suggested.

Even with an automated assessment system, certain routine management duties remain;
therefore, a chief assessor, deputy assessor, and supervising appraisers may be needed,
depending upon the size of the municipality. The bulk of the workload will be completed by
field data collectors. They will be able to list and measure the number of improved parcels
listed in Figure 3-3, line 1.

Figure 3-3

Improved Parcels Per Day, Automated System

Position Activity Town Village City
Data List and Measure 8 15 15
Collectors

Field verification of computer
Appraiser generated value estimates 85 to 100 properties per day

For example, assume a city has 48,000 parcels. The following calculations are required to
determine the number of data collectors needed on a full-time (but temporary) basis.

48,000 parcels/15 listings per day = 3,200 person days

3,200 person days/234 average # of working days per year per employee = 13.68 or 14 data
collectors

To accomplish this workload, the data collectors may be a mixture of permanent and
temporary help, and must be certified at the Assessment Technician level by the Wisconsin
DOR.

Once the data is listed, it is processed, and value estimates are produced. Once these
estimates are received by the appraisal staff, they must be field verified. During this
review, market adjustments, cost and design factors, and depreciation estimates may be
changed if the values produced do not seem appropriate. (See Figure 3-3, line 2 for the
number of properties that an appraiser can review per day.) The appraiser would assume
other duties such as market analysis, ratio studies, taxpayer contact, and Open Book and
BOR appearances when not reviewing values.
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After the property record card has been completed, it will be handled in one of two ways,
either by in-house computer facilities or by a private service contractor. Large
municipalities will generally have data processing facilities in-house and will maintain
their own data entry operators, systems analyst, and data processing manager. If a
municipality does not have its own computer or finds it impractical to acquire one, it may
contract with an outside service bureau or combine with other municipalities to establish a
regional facility. By using a service bureau, a municipality is basically renting time and
space on the computer and pays only for time used. If problems arise that require a systems
analyst, additional charges may result. Staff size will vary depending on whether the
municipality has its own computer or purchases computer time from another agency.

As previously discussed, the size and organization of an assessment office will vary among
municipalities, based on the size of the municipality, type of parcels to be appraised, and
whether or not data processing is used. Figure 3-4 is a typical organizational chart for a
large municipality employing automation in the appraisal process. The numbers of
assessment positions shown on the chart are based on a city with approximately 105,000
parcels. While the number of positions required would vary from municipality to
municipality, the basic organization would remain the same, and can therefore, be used as
a guide.
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Figure 3-4

Chapter 3 Staffing Recommendations

Assessor

Secretary

1 General Secretary 2 |

Chief Appraiser
(Deputy Assessor)

Personal Property Unit —

1 Appraiser

1 Assessment Aide

Real Estate Unit

Data Processing Unit

Technical and
Clerical Services Unit

1 Supervisor Appraiser | |

1 DP Manager

| ‘ 2 Draftpersons

4 Appraiser lIs

1 System Analyst

2 Clerk Typists

(part time)
| | |
| 4 Appraiser Is | | 2 Encoders | ‘ 1 Assessment Aide
| |
| 8 Data Collectors | | 1 Assessment Aide |

1 Assessment Aide |
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Position Descriptions

The following example position descriptions are meant to help define different types of work
performed, knowledge, experience, and level of certification for various activities in one
person or multi-staff offices. Since each municipality’s property makeup, resources, and
needs differ, the actual job description should be tailored to those specific needs.

Position: Statutory Assessor (One Person Office)

Nature of Work

This is technical and professional work in the appraisal of real and personal property for
taxation purposes. The work involves complete responsibility for the discovery, listing, and
valuation of all real and personal property.

Statutory assessor's duties include, but are not limited to, the following:
1. perform all field activities;
2. plan all work programs;
3. make all cost studies of current construction costs as evidenced by new
construction;
4. interview appropriate individuals to discover the current value of taxable
personal property;

5. determine the tax exempt status of property;
6. conduct sales analyses and dispersion studies;
7. view properties and analyze structural and locational value-determining

factors;

8. make adjustments on assessments as indicated by market factors;
9. value all taxable residential, commercial properties;
10. prepare and deliver the forms required by the DOR,;
11. sign the assessment roll;
12. send Notices of Changed Assessment;
13. provide instructional materials;
14. attend the Open Book;
15. attend the BOR;

a. present evidence to support value estimates;
16. take corrective action when necessary.

Desirable Knowledge, Abilities, and Skills

This position requires knowledge of the principles, methods, and techniques of real and
personal property valuation; thorough knowledge of laws, court decisions, rules and
regulations governing personal and real property assessments for taxation purposes;
working knowledge of construction costs, index numbers, and conversion factors applicable
to both real and personal property; ability to deal courteously and tactfully with the
property owners and to enforce tax laws with firmness; ability to analyze data, maintain
permanent records, prepare comprehensive reports and to testify and support assessments
before the BOR; and ability to communicate clearly and concisely, orally and in writing.
Experience in or general knowledge of computer science and statistics is desirable.
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Desirable Experience and Training

This position requires extensive experience in the appraisal of personal and real property,
including residential, and commercial property for taxation purposes, and the ability to
analyze sales data and establish unit values. Successful completion of courses in real
estate, property appraisal or other related fields offered by technical schools or
organizations, such as the Wisconsin Association of Assessing Officers, International
Association of Assessing Officers, the Appraisal Institute, American Society of Farm
Managers and Rural Appraisers, are examples of desirable training. Graduation from
college or technical school with a degree in real estate, economics, public administration or
a related field is desired but not required.

DOR Required Certification

Assessor 1 or Assessor 2 level of certification is required, depending on the complexity of
the assessment work.

Position: Statutory Assessor (Multi-Staff Office)
Nature of Work

This is administrative and professional work in supervising the appraisal of real and
personal property for tax purposes and in the direction of related activities of the Assessor’s
Office. The work involves complete responsibility for assessing all real and personal
property and the preparation of the assessment roll. Much of the detailed responsibility of
this work is delegated to assistants and the Assessor is primarily concerned with the
establishment and review of techniques used in performing the assessments and the review
and analysis of taxpayer complaints of inequities.

The statutory assessor's duties in a multi-staff office also includes, but are not limited to
the following:

1. plans, organizes, directs, and reviews the work of real and personal property
appraisers and other employees engaged in making and recording
assessments, and preparing assessment rolls;

2. views property and analyzes structural and locational value-determining
factors and establishes property values for assessing purposes;

3. confers with and advises employees regarding work methods and procedures
and personally handles unusual and complex cases;

4. signs the assessment roll;

5. interviews the public, receives and adjusts complaints involving assessments
and other matters arising in the work;

6. makes recommendations regarding adjustments to the assessments in all tax
cases that result in litigation;

7. perform other duties as required.
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Desirable Knowledge, Abilities, and Skills

This position requires knowledge of the principles, methods, and techniques of real and
personal property valuation; thorough knowledge of laws, court decisions, rules and
regulations governing personal and real property assessments for taxation purposes;
knowledge of office methods, procedures and equipment; ability to analyze factors which
tend to influence the value of property and to exercise sound and objective judgment in the
determination of equitable property values; and ability to establish and maintain effective
public relationships.

Desirable Experience and Training

This position requires extensive experience in the appraisal of personal and real property,
including residential, agricultural, and commercial property for taxation purposes,
including experience in an administrative capacity. Successful completion of courses in real
estate, property appraisal or other related fields offered by technical schools or
organizations such as the Wisconsin Association of Assessing Officers, International
Association of Assessing Officers or the Appraisal Institute are examples of desirable
training. Graduation from an accredited college or university with completion of courses in
real estate, public finance, economics, property assessing or public administration is
desirable but is not required.

DOR Required Certification

Assessor 2 level of certification is required. Assessor 3 level of certification is recommended.
Position: Chief Appraiser

(Deputy Assessor, Supervising Assessor, Assistant Assessor)
Nature of Work

This is technical and supervisory work, performed primarily in the office, in regard to the
appraisal of real estate and tangible personal property. The duties of the Chief Appraiser
include, but are not limited to, the following:

1. plans and directs work of the valuation staff and evaluates performance;

recommends the hiring of new valuation personnel;

2. is responsible for assigning, orienting, training, and supervising such
personnel;
evaluates individual performance;
directs the staff in making cost studies of current construction costs;
supervises the preparation of sales analyses and dispersion studies;
recommends, develops, interprets, and implements the assessor’'s policies,
operating practices, standards and procedures, and evaluates results;
provides technical assistance and advice on complex or unusual property
valuation problems;
8. represents the assessor at meetings, speaking engagements, and in contacts

with the public, taxpayer associations and real estate or business groups;

o 0hrw

~
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9. directs preparation of assessment appeal cases and production statistics.

Areas of Responsibility

This position would have broad supervisory responsibilities over the technical, clerical, and
data processing service units while maintaining direct supervision over the real estate and
personal property units. This person would assist in developing policies, planning long term
programs, making difficult administrative decisions, perform related work as required, and
would assume the duties of the assessor in the event of the assessor’s inability to act
through absence, incapacity, resignation, or otherwise.

Desirable Knowledge, Abilities, and Skills

This position requires knowledge of the principles and practices pertaining to the valuation
of property, Wisconsin property tax laws, court decisions, rules and regulations; working
knowledge of construction costs, index numbers, and conversion factors applicable to both
real and personal property; ability to plan, assign, and direct the activities of a professional
staff engaged in assessment activities; ability to communicate verbal and written ideas
clearly and logically and to speak effectively before groups; ability to meet and deal
tactfully with property owners, the public, and public officials; thorough knowledge of
principles and techniques in training and supervising personnel.

Desirable Experience and Training

The individual should have experience in estimating building and construction costs, the
physical characteristics of improvements, and the methods and techniques used in valuing
real and personal property. The individual should also have the ability to analyze sales
data and establish unit values for the assessment of residential and commercial land.
Successful completion of courses in real estate, property appraisal or other related fields
offered by technical schools or organizations, such as the Wisconsin Association of
Assessing Officers, International Association of Assessing Officers or the Appraisal
Institute, are examples of desirable training. Graduation from college with a degree in real
estate, economics, public administration, or a related field is desired but not required.

DOR Required Certification

Assessor 2 level of certification is required. Assessor 3 is recommended.

Position: Appraiser Il
Nature of Work

This would be the highest professional level in the appraisal series. Under general
direction, this individual makes market value appraisals of difficult and complex multi-
residential, commercial, recreational, and institutional real property, utilizing the market,
cost, and income approaches to arrive at a total value including land, improvements, and
personal property. This position also performs statistical and special studies and prepares
written reports on appraisal problems; collects and analyzes data on building costs,

3-13 Revised 12/12



Wisconsin Property Assessment Manual Chapter 3 Staffing Recommendations

interest, capitalization, rental rates, and operating costs. The Appraiser |1 may perform all
the duties of an Appraiser | or assist in the performance of the duties of the Statutory
Assessor or Chief Appraiser.

Areas of Responsibility

This position would be responsible for appraisal of complex properties such as major hotels
and office buildings, department stores, shopping centers, banks, and insurance companies;
assisting in training and supervising Appraiser 1 and Assessment Aides; preparing
assessment appeals cases and testifying as to market value before the BOR or Circuit
Court; meeting with representatives of governmental agencies on matters of zoning,
building ordinances, sanitation, easements, engineering requirements, geological
conditions, and other conditions which affect the market value of property; providing
technical advice to an appraisal crew in analyzing interest rates, incomes, and operating
expenses; determining rates and allowances for economic and functional depreciation of
property, considering age, type, conditions, and trends within the city; assembling,
correlating, and analyzing data on cost, income, and sales; representing the assessor at
meetings, speaking engagements and in contacts with the public, taxpayer associations,
and investment groups.

Essential Knowledge and Abilities

This position requires the ability to make market value appraisals that meet acceptable
standards, including land, improvements, and personal property, of complex residential
income producing properties, and less complex stores and office buildings; ability to
effectively supervise and train Assessment Aides and Appraiser I's; considerable knowledge
of property appraisal and assessment principles, practices, and techniques, and Wisconsin
property tax laws and rules; knowledge of statistical principles and techniques and ability
to analyze statistical data; thorough knowledge of types, methods, and materials used in all
types of building construction; knowledge of principles of supervision and training; ability
to maintain effective public relations; and the ability to keep accurate records and make
reports.

Desirable Experience and Training

This position requires experience in estimating building and construction costs, the
methods and techniques used in valuing real property, and the ability to analyze sales data
and establish unit values for the assessment of residential and commercial land. Successful
completion of courses in real estate, property appraisal, or other related fields offered by
technical schools or organizations, such as the Wisconsin Association of Assessing Officers,
International Association of Assessing Officers or the Appraisal Institute, are examples of
desirable training.

DOR Certification

Assessor 1 level of certification is required. Assessor 2 is recommended.
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Position: Appraiser |
Nature of Work

This is the professional entry-level position in the appraisal series. Under close supervision
this person is trained to either make market value appraisals of residential properties and
less complex commercial real properties utilizing the market, cost, and income approaches;
or verify the accuracy of reported data on property statements and to inspect and appraise
personal property including stock, machinery, equipment, supplies, furniture, fixtures, and
leasehold improvements. The individual may perform technical work in the office or assist
the Appraiser Il in valuing more complex properties. Related work is performed as
required.

Areas of Responsibility

This individual is trained to appraise residential and less complex commercial real
properties; assist in field reviewing and verifying estimated sales prices; measure, plot,
diagram, and describe buildings; compute square foot area and note quality characteristics
for property records; interpret legal descriptions, blueprints, and topographical maps; assist
in appraising typical properties to develop unit value factors for revaluing a neighborhood;
collect sales, building costs and lease, rent, business income, and expense data; explain
appraisal and assessment practices to the public; assist in examining accounting records,
financial statements, and related documents of commercial business firms and apartment
houses to verify the accuracy of reported data; assist in processing property statements by
viewing and comparison to prior year statements to determine if all property is reported,;
assist in preparing assessment appeal cases and testifying as to market value before the
BOR.

Essential Knowledge and Abilities

This position requires knowledge of basic principles of business, economics, general
concepts of property appraisal, and current trends of assessments. It also requires ability to
assemble and analyze data, prepare written reports, maintain records, and make
mathematical computations, analyze financial and accounting data, read and interpret
deeds, maps, plats, and blueprints; working knowledge of Wisconsin tax law; and ability to
develop and maintain effective public relations, speak and write effectively, and establish
and maintain cooperative relations with fellow employees.

Desirable Experience and Training
This position requires some experience in estimating building and construction costs, the

physical characteristics of the improvements, and the methods and techniques used in
valuing real and personal property. Schooling in appraisal-related fields is recommended.

DOR Required Certification

Property Appraiser level of certification is required. An Assessor level 1 of certification is
recommended.
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Position: Assessment Aide
Nature of Work

This position performs technical property assessment work in the office and provides
support services to the professional and technical staff of the assessor’s office. Under
supervision, this individual is trained to follow established procedures to accomplish
routine technical work related to the appraisal and assessment functions. This individual
may be trained to assist in obtaining information concerning property in the field. Related
clerical work is performed as required.

Areas of Responsibility

This individual assists in making drawings of buildings being appraised from blueprints
when necessary; assists in performing sales analysis and dispersion studies; assists in
drawing plot plans of land parcels on property record cards; records sales information on
property record cards; calculates cost appraisals and ratios from appraiser's notes and
reports; proofreads and checks mathematical computations on completed appraisal cards;
posts appraiser’s estimates of value on appropriate summaries and reports; posts forms for
data processing input and maintains control forms and letters; verifies location, size, and
parcel numbers of properties from less difficult legal descriptions; writes less difficult legal
descriptions, assists public in locating property from legal descriptions; assists in
processing simple property statements and calculating full cash values using life tables;
assists in computing square foot area, noting property characteristics and calculating
replacement cost new of single family dwellings; assists in discovering new and out-of-
business personal property accounts.

Desirable Knowledge, Abilities, and Skills
Knowledge of office procedures, general knowledge of principles, practices, and instruments
used in drafting, layout design and map interpretation; general knowledge of property
descriptions, deeds, and survey data; ability to make mathematical calculations; interest in

working with detailed data involving forms and numbers; ability to write and speak with
clarity; and ability to deal courteously and tactfully with property owners.

Desirable Training and Experience

Such training as may have been gained through graduation from high school is
recommended for this position. Training or experience in real estate would also be helpful.

DOR Required Certification

The Assessment Technician level is required.
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This position acts primarily as private and confidential secretary to the assessor. In

Position: General Secretary

Nature of Work

addition, it provides support as needed for other units.

No ok

10.

This position requires such training as may have been gained through graduation from
high school and/or vocational school and office experience. Resourcefulness, tact, patience,
courtesy, and ability to carry out instructions with a minimum of supervision are also

Duties

Perform all general correspondence for the Assessor’s Office, maintaining and

keeping a follow-up file of all correspondence and reports requiring an

answer;

take minutes covering meetings with the Assessor and transcribe them as

needed,;

be able to take dictation of a difficult and technical nature and transcribe

letters, directions, reports on legislative matters, speeches, and articles on

taxation and assessment practices with speed and accuracy;

keep records of all appointments and conferences;

help develop and type all charts, tables and reports for the Assessor;

type and make copies for the Assessor’s Office;

maintain all office records on personnel and fiscal matters:

a. personnel records - sick leave, vacation, compensatory time and leave

without pay; responsible for filling out time cards

telephone records - keep records of all long distance calls

process monthly expense reports

d. do all purchasing for Assessor's Office with Assessor’s authorization and
within budget allowances

e. keep a general expenditure ledger, balance it with the auditor, and
maintain a control for budget purposes

f. assist the Assessor in the development of an annual budget

process daily work reports - receive work reports from staff required to file

them; and compile daily, weekly, and monthly reports for the Assessor of

work completed;

pick up mail, open, sort, stamp date received, and route to appropriate

personnel;

perform other duties as assigned.

oo

Desirable Training and Experience

desirable.

DOR Certification

No certification by the Wisconsin DOR is required for this position.
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Position: Clerk-Typist
Nature of Work

This position performs clerical work requiring advanced clerical skills. Work is typically
varied and is performed under general supervision.

The work involves typing of letters, reports, and general typing involved in the routine
operation of the Assessor's Office. Filing duties include filing property appraisal cards,
personal property returns, and general correspondence. General clerical duties include
maintaining a name and address file with cross-reference to real estate parcels and
personal property accounts; preparing notices of changed assessment; making valuation
changes in the assessment roll from the data cards; adding and balancing assessment rolls;
and other related work as required.

Desirable Knowledge, Abilities, and Skills

This position requires knowledge of modern office methods and procedures; knowledge of
business English and spelling; ability to perform varied and difficult clerical tasks; ability
to make arithmetic computations and to keep a variety of records; ability to meet the public
and to get along well with others; ability to understand and carry out oral or written
instructions; and accuracy, neatness, and dependability.

Desirable Training and Experience
This position requires such training as may have been gained through graduation from

high school and one year of office experience or an equivalent combination of training and
experience.

DOR Certification

No certification by the Wisconsin DOR is required for this position.

Summary

While every taxing district may not require all of the positions previously described, the
personnel that are needed should meet the qualifications as described for the position they
will fill. This is important because the same work must be performed whether the
municipality is a small one or a large one, and the same basic knowledge and skills are
required.

Sources
Career Ladders Program, City of Madison, Assessment Division

International Association of Assessing Officers, Improving Real Property Assessment, A
Reference Manual. Chicago, Illinois, 1978.
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Chapter 4

The Assessment Cycle
and Dates Governing Assessment

Each year the governing body selects the type of assessment that will be conducted for the
current assessment year. While some assessor duties are carried out each and every year,
other duties are dependent on the type of assessment being conducted for the municipality.

Assessments fall into two broad categories: maintenance and revaluation. Maintenance
consists of copying the assessment roll from the previous year and updating values to the
current level of assessment when changes warrant. Examples of changes include new
construction, combining or splitting of parcels, remodeling, demolition, annexation and
zoning changes, changes in classification, and any other occurrence that might affect value
or the attributes of the parcel. These changes may, or may not, result in a change in value;
nonetheless each of these requires the Property Record Card (PRC) to be updated. Reliable
valuation depends on reliable data so ongoing maintenance and updating of information is
a high priority responsibility for all assessors.

Sometimes maintenance is not enough to meet the requirements of fair and uniform
assessments. At these times, a revaluation is needed. Revaluation refers to assessment of
all parcels in the municipality. This is periodically necessary because economic conditions
are constantly changing. The tasks required to accomplish revaluation are dependent on
the condition of the PRC data. If the municipality hasn't conducted a revaluation in the
past ten years or so; or if the property record card data is believed to have become
significantly out of date; or when assessment values seem out of sync with the market; the
assessor will have to effectively ‘start over’. Revaluation is described in detail in Chapter
19, Revaluation.

Other situations arise that are less extreme. Maintenance is not enough, but the expense of
a full revaluation isn't justified. Perhaps a full revaluation was conducted in the past five
years and property record cards seem largely accurate, yet certain neighborhoods seem to
be increasing or decreasing in value faster than others. Or perhaps the property record
cards are reasonably reliable but the governing body wants exterior viewings conducted to
ascertain what's happening in various neighborhoods or for some other compelling reason
(for example, the effect of flood damage). Each of these situations requires a different work
effort on the part of the assessor.

The assessor should verify and analyze sales as they occur throughout the vyear.
Assessments should be entered into Provide Assessment Data (PAD) as soon as the sales
have been verified. Each sale must be analyzed to determine it's suitability for inclusion in
market sales analysis (when it meets the criteria of an arm’s-length transaction) and in
sales/ratio analysis. Criteria for fielding sales are discussed more fully later in this chapter
and in Chapter 14.

Table 4-1 summarizes the types of tasks associated with different levels of revaluation and
those tasks associated with annual maintenance. The table is not an exhaustive list of all
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assessor responsibilities but serves as a starting point for planning activities for the tax
cycle.

Administration of the property tax in Wisconsin requires cooperation between state and
local government officials and among the various functional units within a municipality.
Coordination is required due to myriad inter-dependant tasks and processes. The assessor
must be familiar with the statutes and dates that govern the assessment process, as well as
the property tax-related roles of various public officials and governmental units. Figure 4-1
in the second half of this chapter outlines the assessment cycle and the time frame for
completion of each phase, along with statutory references.
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ANNUAL ASSESSOR REQUIREMENTS BY ASSESSMENT TYPE

Full Revaluations

Exterior Revaluation

Interim Market Update

Annual Review/Maintenance

Appropriate when

PRC is outdated or inaccurate,
or assessment uniformity is
poor or full revaluation hasn't
been done in 10 years or
assessment uniformity is poor
or reassessment is required
per statute 70.75.

Most PRC information can be

verified by exterior inspection

and full revaluation completed
within past 6-9 years

PRC is deemed reliable and full
revaluation completed within
past 5 years and assessment

level shows unacceptable
degree of variance in some
neighborhoods or classes

PRC is deemed reliable and
revaluation was completed within
past 5 years and assessment
level during previous assessment
year is within acceptable
parameters

Real Property affected

All property

All property

Changes identified in column D
PLUS
Analysis of problem strata
identified from previous

assessment year

Annexed properties
Change in exemption status
Demolitions & fire damage
New construction
Change in classification

Parcels with ongoing
construction

Change in legal description
Change in zoning

Land Study

On-site Inspection

On-site Inspection

As necessary

As necessary

Inspect Exterior

All Buildings

All Buildings

Buildings w/changes

Buildings w/changes

Inspect Interior

All Buildings

Buildings w/changes

Buildings w/changes

Buildings w/changes

Building Measurements

Measure all buildings

Measure or verify as needed

Measure or verify as needed

Measure or verify as needed

Photos

All primary buildings

As necessary

As necessary

As necessary

Sketch

All primary buildings

As necessary

As necessary

As necessary

Analyze neighborhoods, property

Required. Results determine
whether assessment is full value

types, trends Required Required Optional
or aggregate assessment level
Property Record Card (PRC) Create new Update/create new as needed Update/create new as needed Update/create new as needed
Review classifications Required Required Required Required
Validate usability of sales Required Required Required Required
Verify sales attributes Required Required Required Required
Parcels to be valued All Parcels All Parcels Parcels with changes Parcels with changes
Review / revalue properties All Parcels All Parcels Parcels with changes Parcels with changes
Assessment level Aggregate assessment level or
Full Value Full Value full value as appropriate Aggregate Assessment

Mail Notice of Change in Assessmt

Only if assessment changes

Only if assessment changes

Only if assessment changes

Only if assessment changes

Discovery & assessment of i . . .
Personal Property Required Required Required Required
Add omitted property to roll (Stat ) . . .

70.44) Required Required Required Required
Correct errors in roll (Stat 70.43) Required Required Required Required
Hold open book / attend BOR Required Required Required Required

A change in color across arow indicates a change in the level of task work required compared to the preceding assessment type

4-3
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Work Procedures for Assessors
Preparation and Preliminary Work (Prior to January 1)

Obtain Assessment Forms

Prior to beginning the assessments, the assessor must obtain the appropriate forms. The
forms used in the assessment process are prescribed by the Department of Revenue (DOR)
and are available from the county. Among the forms that must be acquired are the
assessment roll, property record cards, statements of personal property, statements for
property subject to occupational taxes, tax exemption reports, Municipal Assessment
Report, and assessment notices.

The assessor must also have current copies of Volumes 1 and 2 of the Wisconsin Property
Assessment Manual (WPAM) Series. Copies of the WPAM are available from the
Department of  Administration (DOA) and on the DOR website at:
http://www.revenue.wi.gov/html/govpub.html#property. The order form is also available on
the same DOR website.

Mail Out or Distribute Appropriate Reporting Forms

After obtaining forms, the assessor distributes the statements of personal property, which
are to be completed and returned by the taxpayer. The forms should be distributed well in
advance of the due date so taxpayers have enough time to properly complete them.
Completed forms received by the assessor should be verified for accuracy in content and
checked for arithmetic and procedural errors. In cases where the forms are not returned,
the assessor should attempt to obtain the data when performing the fieldwork. Any
reporting forms, which appear to be questionable, should also be verified in the field.

Acquire Aerial Photos, Soil Surveys, and Other Maps

The assessor needs a complete set of up-to-date maps showing each parcel of property to
ensure that each is correctly described and that property is not omitted from assessment.
Aerial photos and soil surveys are also needed for use in classifying and grading
agricultural, swamp, and forestlands. Maps are generally available through the county,
aerial photos can be obtained through the Agricultural Stabilization and Conservation
Service (ASCS) or the State Department of Transportation (DOT), and soil surveys are
available from the Soil Conservation Service. For additional sources of maps, refer to the
Appendix.

Obtain Real Estate Transfer Returns

Real Estate Transfer Returns (RETR) are confidential under sec. 77.265, Wis. Stats.,
RETR’s are available to the assessor on the Provide Assessment Data (PAD) site.

RETR'’s are valuable to the assessor for analyzing assessment equity, providing data on
market value and economic trends, and for maintaining accurate legal descriptions. They

4-4 Revised 12/12


http://www.revenue.wi.gov/html/govpub.html#property

Wisconsin Property Assessment Manual Chapter 4 The Assessment Cycle

notify the assessor that property has changed hands, indicate the price of the sale, provide
a legal description of the property conveyed, and indicate the financing terms and
conditions.

A review of the legal description contained on the transfer return will alert the assessor to
land splits or parcels combined through the sale. Where a parcel’s boundaries have been
changed, it will be necessary to prepare a new legal description and to note any changes on
the assessment maps and other property records. A new parcel number must also be
assigned. The real property lister assigns parcel numbers, and can also be contacted for
assistance in preparing legal descriptions.

The assessor must verify the data contained on each transfer return. This is done to find
out if the sale is an arm’s-length transaction, learn the terms of the sale, determine
whether the sale price included personal property, and learn if any other special
circumstances affected the sale. Once the sales that are not arm’s-length have been
eliminated, the assessor can utilize the remaining data to perform sales analyses.

Analyze Sales Data and Conduct Sales Ratio Studies

The assessor must stratify and analyze sales, performing assessment/sales ratio studies.
This procedure is described in detail in Chapter 14. This is done to determine the
assessment level, and to check the equity of the assessments, both within classes (land vs.
improvements, new improvements vs. old improvements, etc.), and between classes of
property (residential vs. agricultural, etc.). Through analysis of the sales the assessor can
determine whether inequities exist in the assessments of certain types of properties and
correct any problems that are found. The assessment level must be determined to be sure
that new construction is assessed at the same level as other property, and that there is
equity between the assessments of real estate and personal property.

Obtain Copies of Building Permits

To be continually aware of construction and major remodeling activities occurring in the
municipality, it is important that the assessor receive copies of all building permits issued.
The assessor should inspect each property on which a building permit has been issued, and
update the records and assessment accordingly. Where construction or remodeling has not
been completed by the January | assessment date, it should be noted on the property record
card, and rechecked the next year for additional changes. Records should be kept of all
building permits issued, and the information should be posted on the property record cards.

Identify Zoning Changes and Other Land Use Factors

The assessor must be aware of planning, zoning, restrictive covenants, and other controls
which affect land use, development, and value. The assessor must maintain a zoning map,
and any changes occurring should be noted on the map and on the property record cards.
Where sales indicate that zoning changes or other planning action such as proposal of a
new highway, a freeze on building permits, a sewer moratorium, etc., are affecting property
values in a given area, the assessments should be reviewed and adjusted accordingly.
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Obtain Market, Cost and Income Data

The law requires that property be valued from the best information that can be obtained.
The assessor should contact realtors to obtain additional information on sales for use in the
market approach, and collect property income and expense data for use in the income
approach. Builders and contractors in the area should also be contacted for local
construction costs. This data can be used to verify the cost schedules in Volume 2 and
determine whether adjustments are warranted in the local modifier.

Formulate a Plan for Viewing Properties

Prior to beginning fieldwork, the assessor should develop a plan for viewing properties. In
rural areas the assessor may wish to start with section one and proceed numerically
assessing all sections; in platted areas it is probably best to start with one block and
account for all property in the block before proceeding to the next block. The record cards
and other data to be taken into the field should be organized in the order in which they will
be used.

Field Work (June-April)
Review Agricultural Classification

Because the use of agricultural parcels can change frequently, the assessor must review the
classification of these parcels on an annual basis to determine whether land classified as
agricultural in the prior year is still being used for agricultural purposes. This task is made
easier if the assessor provides all property owners who had land classified as agricultural in
the prior year with the Agricultural Use Value Information Request (Form PR-324). The
form collects information on the use of forest and agricultural lands as of Jan 1 and
requests that property owners return the completed form to the assessor’s office no later
than March 1.

The form is optional for property owners; the assessor cannot penalize the owner for failing
to return the form. However, in the absence of a completed form, the assessor may not
assume that the parcel is no longer agricultural. In these cases, the assessor must verify
that the parcel is no longer being used for agricultural purposes before changing the
classification.

View and Value Real Estate

In order to maintain equitable assessments it is essential that the assessor maintain
current and complete records on every property in the municipality. A property record file
(paper or electronic) must be created for each new parcel resulting from land splits, or new
construction. Where demolitions or remodeling have occurred, the assessor must update the
record cards and assessments. The data collected by the assessor should be sufficient to
allow use of all three approaches to value, as deemed appropriate. Once the property has
been appraised, there should be final review to ensure that it is relative to similar
properties.
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The trespass law entitles the assessor to enter a property once during an assessment cycle
unless the property owner authorizes additional visits. There are conditions regarding the
entering of property. For more complete information regarding those conditions, please
refer to page 19-1 of this manual. If the property owner denies the assessor access to the
property, the assessor must maintain a list of denied entries.

View and Value Personal Property

Section 70.34, Wis. Stats., provides that “all articles of personal property shall, as far as
practicable, be valued by the assessor upon actual view at their true cash value ..."
Whenever possible, the assessor should view personal property, even though the owner may
submit a statement of personal property. A physical viewing is performed to verify the
information reported on the statement, and may disclose additional facts which cannot be
found by simply reviewing a personal property statement. In addition, since personal
property statements are not required from farmers or other firms or corporations whose
personal property is not used for the production of income, it will be necessary to visit each
such establishment to determine the amount and value of the personal property. The data
contained on all of the personal property forms is later transferred to the assessor's
personal property summary worksheet. The assessor should keep a record of all statements
of personal property submitted, and where necessary, should follow-up on, or collect any
forms which have not been returned in a timely manner.

Office Work
Complete the Assessment Roll (March-April)

After having reviewed the assessments in the field, and making any changes as necessary
in the property records and assessments, the assessor completes the assessment roll. For
real estate, the class code, acreage, and assessment for each parcel are entered in the real
estate section of the assessment roll. The assessments entered in the roll should match
those shown on the property record cards. Personal property assessments are entered in the
personal property section of the assessment roll in alphabetical order.

When completing the assessment roll, the assessor must correct any errors which have been
found to exist from the previous assessment year. Property omitted from assessment in
previous years (up to two years) shall also be entered in the assessment roll. The procedure
for entering omitted property in the assessment roll is described in the Chapter 5 — Real
Property Assessment — General.

After completing the fieldwork, all statements of personal property are arranged in
alphabetical order and the assessments are entered on the personal property summary
worksheet booklet.

Once the assessments have been completed, the assessor totals each page of the assessment

roll and completes the Real Estate Assessment Roll Summary and the Personal Property
Assessment Roll Summary.
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Send Out Notices of Changed Assessment (April)

Once the assessments have been completed, the assessor is statutorily responsible for
mailing assessment notices to property owners whose assessments have changed from the
previous year's assessment. Section 70.365, Wis. Stats., provides that “when the assessor
places a valuation of any taxable real property ... and arrives at a different total than the
assessment of it for the previous year, the assessor shall notify the person assessed ... in
writing... at least 15 days before the meeting of the Board of Review ... [The notice] shall
contain the amount of the changed assessment and the date of the meeting of the local
Board of Review ..."

The assessor must attach to the assessment roll a statement that the notices have been
mailed as required under sec. 70.365, Wis. Stats.

In addition, the assessor shall send a notice to a property owner who is being assessed for
omitted property in any of the 2 previous years or for the correction of an error for the
previous year. The notice must be mailed regardless of the amount of increase. In addition
to the changed assessment, the notice shall provide information regarding the property
owner's appeal rights at the Board of Review (BOR), and the date, time and location of the
BOR meeting(s)

Turn Assessment Roll Over to Clerk
(By 1st Monday of May, 1st Monday of April for County Assessors)

The assessment roll is to be completed and turned over to the local clerk by the first
Monday in May. Before the BOR, the assessor completes and signs the Assessor’s Affidavit,
which is attached to the roll. Once the Assessor's Affidavit has been signed, the assessor
cannot impeach the affidavit, and the assessor’s value must be accepted as correct unless
the testimony of sworn witnesses proves otherwise.

Attend All Hearings Before the Board of Review

(During the 30-day period beginning on the 2nd Monday of May,
beginning on the 2nd Monday of April for County Assessors)

Section 70.48, Wis. Stats., requires that the assessor or the assessor's authorized
representative attend all hearings before the BOR, without order or subpoena, and under
oath submit to examination and fully disclose to the Board information concerning the
assessment in question. The assessor should be prepared to take all books, papers, records,
etc. to the BOR meeting to explain how the assessments were derived. The assessor’s role at
the BOR meetings is described in Chapter 18.

Complete the Municipal Assessment Report

Assessors must annually file an electronic Municipal Assessment Report to DOR no later
than the second Monday of June.
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NOTE: For New Assessors

It is recommended that new assessors, in the first year of performing assessments, limit
themselves to placing new construction on the roll, deleting buildings removed, performing
the personal property assessments, and completing the assessment roll and various reports
previously discussed. Entering new construction on the assessment roll includes collecting
data on each building constructed or remodeled since the previous January 1, completing a
property record card, and estimating the value of the building using the same methods and
procedures used by the previous assessor, if feasible. Adjustments may be required on those
properties which the assessor feels are radically out of line; however, attempts to make
extensive changes in the first year of assessing may not be the most practical policy.

If a new assessor, after evaluating the existing assessment situation in a municipality, feels
that there are extensive inequities in the assessments, this fact should be brought to the
attention of the local governing body. The Supervisor of Equalization for the district should
also be contacted to help determine the best way to remedy the situation. In some cases, a
complete revaluation of the municipality may be the only alternative. Chapter 19 discusses
revaluation and the various alternatives available to a municipality considering
revaluation.

Where it is not feasible to perform a revaluation or otherwise correct extensive inequities
during the current assessment year, the new assessor may be hesitant to sign the
assessment roll for that year. This is understandable since liability for all of the
assessments rests with the assessor once the roll has been signed. Should the assessor
refuse to sign the assessment roll, defense of those assessments then becomes the
responsibility of the municipality, as determined by the courts in the case of Bass v. Fond
du Lac County, 60 Wis. 516. For additional information on this, see Chapter 21

4-9 Revised 12/12



Wisconsin Property Assessment Manual Chapter 4 The Assessment Cycle

Figure 4-1
Calendar of Events

Property Assessments and Tax Levies

This list of events is not all-inclusive but identifies significant primary
deadlines and timeframes

Period or Statutory

Subject Law or comment
date reference

Prior to 70.01 Calendar year is “When so levied such taxes are a lien upon
January 1 basis of general the property against which they are basis of
property tax general charged. That lien is superior to all
other liens, and is effective as of January 1

in the year when the taxes are levied.”

70.05(1) Necessity for “There shall be elected at the spring election
assessor by one assessor for each taxation district not
election subject to assessment by a county assessor

under s. 70.99 if election of the assessor is
provided.”

70.05(1) Assessor to be “No person may assume the office of town,
certified village, or city assessor unless certified by
the department of revenue ... as qualified to
perform the functions of the office of
assessor.”

19.01 Form of oath State of Wisconsin
County of ss.

I, the undersigned, who have been elected
(or appointed) to the office of , but
have not yet entered upon the duties thereof,
swear (or affirm) that | will support the
constitution of the United States and the
constitution of the State of Wisconsin and
will faithfully discharge the duties of said
office to the best of my ability. So help me
God

(Signature)

Subscribed and sworn to before me this
day of

20

(Signature)

60.31(1) & (3) When taken This oath must be taken within five days
61.21 after appointment in towns and villages or
62.09(4) within ten days of appointment in cities.
Elected assessors in towns, villages, and
cities must take and file the oath within five
days of June 1. The clerk of the taxation
district is empowered to administer the oath.

4-10 Revised 12/12



Wisconsin Property Assessment Manual

Chapter 4 The Assessment Cycle

Period or Statutory Subject Law or comment
date reference

73.03(2a) Assessor shall “To prepare, have published and distribute

70.32(1) utilize and defer to each property tax assessor and to others

70.34 to the WPAM in who so request assessment manuals
conducting all [which] discuss and illustrate accepted
facets of the assessment methods, techniques, and
assessment practices with a view to more nearly uniform
function and more consistent assessments of property
including at the local level. The manual shall be
application of the amended by the department from time to
law, complying time to reflect advances in the science of
with statutory assessment, court decisions concerning
and assessment practices, costs, and statistical
administrative and other information deemed valuable to
rules and local assessors by the department.”
procedures; and
applying
appraisal/assess
ment techniques
and practices
that reflect
industry
standards.

70.32(1) Assessor obtains "Real property shall be valued by the
knowledge of real assessor in the manner specified in the
property values Wisconsin  Property Assessment Manual

(WPAM) ...from actual view or from the best
information that the assessor can
practicably obtain, at the full value which
could ordinarily be obtained therefore at
private sale.
Prior to 70.34 Assessor obtains “personal property shall, as far as
January 1 knowledge of practicable, be valued ... at their true cash
personal value ... in the manner specified in WPAM.”
property

70.345 Uniformity “The assessor shall exercise particular care
between real and so that personal property as a class on the
personal assessment rolls bears the same relation to
property statutory value as real property as a class.

To assist the assessor in determining the
true relationship between real estate and
personal property the department of revenue
shall make available to local assessors
information including figures indicating the
relationship between personal property and
real property on the last assessment rolls.”

70.10 When to make The assessor should begin work as soon as

assessments

4-11

possible after June 1 or completion of the
Board of Review, whichever is later, to
assess all the real and personal property as
of the close of January 1 each year.
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Period or Statutory Subject Law or comment
date reference

(Usually held 73.06(1) Attend annual “The Department of Revenue shall
in school for annually at the time which in its
November) assessors judgment is best calculated to obtain the
sponsored by the  ends sought, call a meeting of all such local
DOR assessors for conference and instruction
relative to their duties in the valuation and

assessment of property.”

69.63 Receive sales It shall be the duty of the Department of
transfer returns Revenue to collect from time to time
from DOR for statistics of recorded sales of real estate in
posting of each county and of the assessed valuation of
assessed values the lands included in such sales.”

77.265 Confidentiality of Real Estate Transfer forms are privileged
sales transfer information.
returns

70.09(3) Receive tax forms “(a) The Department of Revenue shall
and necessary prescribe basic uniform forms of assessment
supplies from rolls, tax rolls, tax bills, tax receipts, tax roll
Local settlement sheets and all other forms
Government required for the assessment and collection of
Services (LGS) general property taxes throughout the state,
and other and shall furnish each county designee a
agencies sample of the uniform forms.”

“(c) If any county has reason to use forms for
assessment and collection of taxes in
addition to those prescribed under par. (a),
the county real property lister and treasurer
jointly may prescribe such additional forms
for use in their county, upon approval of the
Department of Revenue.”
“(d) Each county designee who requires the
forms prescribed in pars. (a) and (c) shall
procure them at county expense and shall
furnish such forms to the assessors, clerks
and treasurers of the taxation districts
within the county, as needed in the
discharge of their duties.”
February 1 70.41(2) Deadline for From: Grain elevators
70.42(2) submitting Warehouse operations
70.421(2) occupational tax Coal dock operators

forms to
Manufacturing &
Utility Bureau

4-12

Crude oil refinery operators
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Period or Statutory Subject Law or comment
date reference

Prior to 70.995(6) DOR notifies “Prior to February 15 of each year the

February 15 local assessor department of revenue shall notify each
what property municipal assessor of the manufacturing
will be assessed property within the taxation district that
as manufacturing will be assessed by the department during
property the current assessment year.”

January- 70.32(2) Assessor enters “The assessor having fixed a value, shall

April values in enter the same opposite the proper tract or
assessment roll lot in the assessment roll, following the

instruction prescribed therein.”

70.30 Assessor enters “Every assessor shall ascertain and set down
value in the in separate columns prepared for that
personal purpose on the assessment roll and opposite
property to the names of all persons assessed for
assessment roll personal property the number and value of

the following named items of personal
property assessed to such person, which
shall constitute the assessed valuation of the
several items of property therein
described ...”

70.43(2) Assessor makes “If the assessor discovers a palpable error in

70.43(4) corrections for the assessment of a tract of real estate or an
errors of item of personal property that results in the
preceding year tract or property having an inaccurate

assessment for the preceding year, the
assessor shall correct that error by adding to
or subtracting from the assessment for the
preceding year. The result shall be the true
assessed value of the property for the
preceding year. The assessor shall make a
marginal note of the correction on that
year's assessment roll. As soon as
practicable, the assessor shall provide
written notice of the correction to the person
assessed. That notice shall include
information regarding that person’s appeal
rights to the board of review.”

70.44(1) Assessor values “Real or personal property omitted from

70.44(3) property omitted assessment in any of the 2 next previous

in 2 most recent
years and
corrects roll

4-13

years unless previously reassessed for the
same year or years, shall be entered once
additionally for each previous year of such
omission, designating each such additional
entry as omitted for the year of omission and
affixing a just valuation to each entry for a
former year as the same should then have
been assessed according to the assessor’s
best judgment, and taxes shall be
apportioned, using the net tax rate as
provided in s. 70.43, and collected on the tax
roll for such entry. As soon as practicable,
the assessor shall provide written notice
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Period or
date

Statutory
reference

Subject
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Law or comment

January-
April

March 1

70.32(2)
70.09(3)

70.35(1)

70.35(1)
70.35(2)

70.35(3)

Keep assessment
records as work
progresses

Question owners
of personal
property on
amount and
value of taxable
and property
exempt under s.
70.11(39) or (39m)

Assessor
distributes
personal
property returns

Deadline for
filing personal
property returns
with the assessor

4-14

concerning ... that person’s appeal rights to
the board of review to the owner of the
property.”

In other parts of this manual are shown
accepted assessment methods, records, and
record systems, etc. which are essential to a
good assessment and an adequate defense.

“To determine the amount and value of any
personal property for which any person, firm
or corporation should be assessed, any
assessor may examine such person or the
managing agent or officer of any firm or
corporation under oath as to all such items
of personal property and the taxable value
thereof as defined in section 70.34 if the
property is taxable and the fair market
value if the property is exempt under
70.11(39) or (39m).”

“In the alternative the assessor may require
such person, firm or corporation to submit a
return of such personal property and of the
taxable value thereof. There shall be
annexed ... the declaration of such person or
of the managing agent or officer of such firm
or corporation that the statements therein
contained are true.”

“The return shall be made and all the
information therein requested given by such
person .... department of revenue which
shall provide suitable schedules for such
information bearing on value as the
department deems necessary to enable the
assessors to determine the true cash value of
the taxable personal property, and of the
personal property that is exempt under s.
70.11 (39) or (39m), that is owned or in the
possession of such person on January 1 as
provided in s. 70.10.”

“Each return shall be filed with the assessor
on or before March 1 of the year in which the
assessment provided by s. 70.10 is made.
The assessor, for good cause, may allow a
reasonable extension of time for filing such
return. All returns filed under this section
shall be the confidential records of the
assessor's office, except that the returns
shall be available for use before the board of
review as provided in this chapter. No
return required under this section is
controlling on the assessor in any respect in
the assessment of any property.”
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Period or Statutory

Subject Law or comment
date reference

70.995(12)(a)(b) Manufacturers “The Department ... on or before March 1.
Property forms allow an extension to April 1.”

70.365 Mail notices of “When the assessor assesses any taxable
changed real real property, or any improvements taxed as
property personal property under s. 77.84 (1), and
assessments arrives at a different total than the

assessment of it for the previous year, the
assessor shall notify the person assessed if
the address of the person is known to the
assessor, otherwise the occupant of the
property. The notice shall be in writing and
shall be sent by ordinary mail at least 15
days before the meeting of the board of
review or before the meeting of the board of
assessors in 1st class cities and in 2nd class
cities that have a board of assessors under s.
70.075 and shall contain the amount of the
changed assessment and the time, date and
place of the meeting of the local board of
review or of the board of assessors. However,
if the assessment roll is not complete, the
notice shall be sent by ordinary mail at least
15 days prior to the date to which the board
of review has adjourned. The assessor shall
attach to the assessment roll a statement
that the notices required by this section
have been mailed and failure to receive the
notice shall not affect the validity of the
changed assessment, the resulting changed
tax, the procedures of the board of review or
of the board of assessors or the enforcement
of delinquent taxes by statutory means. The
secretary of revenue shall by rule prescribe
the form of the notice required under this
section. The form shall include information
notifying the taxpayer of the procedures to
be used to object to the assessment.”

First Monday 70.10 Assessment is to “Except in cities of the 1st class and 2" class

in April be completed cities that have a board of assessors under s.
70.075, the assessment shall be finally
completed before the first Monday in April.”

70.50 County assessor “On or before the first Monday in April, a
delivers county assessor under s. 70.99 shall deliver
assessment rolls the completed assessment roll and all sworn
to municipal statements and valuations of personal
clerks property to clerks of the towns, cities &

villages in the county who shall file and
preserve them in the clerk’s office.
Second 70.47(3)(a) County Board of “With respect to the assessment rolls of
Monday of Review taxing districts prepared by a county
April assessor, the board of review as constituted
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Period or
date

Statutory
reference

Subject
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Law or comment

April, May,
June

May, June,
July, August

On or before
May 1

May and on-
going

May and on-
going

70.995(8)(b)

70.995(8)(c)(d)

79.095

70.995(8)(a)

70.995(8)(a)

Notification of
full value
manufacturing
assessments to
owners and to
respective
municipalities
Objection to
manufacturing
valuation must
be filed with
State Board of
Assessors (BOA)
with-in 60 days of
issuance of
assessment

Report value of
computers that
are exempt

The BOA to
investigate
manufacturing
assessment
objections and
notifies owners
and municipality

Manufacturing
appeals from the
BOA filed with
the Tax Appeals
Commission
(TAC)
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under s. 70.99(10) shall schedule meetings
in each taxing district on specific dates
beginning with the 2nd Monday of April.”

“The Department of Revenue shall annually
notify each manufacturer assessed under
this section and the municipality in which
the manufacturing property is located of the
full value of all real and personal property
owned by the manufacturer.”

“All objections to the amount, valuation,
taxability...” “A municipality may file an
objection with the state board of assessors to
the amount, valuation, or taxability under
this section or to the change from
assessment under this section ... of a specific
property having a situs in the municipality,
whether or not the owner of the specific
property in question has filed an objection.
Objection shall be made on a form
prescribed by the department and filed with
the board within 60 days of the date of the
issuance of the assessment in question.”

“Each municipality shall report to the
department of revenue... a) On or before
May, the value of the computers that are
exempt under s. 70.11(39) in each taxing
jurisdiction for which the municipality
assesses property.”

“The state board of assessors shall
investigate any objections filed under par. (c)
or (d) ... The state board of assessors, after
having made the investigation, shall notify
the person assessed ... and the appropriate
municipality of its determination by 1st class
mail.”

“The person assessed or the municipality
having been notified of the determination of
the state board of assessors shall be deemed
to have accepted such determination unless
the person or municipality files a petition for
review with the clerk of the tax appeals com-
mission as provided in s. 73.01(5) and the
rules of practice promulgated by the
commission. If an assessment is reduced by
the state board of assessors, the
municipality affected may file an appeal
seeking review of the reduction ... before the
tax appeals commission even though the
municipality did not file an objection to the
assessment with the board.”
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May 70.45 Delivery of “When the assessment rolls have been
assessment roll to completed in cities of the 1st class, they shall
clerk for open be delivered to the commissioner of
examination assessments, in all other cities to the city

clerk, in villages to the village clerk and in
towns to the town clerk. These officials shall
have published a class 1 notice, if applicable,
or posted notice under Chapter 985, in
anticipation of the roll delivery as provided
in Sec. 70.50, that on certain days, therein
named, the assessment rolls will be open for
examination by the taxable inhabitants,
which notice may assign a day or days for
each ward, where there are separate
assessment rolls for wards, for the
inspection of rolls. On examination, the
commissioner of assessments, assessor or
assessors may make changes that are
necessary to perfect the assessment roll or
rolls, and after the corrections are made the
roll or rolls shall be submitted by the
commissioner of assessments or clerk of the
municipality to the board of review.”

First Monday 70.50 Delivery of “Except in counties that have a county
of May assessment roll to assessment system under s. 70.99 and in
clerk cities of the 1st class and in 2nd class cities
that have a board of assessors under s.
70.075 the assessor shall, on or before the
first Monday in May, deliver the completed
assessment roll and all sworn statements
and valuations of personal property to the
clerk of the town, city or village, who shall
file and preserve them in the clerk’s office.”

May 70.52 Clerk examines “Upon receiving assessment roll the said
roll and makes clerk shall carefully examine it. The clerk
necessary shall correct all double assessments,
corrections imperfect descriptions and other errors

apparent upon the face of the roll, and strike
off all parcels of real property not liable to
taxation. The clerk shall add to the roll any
parcel of real or personal property omitted
by the assessors and immediately notify
them thereof, and such assessors shall
forthwith view and value the same and
certify such valuation to said clerk, who
shall enter it upon the roll, and such
valuation shall be final. To enable such clerk
to properly correct defective descriptions the
clerk may request aid when necessary, from
the county surveyor, whose fees for the
services rendered shall be paid by the town,
city or village.”
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70.49(1) Assessor signs “The assessors shall annex to the completed
affidavit in assessment roll, before the meeting of the
assessment roll board of review, their affidavits, to be made

and certified substantially in the following
form:
STATE OF WISCONSIN,

County, SS. l,

the assessor for the

of in said county, do
solemnly swear that the annexed
assessment roll contains, according to my
best information and belief, a complete list
of all real and personal property liable for
assessment for the present year and that the
valuations of real and personal property for
the present year in said district, have been
made with the best information available
using professionally accepted appraisal
practices. | swear that | have performed,
without prejudice, all the duties of the office
of assessor with respect to such assessment
roll. Notices of changed assessment as
required by Section 70.365, Wis. Stats., were
deposited in the u.s. mail on
| also do

solemnly swear that | am certified by the

Wisconsin Department of Revenue under

Section 73.09 Wis. Stats., to perform the

duties of assessor. Subscribed and sworn to

before  me  this day of
, 20

Assessor’s Signature”

May 70.365 Assessor attaches “The assessor shall attach to the assessment
statement roll a statement that the notices required by
regarding notices this section have been mailed...”
of changed
assessment

During the 70.47(1) BOR: time and “The board of review shall meet annually at
30-day place of meeting any time during the 30-day period beginning
period on the second Monday of May. In towns and
beginning on villages the board shall meet at the town or
the Second village hall or some place designated by the
Monday of town or village board. If there is no such
May hall, it shall meet at the clerk’s office, or in
towns at the place where the last annual
town meeting was held. In cities the board
shall meet at the council chamber or some
place designated by the council and in cities
of the first class in some place designated by
the commissioner of assessments of such
cities.”
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70.47(3)

70.47(3)(ag)

70.48

May 70.48

May 70.47(12)

BOR receives
assessment roll at
first session

Assessor attends
first session of
BOR

Assessor to
attend BOR to
offer sworn oral
testimony

Clerk to make
corrections
ordered by BOR

BOR sends notice
of decision; clerk
prepares
affidavit of
mailing

4-19

Shall receive the assessment roll and sworn
statements from the clerk.

Shall be in session at least 2 hours for
taxpayers to appear and examine the
assessment roll and other assessment data.

If the assessment roll is not completed at the
time of the first meeting, the board shall
adjourn for the time necessary to complete
the roll, and shall post a written notice on
the outer door of the place of meeting stating
the time to which the meeting is adjourned.

The assessor shall be present at the first
meeting of the board or review.

“The assessor or the assessor’s authorized
representative shall attend without order or
subpoena all hearings before the Board of
Review and wunder oath submit to
examination and fully disclose to the board
such information as the assessor may have
touching the assessment and any other
matters pertinent to the inquiry being
made.”

“The clerk shall make all corrections to the
assessment roll ordered by the Board of
Review, including all changes in the
valuation of real property. When any
valuation of real property is changed the
clerk shall enter the valuation fixed by the
board in red ink in the proper class above
the figures of the assessor, and the figures of
the assessor shall be crossed out with red
ink. The clerk shall also enter upon the
assessment roll, in the proper place, the
names of all persons found liable to taxation
on personal property by the board of review,
setting opposite such names respectively the
aggregate valuation of such property as
determined by the assessor, after deducting
exemptions and making such corrections as
the board has ordered. All changes in
valuation of personal property made by the
Board of Review shall be made in the same
manner as changes in real estate.”

“Prior to final adjournment, the board of
review shall provide the objector ... by
personal delivery or notice by mail, return
receipt required, of the amount of the
assessment as finalized by the Board and an
explanation of  appeal rights and
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procedures... Upon delivering or mailing the
notice under this subsection, the clerk of the
board of review shall prepare an affidavit
specifying the date when that notice was
delivered or mailed.”

70.53 Clerk prepares “Upon the correction of the assessment roll
aggregate as provided in s. 70.52, the clerks shall
statement of prepare and, on or before the 2nd Monday in
assessments June, transmit to the Department of

Revenue a detailed statement of the
aggregate of each of the several items of
taxable property specified in sec. 70.30, Wis.
Stats. a detailed statement of each of the
several classes of taxable real estate,
entering land and improvements separately,
as prescribed in sec. 70.32(2), the aggregate
of all taxable property by elementary and
high school district and by vocational,
technical and adult education district, and a
detailed statement of the aggregate of each
of the several items of exempt real property
as specified by the department of revenue,
entering land and improvements separately,
and shall make available to the department
of revenue at its request a copy of the
corrected assessment roll from which the
detailed statement is prepared. Failure to
comply subjects the taxation district to the
penalty provisions under sec. 73.03(6).

The Department of Revenue shall review
and correct the statement. Every county
clerk shall, at the expense of the county,
annually procure and furnish to each town,
city and village clerk blanks for such
statements, the form of which shall be
prescribed by the Department of Revenue.”

70.65 Clerk transcribes “Annually the clerk of the taxation district
listings and shall prepare a tax roll. The clerk shall
valuations into begin preparation of the tax roll at a time
tax rolls sufficient to permit timely delivery of the tax

roll under s.74.03. The format of the tax roll
shall be prescribed by the Department of
Revenue under sec. 70.09(3).”
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After BOR 70.73(1m) Discovery of If a town, village or city clerk or treasurer
palpable errors discovers a palpable error, as described
after BOR has under sec. 74.33 (1), Wis. Stats., in the
adjourned assessment roll after the board of review has
adjourned for the year under sec. 70.47 (4),
Wis. Stats., the clerk or treasurer shall
correct the assessment roll  before
calculating the property taxes that are due
on the property related to the error and
notify the DOR of the correction under sec.
74.41, Wis. Stats.
Second 73.03(5) Send the Municipal Assessment Report * (if Report
Monday of following reports can't be finished by June, an estimated
June to the Supervisor report should be submitted.)
of Equalization
Second 66.1105(6)(a) Clerk & Assessor  “The department of revenue may authorize
Monday of submits TID allocation of tax increments only if the city
June Report clerk and assessor annually submit to the
department all required information on or
before the second Monday in June...”
August 15 70.57(1) Determination of “The department of revenue before August

full values of
each county, city,
village, and town
of the state by
Dept. of Revenue
(DOR)

4-21

15 of each year shall complete the valuation
of the property of each county and taxation
districts of the state. From all the sources of
information accessible to it the department
shall determine and assess by class the
value of all property subject to general
property taxation in each county and
taxation district. It shall set down a list of
all the counties and taxation districts, and
opposite to the name of each county and
taxation district, the valuation determined
by the department, which shall be the full
value according to its best judgment. There
shall also be prepared a list of all the
counties of the state, with opposite the name
of each county the valuation determined,
which shall be certified by the secretary of
revenue as the assessment of the counties of
the state made by the department, and be
delivered to the department of
administration.
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August 15

On or before
4th Monday
in August

70.57(1m)

70.575

70.60(1)

DOR notifies
each county and
taxation district
of its equalized
value

Full value state
assessment by
DOR

Department of
Administration
(DOA) apportions
state tax to
counties

4-22

“On August 15 the department of revenue
shall notify each county and taxation district
of its equalized value. The department of
revenue shall make available to each
taxation district a list of sales within the
taxation district and shall indicate whether
or not those sales were used or rejected in
establishing equalized value. If insufficient
residential and agricultural sales in a
equalized taxation district require the
department to use sales from other taxation
districts in  establishing value the
department shall so notify the affected
taxation district and, upon written request
from that taxation district, shall make
available to the taxation district the sales
information from other taxation districts
and other information used to establish the
equalized value. Upon resolution by the
governing body of a county or taxation
district, the department shall review the
equalized value established for the county or
taxation district.”

“The department, not later than August 15
in each year, shall total the assessments of
counties made by the department of revenue
under section 70.57, and the total shall be
known as the state assessment and shall be
the full market value of all general property
of the state liable to state, county and local
taxes in the then present year. The
department shall enter upon its records such
state assessment.”

The department of administration shall
compute the state tax chargeable against
each county basing such computation upon
the valuation of the taxable property of the
county as determined by the department of
revenue pursuant to s. 70.57. On or before
the 4t Monday of August in each year the
department of administration shall certify to
the county clerk of each county the amount
of the taxes apportioned to and levied upon
the county, and all special charges which the
county clerk is required by law to make in
any year to any such county to be collected
with the state tax. The county clerk shall
then charge to each county the whole
amount of such taxes and charges, and the
same shall be paid into the state treasury as
provided by law.”
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15 days prior  73.06(5) DOR makes "The department of revenue through its
to annual separate report supervisor of equalization shall make a
county board to county board report to the county board of each county
meeting in regard to showing in detail the work of local assessors
relative value of in their several districts, the failure, if any,
property in each of such assessors to comply with the law, the
taxation district relative assessed and full value of property
in each taxation district, and all information
and statistics that may be obtained. Such
report shall be filed with the county clerk at
least 15 days before the annual meeting of
the county board."
Annual 70.62(1) Determination of “The county board shall also, at such
county board county tax to be meeting, determine by resolution the
meeting levied for the amount of taxes to be levied in their county
year for the year
10 days after  70.63(1) Apportionment of “The county clerk shall apportion the county
county board county and state tax, and the whole amount of state taxes
meeting taxes to towns, and charges levied upon the county, as
villages, and certified by the department of
cities within the administration, among the towns, cities and
county villages of the county, according and in
proportion to the valuation thereof as
determined by the Department of Revenue.
The county clerk shall carry out in the
record book opposite the name of each in
separate columns, the amount of state taxes
and charges and the amount of county taxes
so apportioned thereto, and the amount of
all other special taxes or charges
apportioned or ordered, or which the county
clerk is required by law to make in any year
to any town, city or village, to be collected
with the annual taxes. The clerk shall
certify to the clerk of, and charge to each
town, city and village, except in cities of the
1st class, the amount of all such taxes so
apportioned to and levied upon it, and shall,
at the same time, file with the county
treasurer a certified copy of the
apportionment.”
On or Before  70.64(3) Equalized Value “To accomplish an appeal there shall be filed

October 15

appeals from
county or
taxation district

4-23

with the tax appeals commission on or
before October 15 an appeal in writing
setting forth:

(@) That the county or taxation district,
naming the same, appeals to the tax appeals
commission from the assessment made by
the department of revenue under sec. 70.57,
Wis. Stats. specifying the date of such
assessment. (b) Whether the appeal is to
obtain a review and redetermination of the
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assessment of all the taxation districts of the
county or of particular districts only, therein
specified. (c)Whether review and
redetermination is desired as to real estate,
or personal property, or both. (d) That the
appeal has been authorized by an order or
resolution of the county board or governing
body of the taxation district in whose behalf
the appeal is taken. (e) A plain and concise
statement, without unnecessary repetition,
of the facts constituting the grievance
sought to be remedied upon appeal, which
shall specifically allege in what respects the
assessment in error.

(f) The appeal shall be verified by a member
of the governing body of the county or
taxation district authorizing the appeal in
the manner that pleadings in courts of
record are verified. When 2 or more taxation
districts join in taking such appeal the
verification may be made by the proper
officer of any one of them.”

October and 70.56(1) Lost assessment “Whenever the assessment roll of any
November roll and new assessment district shall be lost or destroyed
assessment before the second Monday of October in any
year and before the tax roll there from has
been completed the assessor of such district
shall immediately prepare a new roll and as
soon thereafter as practicable make a new
assessment of the property in the assessor’s
district. If the Board of Review for such
district shall have adjourned without day
before such new assessment is completed
such board shall again meet at a time fixed
by the clerk of the town, city or village, not
later than the fourth Monday in October and
like proceedings shall be had, as near as
may be, in reference to such new assessment
and assessment roll as in case of other
assessments, and such clerk shall give notice
of the time and place of such meeting of the
board of review as is provided in sec.
70.47(2), Wis. Stats. Such new assessment
and assessment roll shall be deemed the
assessment and assessment roll of such
assessment district to all intents and
purposes. In case the assessor shall fail to
make such new assessment or the board of
review shall fail to meet and review the
same, or any assessment roll is lost or
destroyed after the second Monday in
October in any year and before the tax roll
there from is completed, or both the
assessment roll and tax roll are lost or
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October and
November

November

November 1
and on-going

December 1

70.56 (2)

69.62

70.995(8)(e)

79.10

Lost tax roll

County clerk to
file statement of
taxes and
indebtedness
with DOR

DOR equated
manufacturing
assessment roll
delivered to local
clerk

Clerks receives
notification of

tax credit from
the LGS
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destroyed, then the county clerk shall make
out and deliver a tax roll in the manner and
with like effect as provided ins. 70.71.”

"Whenever a tax roll in any town, city or
village shall be lost of destroyed before it has
been returned by the treasurer of sheriff
holding the same, a new roll shall be
prepared in like manner as the first, and
delivered to such treasurer or sheriff, who
shall complete the collection of the taxes and
return such new tax roll in the manner
provided for the original tax roll."

“The county clerk of each county shall,
immediately upon the receipt from the
department of revenue of the blanks and
instructions necessary for carrying out the
provisions of s. 69.61, by town, village and
city officers, distribute the same to such
officers at the expense of the county, and
shall annually, on or before November 30,
make out and transmit to the department of
revenue, a statement in detail of all county
taxes levied on taxable property in the
county revenue levied during the preceding
year, and the purposes for which the same
were levied and expended. Any county clerk
failing to make the statement herein
provided for, and within the time above
provided, shall be liable to the county for all
damages caused by the delinquency.”

“Upon completion of and review by the tax
appeals commission and receipt of the
statement of assessments required under s.
70.53, the department of revenue shall be
responsible for equating all full-value
manufacturing property assessments
entered in the manufacturing property
assessment roll to the general level of
assessment of all other property within the
individual taxation district. Thereafter, the
manufacturing property assessment roll
shall be delivered to the municipal clerk and
annexed to the municipal assessment roll
containing all other property.”

On or before December 1 of the year
preceding the distribution under sub.
(7m)(a), or before the department of revenue
shall notify the clerk of each town, village
and city ... of the amount to be distributed to
it under sub. (7m)(a), on the following
Monday in July. The anticipated receipt of
such distribution shall not be taken into
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consideration in determining the tax rate of
the municipality but shall be applied as tax
credits.”

December 70.73(1) Correction of tax ~ Whenever it shall be discovered by any
roll and town, village or city clerk or treasurer that
assessment roll any parcel of land has been erroneously
before delivery to described on the tax roll the clerk or
treasurer treasurer shall correct such description...

[and when discovered] that personal
property has been assessed to the wrong
person, or two or more parcels of land
belonging to different individuals or
corporations have been erroneously assessed
together on the tax roll, the clerk or
treasurer shall notify the assessor and all
parties interested, if residents of the county,
by notice in writing to appear at the clerk’s
office at some time, not less than five days
thereafter, to correct the assessment roll, at
which time and place the assessment roll
shall be corrected by entering the names of
persons liable to assessment thereon, both
as to real and personal property, describing
each parcel of land and giving its proper
valuation to each parcel separately owned;
but the valuation so given to separate tracts
of real estate shall not together exceed nor
be less than the valuation given to the same
property when the several parcels were
assessed together. Such valuation of parcels
of land or correction of names of persons
assessed with personal property may be
made at any time before the tax roll shall be
returned to the county treasurer for the year
in which such tax is levied. Such valuation
or correction of names, when so made, shall
be held just and correct and be final and
conclusive.”

Third 70.65(5), 74.03 Clerk delivers tax “The clerk of the taxation district shall

Monday of roll to treasurer transfer the tax roll, prepared under s.

December or 70.65, to the treasurer of the taxation

before district on or before the 3rd Monday in
December.”

December 70.73(3) Correction of tax  “When the assessment roll shall have been
and assessment so corrected the clerk shall enter a marginal
roll after delivery note on the roll stating when the correction
to treasurer was made by the assessor; and if the taxes

shall have been extended against the
property previously the clerk shall correct
the tax roll in the same manner that the
assessment roll was corrected, and extend
against each tract the proper amount of tax
to be collected.”
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69.60 Clerk files “The clerk of each town, city, and village
statement of shall annually, at the time required by law
taxes and to deliver the tax roll to the town, city or
indebtedness village treasurer, make out and transmit to
with county clerk the county treasurer, on blanks furnished by
the department of revenue, a statement
showing the total a-mount of all taxes levied
therein by said town, city or village for the
current year.”
December 69.61 Clerk files “Annually, or before the 3rd Monday of
statement of December, a statement in detail of all taxes
taxes with DOR levied in each town, village and city during

the year, shall be made and filed by the
clerk thereof, with the department of
revenue. Any such clerk failing to make the
statement herein provided for, and within
the time above provided, shall be liable to
the town, village and city for all damages
caused by the delinquency. The department
of revenue shall prepare and furnish the
blanks for such statement, as well as for the
statement mentioned in s. 69.62.”

End of Assessment Year
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Chapter 5

Real Property Assessment-General

The assessment process consists of the three basic procedures of discovery, listing, and
valuation as illustrated in the diagram below. Often the assessment process is thought of
only in terms of valuation, but an assessment cannot even begin until it is known that
certain assessable property exists (discovery) and it is made a matter of record (listing).
Therefore, discovery and listing form the foundation upon which all assessed values rest.

Figure 5-1

Valuation

Discovery Listing

Discovery of Realty

Property owners are not required by law to report their holdings to the assessor; therefore,
the responsibility of discovering assessable real estate rests entirely with the assessor.

Mapping

Since land is the starting point for the discovery of real estate, maps and plats are
indispensable to the assessor. It is not possible to properly assess a town, village, or city
without accurate and up-to-date maps of all area within the taxing district. Maps aid in the
location of property and show the size and shape of each parcel and other relevant features
affecting value. In addition, they provide a documented, visual record of all real property
while accounting for every square foot of property in the district.

The combined information of various types of maps greatly simplifies the job of the local

assessor. There is a continual need for plat maps, road maps, topographic maps, soil maps,
and aerial photos in locating, grading, and valuing land within the districts. Maps are of
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different types, and usually each map is better suited for one particular purpose than any
other. Maps that are of use to the assessor are:

1. Base maps - have sufficient points of reference, such as township or section
lines, and other selected physical features to allow the plotting of other
pertinent data upon the map such as sales, ownership lines, etc.

2. Cadastral maps - show the name of each property owner, shape and size of
each parcel, location of roads, rivers, lakes, and farm sets or houses. Maps
shown in commercially published plat books are cadastral maps.

3. Contour maps - show the configuration of a surface by means of contour
lines representing regular intervals of elevation.

4. Plat maps - are of a specific area, such as subdivision, indicating the
location and boundaries of individual properties.

5. Soil association maps — show the general patterns of the soil throughout
the county and are helpful in studying the soil of a county in general. These
maps do not give a detailed analysis of each property. They are a useful tool if
a detailed soil survey has not been completed. Each soil association contains
several different soils arranged in a characteristic pattern. In most places the
pattern is related to the nature of the soil materials and to the shape of the
land surface.

6. Soil survey maps - describe the soil types, show their location on a map,
and tell what their productivity will be under different kinds of management.
These maps are an invaluable tool in the classification of agricultural land.

7. Tax maps - show each separately owned parcel along with parcel numbers,
acreages, lot and block numbers, subdivision names, dimensions, and street
and road names.

8. Topographic maps - show a graphic representation of selected man-made
and natural features of a part of the earth’s surface plotted to a definite scale.
The distinguishing characteristic of a topographic map is a portrayal of the
shape and elevation of the terrain. They show the location and shape of
mountains, valleys and plains, the network of streams and rivers, and
principal man-made works such as highways, railroads, etc.

For sources of maps, refer to the appendix at the end of this chapter.

The value of good maps cannot be over emphasized. The maps should be a coordinated
system, prepared in accordance with certain standards. The purpose of this section is to
outline the basic requirements and specifications for a tax mapping system that will aid the
assessor in performing the assessments and preparing a complete, accurate, and equitable
assessment roll.
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Tax Mapping

A base tax mapping system is achieved by dividing the district into geographical areas
following the established and recognized permanent boundary lines of the Rectangular
Survey System, i.e., township and range lines, section and quarter section lines. The use of
these permanent divisions in the organization of the mapping and parcel numbering system
creates parcel numbers that are in themselves a partial legal description identifying the
township, section, and quarter section of each parcel. Also, by using fixed survey
boundaries, the map boundaries become permanent. The base maps must be prepared to
show in full detail all property, both subdivided and metes and bounds, and they must be
based on complete research of the county deed records relating to real property.

The following outlines the basic requirements, planning, preparation, and maintenance of
tax maps on a county-wide basis. Individual municipalities or counties desiring more
detailed information on mapping and aerial photography specifications, contracting for
mapping services, equipment and personnel suggestions, and so forth, should contact the
Department of Revenue (DOR), Office of Assessment Practices.

Basic Tax Map Units
The standard map system recommended by the DOR contains the following units:

1. County index map - showing the survey townships, township and range
lines, and locations of cities and villages for the entire county (See Figure 5-
2).

2. Township index map - for each township area. These maps should be of
sufficient scale to show all streets, railroads, lakes and rivers, as well as
section lines and numbers. The map should show the area covered and page
number of the detailed maps. City and school district boundaries may also be
shown on these maps if desired (See Figure 5-3).

3. Detailed tax maps - these maps are prepared at the appropriate scales and
coverage to show all property in the detail necessary to properly identify each
parcel. Parcel numbers, acreages, lot and block numbers, subdivision names,
dimensions, and street and road names are shown. These maps are to be
prepared so as to be suitable for both office and field use (See Figure 5-4).

4. County subdivision index - there should be an alphabetical subdivision
index for all recorded subdivisions in the county. The index should list the
map book and pages where located, and also recording information of such
subdivision.

5. County certified survey index - there should be an index for all certified

surveys in the county. This index should list the map book and pages where
located.
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Figure 5-2
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Preparation of Maps

The installation of a standard map system requires the compiling and coordinating of all
the existing survey and property data into the final maps so they will be as accurate as
possible. The system for the preparation of the maps can be best accomplished by the
following method:

Planning

The first step is to analyze each area of the county to determine the scale at which it should
be mapped. A county map should be marked to indicate the areas to be mapped at each
scale. The following scales for maps are prescribed by the DOR:

Map sheet size should be 15" by 20"
Map Scales:

Urban - 1" = 100’

Suburban - 1" = 200’

Rural - 1" = 400

This layout should be considered preliminary and may need revision as areas are actually
mapped. A map drawn at too small a scale for the purpose it was intended will never be
completely satisfactory.

Collection of Source Data

Under this step all descriptive data should be obtained. Some sources are: county highway
maps, U.S. Geological Survey quadrangle maps, U.S. Public Land Survey maps,
Department of Transportation (DOT) county and township highway maps, recorded
subdivision plats, plats of certified surveys, railroad right-of-way maps, and city, village, or
commercial publications. One of the most important single sources of information for
preparing base maps is current, enlarged aerial photographs. Aerial photographs are
relatively inexpensive and should be available in every assessor’s office. While aerial photos
do not offer the same degree of precision as actual ground surveys, they readily provide
data on parcel size, location, land use, and surface cover such as forest, etc.

Information to be Shown on the Maps

As a minimum the maps should depict the following detail:

1. Each established parcel and its boundaries

2. Dimensions of the property

3. Acreage

4. Parcel numbers

5. Name of subdivision; tract number; section, township, range number; lot and
block number; government lot numbers

6. Title and page number

7. Streets, railroads, rivers, lakes, streams, and their names
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8. Major utility lines, churches, schools, cemeteries, airports, government lands,

etc.
9. Scale
10. North line

11. Adjoining page number references

Layout of the Map

This step consists of carefully plotting at the proper scale all of the Rectangular Survey
data. This is a difficult task as much of the data can be inaccurate and does not readily fit
together; however, properly enlarged aerial photos are a great aid at this stage. It will be
possible to trace the section corners and lines, streams, lakes, rivers, roads, railroads, and
many property lines from aerials while checking against the available data for accuracy.
Conflicts in property descriptions and boundaries should be noted for further research.

Parceling

After the base layouts have been prepared as accurately as possible, parcel lines for metes
and bounds descriptions should be platted and the acreage calculated. Each description
from the assessment rolls must be checked and laid out to account for each parcel of land in
the county. Parcel numbers can now be assigned by block and individual parcel, then
recorded and applied to the assessment roll and property record cards.

Checking

Upon completion, each map should be checked in every detail. Every word, figure, number,
title, page number reference, and dimension should be carefully checked against the source
data for accuracy and completeness. Maps needing correction are returned to the draftsman
and re-checked after completion of the corrections.

Printing

After all corrections have been made, copies of the maps should be made for the Supervisor
of Equalization and the assessors throughout the county. The copies should be punched and
bound with hard covers and screw posts. Each book should be assembled to cover a
township and contain the following items:

County subdivision index

County index map

Township index map

Detailed tax maps at appropriate scales
Outside label indicating contents

apwdE

Filing and Care of Maps
Tax maps are official records of assessment data and are subject to constant use. County

and city offices, title and abstract people, real estate brokers, surveyors, engineers, and
taxpayers are interested in this information. Therefore, it is desirable that a set of maps be
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made accessible to the public at a place where they can use the maps without interfering
with office work. The master maps should be used only to reproduce additional copies or
when they are being brought up-to-date by the draftsman and should be stored in a
fireproof location. The masters represent a considerable investment of time and money and
if damaged, lost, or destroyed would seriously hamper the work of the assessor. It may be a
good idea to have a copy of the master map put on microfilm or microfiche. The DOR makes
available specifications for micro-film/fiche records and should be contacted for further
information in this regard.

Maintenance of Tax Maps

Once installed, the tax maps and all other assessment records must be kept current. This
requires constant vigilance on the part of the assessor and the real property lister. All types
of assessment records soon become out-of-date and the original value and investment are
lost unless all changes and corrections are made. It is desirable to make changes as they
occur, but if time does not permit this, changes should be made at least once a year.

Maintenance consists of two general phases. The first phase consists of indicating new
property boundaries where an owner in the selling of one or more parcels of property
subdivides property or by the filing of recorded subdivisions. This phase would also include
the cutting up of property and changes necessitated by new highways or by changes in
highways or other public works.

The second phase of the maintenance is the constant correction and improvement of the
maps from new and more accurate survey data. Surveys may be made for many purposes
and whenever new surveys are made they supply basic information for the correction of the
maps. Such survey information should be used and the map books corrected accordingly.

The first phase will necessitate the assigning of new parcel numbers, while the second
phase will generally not change any parcel numbers, but improve the accuracy of the maps
and may give a more complete and accurate description of the property on the master map.
In many counties the real property lister maintains the maps on a regular basis; however,
the assessor should still be involved in the process and report any changes and corrections
to the real property lister so the maps can be updated accordingly.

The sources of data for maintenance are the following:

Recorded deeds

Recorded subdivisions

Recorded certified surveys and other recorded maps

Highway and road surveys, other government surveys, and miscellaneous
types of surveys

Records of relocation and monumentation of section corners (sec. 59.635(8),
Wis. Stats.)

e N =

o
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Computer Assisted Mapping

In counties or municipalities with access to a computer, a computer assisted mapping
system is a possibility. Through the use of a computer, all geographic information can be
stored in a machine-readable (digital) database. The geographic information stored in the
computer would include all data that is usually stored and used in map form. This
information can then be used to actually produce maps.

A computer assisted mapping system allows large volumes of data to be easily stored and
organized for ready reference. Printed reports can be produced as needed, and when maps
are desired they can be rapidly and accurately prepared. When all geographic data is stored
on a computer, the content of the maps is very flexible. The user can specify the type of map
wanted, and the features to be included. The system makes it much easier to maintain
current land data and maps.

When a complete set of tax maps is properly maintained, the assessor is provided with an
accurate base for the assessment of property. These maps form the foundation for a
permanent parcel numbering system and are essential for correct legal descriptions.

Legal Descriptions

It is important that every assessor have a thorough knowledge of the fundamentals
involved in formulating and understanding legal descriptions. The purpose of a legal
description is to establish a parcel's size and shape and to identify its location. Legal
descriptions must be accurate, that is, they must describe the property intended. This is
particularly important since real estate taxes represent a lien upon the property on which
they are levied. This lien is held against the legal description.

Historical Background

The oldest method of describing property is by metes and bounds, which means literally the
“measurement and boundaries” of a tract of land. A metes and bounds description defines a
parcel by describing the courses (directions) and distances of its boundary lines. This
system was originally used in surveying the original thirteen colonies as well as Maine,
Vermont, West Virginia, Kentucky, Tennessee, Texas, and Hawaii. Because many of the
original land grants in the United States were of irregular shape, it was considered
sufficient if lands were described as bounded by natural or artificial features or monuments
of the terrain, and if the names of adjacent property owners were given in the deeds. Rivers,
lakes, rocks, trees, fences, ditches, posts, or any other identifying characteristics along the
boundary of a property were used as monuments. While such descriptions were adequate at
the time, they lacked permanency. Destruction or removal of monuments would make a
resurvey of the property nearly impossible. This lack of permanency, combined with the
failure of surveyors to make their survey notes a matter of public record, and the lack of
uniformity in the surveying of large and irregular tracts of land gave rise to frequent
boundary disputes and land litigation. It then became general practice to determine the
lengths and directions of land boundaries by measurement with the link chain and
surveyor's compass and to fix the corners with permanent monuments. Metes and bounds

5-9 Revised 12/11



Wisconsin Property Assessment Manual Chapter 5 Real Property Assessment -- General

descriptions are still used today to describe parcels that are irregular in shape and cannot
be located except by describing the courses and distances of their boundaries.

After the close of the American Revolution and the adoption of the Federal Constitution,
much of the land in this country became the property of the federal government through
trades, purchase, or treaty. The federal government found itself with enormous tracts of
undeveloped and uninhabited land, with few natural characteristics suitable for use as
monuments in metes and bounds descriptions; therefore, it became necessary to devise
some standard system of describing land that would be permanent and also make it
possible to readily locate parcels. To meet this need, a committee headed by Thomas
Jefferson developed a plan for dividing the land into a series of rectangles which became
known as the U.S. Rectangular Survey System and was first authorized by the Continental
Congress in the Land Ordinance of 1785. The Land Act of 1796 followed and was the first
law relative to land surveys passed under the Constitution. This act made radical changes
in the methods of survey as originally conceived. Congress amended the Land Act in 1800
and again in 1805, and by that time, the system was firmly established. A number of
general instructions were issued during the period from 1805 to 1855 to the government
surveyors and the general instructions of 1851 to 1855 set the general pattern of present
day surveys.

The Rectangular Survey System

Under the Rectangular Survey System it was necessary for the government surveyors to
find an initial point from which a survey of a particular area could start. These points were
established whenever necessary under special instructions prescribed by the Commissioner
of the U.S. General Land Office. In selecting an initial point, it was important to ensure
prominence and easy identification of that point; therefore, surveyors generally selected
some substantial landmark, such as the mouth of a river, as an initial point. The location of
the initial point was then fixed astronomically. This means that an instrument reading
established its position, which is based on observation of heavenly bodies, such as the sun,
moon, or planets. The instrument reading was expressed in degrees, minutes, and seconds
north or south of the equator and east or west of the Meridian of Greenwich.

After the initial point was established, a true meridian was run through that point, either
north or south, or in both directions, as conditions required. A true meridian is a due
north-south line, extending from the North Pole to the South Pole. A meridian that passes
through an initial point are designated the principal meridian for that particular state or
area. As additional areas were surveyed by the government, additional principal meridians
were established. There are 35 principal meridians in the United States, and these
meridians have been either named or numbered. The Fourth Principal Meridian, which lies
about 50 miles west of Madison, controls descriptions of land in Wisconsin and is fixed
astronomically at 90 degrees, 25 minutes, and 42.5 seconds west of the Meridian of
Greenwich.

Once the principal meridian for a particular area was fixed, the surveyors then extended a
due east and west line from the initial point at right angles to the meridian. This line was
then designated as the base line for that particular area. As new areas were surveyed,
additional base lines were established, or in some cases, an existing base line was extended
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to form the base line for the new area to be surveyed. There are 32 base lines in the
country. The base line established for the Fourth Principal Meridian is fixed astronomically
at 42 degrees, 30 minutes north of the equator and is the boundary line separating
Wisconsin and Illinois.

After the principal meridian and base line were established, it was then possible to use the
point of intersection of the principal meridian and base line as the starting point for all
surveys in that area. The initial point, then, represents the point from which the lines of
the public surveys are extended.

In surveying the principal meridian and base line, permanent quarter section and section
corners were established and monumented on each line at intervals of 40 chains (1/2 mile)
and regular township corners were placed at intervals of 480 chains (6 miles). These
corners are referred to as standard corners.

In performing the survey, government surveyors used the chain, which is four rods, or 66
feet in length. Independent linear measurements were taken either by two sets of chain
men, or when this was not possible, by the duplication of each measurement by one set of
chain men. Whenever a survey was performed, there were errors in measurement caused
by such factors as curvature of the earth, surveying over a rough terrain, or measuring up
or down a slope. To ensure the accuracy of the survey, allowable limits of error were
established. When the discrepancy between two sets of measurements taken in the
prescribed manner exceeded 20 links (13 feet) per mile, it was required that the line be
remeasured to reduce the difference. The corners were then set at the mean distance. When
successive independent tests of alignment, as determined by astronomical observations,
indicated that the line had departed from the true meridian by more than three minutes, it
was required that the necessary correction be made to reduce the angle of the error.

Next, standard parallels, which are also called “correction lines” were extended east and
west, parallel to the base line, following the same procedure used in running the base line
(see Figure 5-5). In Wisconsin, the first four standard parallels were run at intervals of 60
miles and the fifth standard parallel was run 36 miles north of the fourth standard parallel.
A definite 24-mile spacing of these lines was adopted in 1855; however, in many of the early
surveys they were not placed at regular intervals. The survey of Wisconsin began in 1831,
which accounts for the irregular spacing of Wisconsin’s correction lines.

Once the standard parallels were established, range lines were then extended north from
the standard township corners that were established at six-mile intervals along the base
line and standard parallels (see Figure 5-6). These lines run true north, and as such, they
converge progressing north, due to the curvature of the earth. Because of this convergence,
when a range line was extended from a standard township corner, it did not intercept the
next standard corner to the north. To compensate for this, instead of running a range line
continuously due north, allowing the convergence to progressively increase, the range lines
were terminated at the points of their intersection with the standard parallels. At this point
of intersection a closing corner (also called a correction corner) was established (see
Figure 5-7). The next segment of the range line was then run true north from the standard
township corner that it would have theoretically intercepted had there been no
convergence. As a result, range lines are broken lines, each segment being theoretically 60
miles long, except between the 4th and 5th standard parallels where they would be 36 miles
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long. The spaces between range lines are called ranges, and are described as east or west of
the principal meridian and are consecutively numbered from that line.

Figure 5-5
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Figure 5-7 Figure 5-8
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Next, township lines were extended east and west off the Fourth Principal Meridian at
six-mile intervals, parallel with the base line (see Figure 5-8). The spaces between these
lines are known as tiers, and they are numbered consecutively from the base line, and
described as being north or south of the base line. Usually, for purposes of description, the
word township is substituted for “tier”.

The six-mile square tracts created by the range lines and township lines are known as
congressional townships. A congressional township is not to be confused with a civil
township, which is the unit of local government that governs a town. The number of its
tier and range, and the name of the principal meridian designate a congressional township.
For example, T 3 N, R 3 E, (read township three north, range three east) designates a
township in the third tier north of the base line and the third range east of the principal
meridian. If this township were located in Wisconsin, its description would be referenced to
the initial point of the Fourth Principal Meridian and would be completely described as T 3
N, R 3 E of the Fourth Principal Meridian (see Figure 5-9).

Figure 5-9
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Congressional townships contain as near as possible 23,040 acres and are further
subdivided into thirty-six tracts called sections (see Figure 5-10). Sections contain as near
as possible 640 acres. The thirty-six sections into which a township is subdivided are
numbered, beginning with number one at the northeast corner of the township and
proceeding west to number six, dropping south to number 7 and then proceeding east to
number twelve, and so on until they number to thirty six in the southeast corner (see
Figure 5-11). A section is legally described by giving its number, tier, range, and name of
the principal meridian.

Figure 5-10 Figure 5-11
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In subdividing townships into sections, the south and east boundaries of the township were
the governing lines. The subdivisional survey was begun on the south boundary of the
township at the section corner between sections 35 and 36. The line between sections 35
and 36 was run in a northerly direction, parallel to the east boundary of the township, with
the quarter-section corner between sections 35 and 36 being set at 40 chains (1/2 mile), and
the section corner common to sections 25, 26, 35, and 36, set at 80 chains (1 mile). From
this corner a line was run eastward on a course calculated to be parallel with the south
boundary of section 36 and a temporary quarter section corner was set at 40 chains. If this
line intersected the east boundary of the township exactly at the corner of sections 25 and
36, it was marked and established as the true line. If the linear error of closure was within
the allowable limits, the temporary quarter-section was made permanent by shifting it to a
position midway between adjacent section corners. The limit of error for closure of a section
is 66 feet. This process was repeated for the sections along the eastern side of the township
until the western boundary of section one was established. Then the survey continued from
the southern boundary of the township between sections 34 and 35 and progressed north in
the same manner as described. This process was repeated for the remaining sections in the
order shown in Figure 5-12.
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Figure 5-12
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Due to the curvature of the earth and errors of measurement, all sections cannot contain
exactly 640 acres. To compensate for this discrepancy, and still have as many uniform
sections of 640 acres as possible, any excess or shortage occurring in the measurements
from south to north was placed in the northern portion of those sections bordering the north
line of the township, and any excess or shortage occurring in the east to west
measurements was added to or deducted from the row of sections at the west side of the
township. Because these sections contain an irregular number of acres, they are known as
“fractional sections”. A township will generally contain 25 full sections and 11 fractional
sections. The 11 fractional sections are sections 1 through 6 along the north side of the
township and sections 7, 18, 19, 30, and 31 along the west side of the township.

The surveys discussed to this point were all performed by United States Surveyors;
however, the further subdivision of sections into quarter sections and quarter-quarter
sections was generally performed by surveyors in private practice. The quarter section, or
160-acre unit, was the most common subdivision. Quarter sections are designated as
northeast, northwest, southwest, and southeast quarters of the section, in the order named;
thus, each quarter section is uniquely described by denoting its direction from the center of
the section. In describing the northeast quarter of Section 22, for example, its description
becomes NE 1/4, Sec. 22, T 7 N, R 9 E of the Fourth Principal Meridian (see Figure 5-13).
The lines that divide a section into quarters are sometimes referred to as quarter lines.

The further division of each quarter section into quarter-quarter sections of 40 acres
each creates the most basic unit of land measurement and description reference in the
rectangular survey system of land description. Each forty is indicated by its direction from
the center of the quarter section, in the same order as the quarter sections, beginning with
the northeast quarter of the northeast quarter of the section. In describing the crosshatched
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forty in Figure 5-14, the description now becomes NE 1/4 of the NE 1/4, Sec. 22, T7 N, R 9
E of the Fourth Principal Meridian. The lines that divide quarter sections into quarter-
guarter sections are sometimes referred to as 1/16 lines.

Figure 5-13 Figure 5-14
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Fractional sections (sections 1 through 6, 7, 18, 19, 30, and 31) may contain more or less
than 640 acres; their subdivision is treated somewhat differently than the subdivision of a
standard section. For sections 1 through 6, each section is surveyed to make 320 acres in
the south half. The north half is then divided so that the south half of the northeast quarter
and the south half of the northwest quarter will each contain 80 acres. The remaining strip
of land along the north side of the section is then divided into four fractional forties, the
acreage of each always being 40 acres, more or less.

In fractional sections 6, 7, 18, 19, 30, and 31, the procedure is much the same except that
the surplus or deficit acreage is placed in the west half of the section along the west line of
the township and divided in the same manner as though it were along the north line of the
township. Section 6, lying in the extreme northwest corner of the township would,
therefore, contain fractional forties both along the north side and the west side. The
fractional forties of fractional section 6 are illustrated in Figure 5-15.
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Figure 5-15 Figure 5-16
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On township maps, lands bordering on streams and bodies of water will be seen designated
as government lots. In these government lots the water line of the stream or body of water
has been meandered in the original government survey and the exact acreage of the lot to
the water line set down. In the process of subdivision, the regular section lines are run to
an intersection with the mean high-water mark of such a body of water, at which
intersection corners called meander corners are established.

The traverse, which is run between meander corners, approximately following the margin
of a permanent body of water is called a meander line, and the process of establishing
such lines is called meandering. Meander lines are not ownership boundaries, but are
lines run for the purpose of locating water boundaries approximately. Although the official
plats show fractional lots as bounded in part by meander lines, ownership does not stop at
such boundaries. Meander lines are run in surveying fractional portions of the public lands
bordering on navigable waters to determine the quantity of land in the fraction. The
acreages of government lots are listed on the section map, and the government lot number
given to that parcel of land is the legal description of that parcel. Figure 5-16 illustrates
meandered government lots.

While the Rectangular Survey System may seem confusing, it's a matter of knowing the
portion of a section and the township and range designated from the Principal Meridian
and Base Line to locate a specific property. Take, for example, the description “The NE 1/4
of the SE 1/4 of the SW 1/4 of Section 22, T 7 N, R 9 E of the Fourth Principal Meridian.” It
is important to remember that the first unit of land mentioned (in this case the NE 1/4) is
the property of primary interest, all subsequent quarter sections described relate only to
the divisions necessary to locate the property. The key to locating the property described
above is to read the description backwards, progressively narrowing its location first by
section, then quarter section, then quarter-quarter section, etc. Figure 5-17 demonstrates
this procedure.
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There are many possibilities of land division and resulting descriptions see Figure 5-18 for

some examples.

Figure 5-18

A SECTION OF LAND - ¢a0 ACRES
Quarter Sections and Subdivisions Thereof
0 COEMLE Mid CORMLE WL CORMLE
NW1sa mr:nnfm E1s2 NE1se
160 A % A
= o
= [T =
5:“”1 Eirz | N1/zMEr/a5W1sa o
NWisa | NWise 20 A
SWisa | SWisa M¥Wirs SE1ra ME1ra SE1/4
wA | 2A | Si2NErsaSWIsa 0 A 0 A
0 A
[Frarw
TR
TSR
FITA T
5A|SA| 10 A 0 A SWisa SEvsa SE17a SErsa
PELTARRE.T 40 A a0 A
W CORMLE 10 A 10 A 10 A L CORNLE J.L CORNLE

5-18

Revised 12/11



Wisconsin Property Assessment Manual Chapter 5 Real Property Assessment -- General

Metes and Bounds Descriptions

Metes and bounds descriptions are used to describe parcels that are irregular in shape and
cannot be located with certainty except by description of their boundaries. In describing
property by metes and bounds, it is important that the description begin at some known
point that can be readily identified and relocated with certainty; it must give the direction,
known as the course or bearing, and the distance of each boundary line; and it must follow
the outer boundaries of the parcel until returning to the point of beginning. If the boundary
of the parcel follows a prominent feature such as a river or stream, this should be stated in
the description. The area or size of the parcel should also be stated.

A known point is any point that has a definite location which surveyors can locate with
certainty. It is given at the beginning of a metes and bounds description so surveyors can
locate that point and then proceed to the location of the parcel based upon the description
given. Typical known points for rural land descriptions are section corners or quarter
corners. The typical known points for platted areas are lot corners. Corners are
permanently recorded and can readily be relocated if obliterated; therefore, when used as
the known point in a description, they can help to make it more permanent and eliminate
uncertainty concerning a parcel’s boundaries.

The point of beginning is where the description of the parcel itself begins. The point of
beginning is established in relation to the known point and should be completely described
S0 a surveyor, having located the known point, can readily identify the point of beginning.

The course or bearing of each boundary line indicates the direction that the line runs
from a given point. Boundary lines do not always run due north and south or due east and
west, therefore the bearing is expressed by its angular relationship to each reference point
and is given in the number of degrees, minutes, and seconds the boundary line varies to the
east or west of a due north and south line. A circle is composed of 360 degrees, each degree
is made up of 60 minutes, and each minute is composed of 60 seconds. A true north-south
line (meridian) and a true east-west line divide a circle into four equal quadrants, each of
which contains 90 degrees (see Figure 5-19). The bearing of a line is indicated by the
guadrant in which the line falls and the acute angle (lying between 0 and 90 degrees) which
the line makes with the north-south meridian in that quadrant as illustrated in Figure 5-
20. For example, a line with a course of north 30 degrees West would lie in the northwest
guadrant and would be 30 degrees west of the north-south meridian.

The distance of each boundary is given in linear measurements such as rods, chains, feet,
and inches. Surveyors today generally give distances in feet; however, older descriptions
can still be found which give distances in chains, links, rods, or furlongs. Some of the more
commonly used measurements are as follows:

1 mile = 8 furlongs; 80 chains; 320 rods; 5,280 feet
1 furlong = 1/8 mile; 10 chains; 40 rods; 660 feet

1 chain = 4 rods; 66 feet; 100 links

1 rod = 25 links; 16 - 1/2 feet

1 link = 1/100 chain; 7.92 inches
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The following is a typical metes and bounds description that meets all of the above
described criteria. It describes a nearly rectangular parcel measuring approximately 100
feet by 200 feet (Figure 5-21). The description begins at a section corner (the known point)
and the first two distances are given to tie the parcel description into that known point so
surveyors can locate it in later surveys.

A parcel of land in Section 36, T 7 N, R 9 E, Dane County, Wisconsin, more particularly
described as follows: Commencing at the northwest corner of said section, thence southerly
along the west line of said section 175 feet; thence east 400 feet to the point of beginning of
this description; thence north 87° east, 102 feet; thence south 1 east, 206 feet; thence south
87° west, 102 feet, thence north 1° west, 206 feet to the point of beginning.
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When a parcel of land borders on a lake, river, stream, highway etc., it is common for the
description to be abbreviated by referencing known lines such as the centerline of a
highway, or the irregular boundary of a body of water. Descriptions of land along public
highways are generally interpreted to extend to the center of the highway unless the
description specifically states otherwise.

For parcels abutting streams or rivers, the description is usually interpreted to mean that
the boundary line is at the thread of the stream. The thread of a stream is the line midway
between the two shorelines when the water is in its natural stage. In locating the thread of
a stream, no account is taken of the main channel or current. For navigable lakes the
boundary line extends to the edge of the lake, since the state is considered to hold title to
the submerged portion. The following is an example of a description that uses a highway
and creek as boundaries in describing a parcel of land.

"Commencing at a point on the highway between the City of Stevens and Eisen, which point
is 250 feet west of the northeast corner of Section 30, Town 29 North, Range 4 East, thence
along highway in a southwesterly direction 400 feet to the creek, thence southerly along the
creek 275 feet, thence northeasterly parallel with the highway a distance of 400 feet, thence
northerly 275 feet to the place of beginning. "
The description is illustrated in Figure 5-22.

Figure 5-22

In order to understand and work with metes and bounds descriptions, the user must be
familiar with the various terms used in descriptions, the measurements for both distance
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and area, and the dimension of the usual subdivision of a section. The appendix to this
chapter contains definitions; information for computing area and acreage of parcels; and a
listing of abbreviations used in condensing descriptions; all of which will aid the user in
preparing, sketching, and computing the area of metes and bounds descriptions.

To prepare a metes and bounds description, it is essential to know how to correctly measure
bearings. In Figures 5-23 and 5-24 assume that line NS (north-south line) represents a true
meridian. In order to determine the bearings of lines OA and OB, the base of a protractor
must rest on the north-south line with the curved side of the protractor facing east (see
Figure 5-23); for lines OC and OD the base of the protractor again rests on line NS, but the
curved side faces west (see Figure 5-24).

Figure 5-23 Figure 5-24
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Remember that each bearing angle is acute, lying between 0 and 90 degrees, and is
measured in terms of the angle it forms with line NS. The line OA is in the northeast
guadrant and forms an angle of 75 degrees with line NS. The bearing of the line is read as
north 75 degrees east and is written N 75° E. The bearings of lines OB, OC, and OD are
respectively: S 30° E, S 86 W, and N 45° W. If the direction of the line is parallel with the
meridian and north, it is written as N 0° or due north; if perpendicular to the meridian and
east, it is written as N 90° E or due east.

In preparing a map of a metes and bounds description it is helpful to keep in mind that
when reading compass bearings, the primary direction is always the first direction given,
the secondary direction is always the last direction given, and the angle given moves from
the first direction to the second direction through the given angle. Always remember to
place the base of the protractor north and south to measure the degrees to the east or to the
west of the north and south meridian. This practice ensures greater uniformity and avoids
confusion that would result if some courses were measured north or south of an east and
west true line.

The only exception to the above rule is when the description calls for the angle to be
measured from an extension (prolongation) of the preceding line in the description; for
example, “thence north 30 degrees to the left of an extension of the last described line”. In
such a case, draw a dotted extension of the last described line; lay the protractor so that its
center point rests at the end of the last described line, and the base line of the protractor
rests exactly on the line and the dotted extension. Then count off 30 degrees to the left,
place a pencil dot and connect it with the end of the last described line (see Figure 5-25).

Figure 5-25

30 degrees Left
A

T

Frequently metes and bounds descriptions will describe a curved line and will therefore
make reference to arcs and chords. The following is such a description with instructions for
drawing a sketch of the tract of land described.
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“Commencing at a point on the west line of said quarter section 150 feet north of the
southwest corner of said quarter section; thence north 41 degrees east 200 feet to the point of
a curve whose arc is 63 feet, having a radius of 50 feet lying to the east and a chord bearing
north 14 degrees west 57 feet; thence north 67 degrees west 125 feet to a point on the west line
of said quarter section; thence south O degrees (due south) on said west line 263 feet to the
point of beginning.”

Before sketching the description, the scale to be used must be determined. The scale will be
dependent upon the size of the parcel described, and the size of the paper on which it is to
be sketched. For the purposes of this example, a scale of 1” = 100" will be used. The general
direction, which the tract will extend, must also be found so it can be determined whether
to begin the sketch at the top of the page or at the bottom of the page. In reviewing the
above description, it can be seen that the parcel lies north and east of the point of
beginning, so the sketch will begin at the bottom left of the page.

To draw this description (see Figure 5-26), it must be considered one boundary at a time.
Since the description begins at a point on the west line of the quarter section, 150 feet north
of the southwest corner, first draw a part of the south quarter section line, and then draw
part of the west quarter section line. Next proceed along the west section line 1 1/2 inches
(representing 150 feet) north of the south quarter section line to the point of beginning
(point A).

Figure 5-26
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The next part of the description, “thence north 41 degrees east 200 feet” is actually the
beginning of the land to be described. The information given prior to this was necessary in
order to locate the tract. To continue, place a protractor with the rounded portion facing
east so that its base line is due north and south with the center of the base line on the point
of beginning. Then measure off 41 degrees to the east and make a mark to indicate the
direction of the course. Now, with a ruler, draw a line from the point of beginning a distance
representing 200 feet toward that mark.

The description then proceeds along “a curve whose arc is 63 feet having a radius of 50 feet,
lying to the east and a chord bearing north 14 degrees west, 57 feet.” This portion of the
description describes a curved line. When the chord bearing and length and the radius
length of the arc are known, it is possible to construct the arc. To do this, place a protractor
with the rounded portion facing west so that its base line is due north and south and the
center of the base line is on the end of the last line drawn (point B). Then measure off 14
degrees to the west of an imaginary north and south meridian drawn through point B and
make a mark indicating that direction. Then, with a ruler, draw a line from point B a
distance representing 57 feet toward that mark. This line represents the chord. Next, set a
compass to scale with a radius of 50 feet. Place the point end of the compass on point B and
draw an arc in the area where the central angle will fall (to the northeast of point B), then
repeat the procedure from point C. The intersection of these two arcs is the center of the
circle which contains the arc described in this legal description. Set the pointed end of the
compass at this point, and then draw the arc from point B to point C.

The description then moves “north 67 degrees west 125 feet to a point on the west line of
said quarter section.” Again, it is necessary to use a protractor, with the curved side facing
west and the base line due north and south, with the center of the base line resting on point
C. Then measure off 67 degrees to the west of an imaginary north and south meridian
drawn through point C, making a mark to indicate the direction of the line. Then, using a
ruler, extend the line in the direction marked, a distance representing 128 feet.

From that point (point D) the description proceeds “south O degrees (due south) on said
west line 258 feet to the point of beginning.” All that remains to complete the sketch is to
extend the boundary line due south to the point of beginning.

Using the same example, it is now possible to compute the acreage of the description. While
the parcel is irregular in shape, it can easily be converted to a triangle by simply extending
lines AB and DC along the radius of the arc a distance of 50 feet. By doing this, we have
now formed a triangle (see Figure 5-27). To determine the acreage of the parcel, compute
the area of the triangle and then deduct the area of the sector (the pie shaped shaded area),
which is not a part of the parcel.
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Figure 5-27

Line BC

=— Radius
Line AC

Line AB

Line AB = 250 feet
Line BC = 175 feet
Line AC = 258 feet

Length of Arc = 62.75 feet
Radius = 50 feet

The formula for computing the acreage of a triangle when the length of each of the three
sides is known is found in the appendix to this chapter and is as follows:

let s = the perimeter of the triangle divided by 2 or

(a+b+c)
2

(a, b, and c represent the length of each of the sides of the triangle).

area = \/s(s —a)(s—b)(s—¢)

To compute the area then, we must first determine the value of s, which would be derived
as follows:

250" +178"+2581
S =
2

s =343

Once s is known, it is then possible to calculate the area of the triangle using the above
formula.

area = /343(343 — 250)(343 — 178)(343 — 258)
J/343(93)(165)(85)

= /447,383,475

21,151.44 square feet
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The area of the triangle, including the sector, which is not a part of the legal description, is
21,039.19 square feet.

Next compute the area of the sector as follows:

area of a sector = length of arc x 1/2 radius
62.8' x 25’
1,570 square feet

The 1,570 square foot area of the sector is then deducted from the area of the triangle,
which leaves the area of the parcel.

21,151.44 - 1,570 = 19,581.44 sq. feet

The acreage of the parcel can easily be calculated by dividing the area by 43,560 square feet
(1 acre):

19,581.44
43,560 = 449 or .45 acres

By knowing how to sketch and compute the acreage of legal descriptions, the assessor is
able to test questionable descriptions and determine whether they are ambiguous or
incomplete. It is then possible to correct any errors or discrepancies that are found to exist.

Other Methods of Describing Property
Recorded Subdivisions

Under the rectangular survey system land is broken down into basic units of 40 acres;
however, when a land owner desires to split a large acreage tract of land into lots for
building sites, it becomes necessary to further subdivide the tract. Chapter 236 of the
Wisconsin Statutes regulates the subdivision of land and establishes stringent survey
standards. A subdivision is any division of land where five or more parcels of 1 1/2 acres or
less are created at once, or by successive divisions within a five-year period.

Subdivision is accomplished by surveying the tract and preparing a plat, dividing the tract
into blocks separated by streets, and then dividing the blocks into lots. The blocks are
numbered consecutively and the lots within each block are likewise numbered or lettered in
consecutive order.

There are stringent surveying requirements for subdivision. The law provides that external
boundaries of a subdivision be monumented at all corners, curves, and angles along the
boundary line. The internal boundaries must be monumented at all block corners, curves,
and angles in any line. In addition, all lot corners and lot lines that extend to lakes or
streams must be monumented. A land surveyor registered in this state must perform the
survey and the error margin for closure of the survey must be less than 1:3,000. The law
also establishes guidelines for minimum lot width and area, minimum street width, and
public access to lakes and stream shore plats.
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Statutes also provide that the name, location, and position of the plat be printed on the plat
map and that the plat name not be a duplicate of any plat previously recorded in the same
county or municipality. Among the data to be included is the exact location of the plat by
distances and bearings with reference to corners established in the U.S. Public Land
Survey, and also the government lot, recorded private claim, quarter section, section,
township, range, and county. The final plat must also show the exterior boundaries of the
subdivided land; all monuments erected, corners, and other points established in the field;
the exact length and bearing of the exterior boundaries; and the boundary lines of all
blocks, public grounds, streets, alleys, lots, and easements.

All subdivision plats must be approved by the municipal governing body, and in some cases,
the county planning agency. Before submitting a final plat, the subdivider may be required
by the approving authority to submit a preliminary plat in order to determine whether the
final plat will meet layout requirements. The approving authority must then take action on
the preliminary plat within 90 days of its submission. Failure of the approving authority to
take action on the plat within that time constitutes approval of the preliminary plat. Once
the preliminary plat has been approved, the final plat must be submitted within 6 months.
The approving authority then has 60 days to approve or reject the final plat. If no action is
taken on the plat during that time, it is automatically deemed to be approved.

When a plat is submitted for approval, copies are submitted by the approving authority to
the Department of Administration, Plat Review Program and to the County Planning
Agency. These agencies have 20 days to review the plat and either approve it or notify the
subdivider and approving authority of objections to the plat. Approval of a plat is
contingent upon its compliance with local ordinances, state laws, and other rules relating to
health, safety, public improvements, utilities, etc.

Once prepared and approved, the plat is recorded in the Register of Deeds office. While the
plat actually contains a metes and bounds description of the property surveyed, it is much
simpler to identify a particular lot by referring to the lot, block, and subdivision name
rather than describing the property by metes and bounds.

Section 236.28, Wis. Stats., provides that once a final plat has been recorded, the lots in
that plat are described for all purposes by the name of the plat, and the lot and block within
that plat.

If a detailed description of a particular lot is needed, it can easily be obtained by referring
to the recorded subdivision in the Register of Deeds Office, which gives the description of
each lot and block by survey. Maps of recorded subdivisions can be obtained from the
Register of Deeds Office or from the County Surveyor’s Office.

In summary, the requirements for the subdivision and subsequent development of land are
very strict. In addition to the statutory requirements, there are very tight municipal
regulations and controls governing subdivision. Most municipalities require that the
subdivider construct roads, provide grading and erosion control, and install utilities before
subdivided land can be sold. As a result, the subdivision process is time consuming and
costly. This has perhaps contributed to the increasing use of certified surveys.
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Certified Surveys

A certified survey can be used to divide land into not more than four parcels. Because
certified surveys apply to only four parcels or less, they are not subject to the stringent
controls that governs subdivisions, and are not as costly. This fact is evident by the
increasing number of certified surveys being recorded.

Section 236.34, Wis. Stats., regulates the surveying, mapping, and recording of certified
surveys. For a certified survey to be recorded, the requirements of this section must be met.
Among the information to be included on the certified survey map are the external
boundaries of the parcel surveyed, including the length and bearings; all monuments,
corners or other points established in the field; all lots, consecutively numbered; the exact
width of all easements; and all lake or stream shore meander lines.

When completed, certified survey maps are numbered consecutively and recorded by the
Register of Deeds. Once recorded, the parcels of land included in the certified survey may
be described by reference to the survey number, the volume and page of the recording, and
the name of the county. Such a description is sufficient for all purposes, including
assessment, taxation, and conveyance. If a more detailed description of a certified survey is
needed, it can be found by referring to the volume and page of the recording in the Register
of Deeds Office. The assessor should have copies of all certified survey maps. They can be
obtained through the Register of Deeds Office or the County Surveyor's Office.

Assessor’s Plats

In addition to plats prepared for purposes of developing a tract of land, sec. 70.27 Wis.
Stats., gives the local governing body the authority to order an assessor’s plat to be
prepared.

“Whenever any area of platted or unplatted land is owned by 2 or more persons in
severalty, and when in the judgment of the governing body having jurisdiction, the
description of one or more of the different parcels thereof cannot be made sufficiently
certain and accurate for the purposes of assessment, taxation or tax title procedures
without noting the correct metes and bounds of the same, or when such gross errors exist in
lot measurements or locations that difficulty is encountered in locating new structures,
public utilities or streets, such governing body may cause a plat to be made for such
purposes.”

In preparing an assessor’s plat, the surveyor lays out the boundaries of each parcel, street,
alley, lane, roadway, and dedication to public or special use according to the records of the
Register of Deeds, in the chronological order of their conveyance. A map is then prepared,
and owners of the land included in the plat may view it and make known any
disagreements with the boundaries. It is the duty of the surveyor making the plat to
reconcile any discrepancies that may be revealed. When the boundary lines between
adjacent parcels are mutually agreed upon in writing by the owners, the lines become the
permanent boundaries, even though they may vary from the metes and bounds descriptions
previously recorded. Such written agreements are recorded in the office of the Register of
Deeds.
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When completed, the assessor’s plat is filed with the clerk of the governing body that
ordered the plat. Within two days after the plat is filed, it is transmitted to the Plat Review
Program where it is reviewed to ensure that it complies with the requirements of Chapter
236 of the Statutes. After the Department of Administration, Plat Review Program has
certified the plat, it remains on file in the clerk’s office for 30 days. During that time any
person or public body having an interest in the plat may bring a suit to have the plat
corrected. At the end of that time the plat is approved by the governing body and recorded
in the office of the Register of Deeds. The costs incurred in preparing an assessor’s plat may
be charged to the land platted and collected as a special assessment on the land only.

Amendments or corrections to an assessor’s plat may be made at any time by the governing
body by recording with the Register of Deeds a plat of the area affected by the amendment
or correction. Such an amendment must be made and authenticated in the same manner as
an assessor’'s plat. When referring to a parcel which is described in an amendment to an
assessor’'s plat, it is not necessary to refer to the specific amendment since any parcel
described as being part of a plat refers to the plat along with all of its amendments.

Section 70.27(3), Wis. Stats., provides that once the assessor's plat has been recorded,
reference to any land by lots and blocks as it appears on the plat is sufficient for purposes of
assessment and taxation. Conveyances of lands included in an assessor’s plat must be made
by reference to the plat and are as effective to pass title to the land as if described by metes
and bounds. If a more detailed description is needed, it can be obtained by referring to the
recorded plat in the Register of Deeds Office.

Volume and Page

The law allows some leniency in the description of land on the assessment roll. Section
70.25, Wis. Stats., provides that in all assessment and tax rolls, and in all advertisement
certificates, papers, conveyance, or proceedings for the assessment and collection of taxes,
any description of land which indicates the land intended with ordinary and reasonable
certainty and which would be sufficient between grantor and grantee in an ordinary
conveyance shall be sufficient.

Where a more complete description may not be practical, an abbreviated description
including the volume and page where recorded, and the section, village, or city where the
property is situated shall be sufficient. While the law allows reference to the volume and
page of county records where the deed to a parcel is recorded, this method should be used in
only the most difficult cases. The chance for error in copying difficult descriptions may be
greater than in copying the volume and page, but when a mistake is made in the volume
and page, the description is almost always completely destroyed. A volume and page
description in the assessment roll does not tell the assessor anything about the land parcel
involved, except where to find it in the Register of Deeds Office. Such descriptions should
only be used to supplement to some form of abbreviated description of the land parcel even
if the accompanying description is only an approximation of the size of the parcel involved.
The entire accurate description should always be kept in the assessor’s working file.

5-31 Revised 12/11



Wisconsin Property Assessment Manual Chapter 5 Real Property Assessment -- General

Wisconsin Plane Coordinate System

Legal descriptions which are based on metes and bounds, the rectangular survey system,
and lots and blocks are all tied into marks or monuments, which may be destroyed, moved,
or obliterated. The state plane coordinate system provides a permanent method of
identifying points and minimizes errors resulting from curvature of the earth.

Chapter 236.18, Wis. Stats., adopts a coordinate system as a supplemental method for
defining and stating the positions or locations of points within Wisconsin. This system is
known as the Wisconsin Coordinate System and is tied to the United States Coast and
Geodetic Survey (USCGS) system of triangulation, which was established in 1807. (Since
that time the USCGS has been renamed the National Oceanic and Atmospheric
Administration.) Triangulation is a method of surveying based upon the trigonometric
proposition that if three parts of a triangle are known (such as measurements of one side
and two angles) the other three parts may be obtained through computation. The USCGS
system of triangulation is a nation-wide system of monuments that serve as the basis for all
geodetic land measurement in the United States. The monuments are arranged in a series
of triangles, the angles and sides of which have been precisely measured. Through
triangulation the USCGS has established thousands of these monuments for which position
data and coordinates have been established. If a monument is obliterated or lost, its
location can be redetermined through geodetic surveying.

Geodetic surveying, which takes into account the spherical shape of the earth, is highly
specialized, requiring the use of special expensive equipment and complex mathematical
calculations and reductions in which the ordinary land surveyor is not trained. In order to
make the geodetic data of the national survey readily available to land surveyors, and to
ensure that the locations of the monuments from the original land survey were
permanently recorded, the USCGS developed State Coordinate Systems for each state.

The State Coordinate System eliminates many computation problems for local surveyors
because it mathematically converts a spherical area (called a zone) into a flat surface. This
is known as projection because it is accomplished by geometrically projecting corresponding
points from a sphere to a plane surface. There are various types of projections, which are
used for transforming a sphere to a plane; however, in Wisconsin a Lambert conic
projection is used. Through the use of a Lambert projection, strips of the earth’s surface 158
miles wide and of indefinite length (known as a zone), can be represented on a single plane
projection, and errors of scale will not exceed the prescribed maximum error of one foot per
10,000, which is about one foot every two miles.

Because the size of each zone must be limited in order to remain within the allowable error
limits, Wisconsin has three zones, the “North Zone,” “Central Zone,” and “South Zone.” Any
descriptions using the coordinate system in Wisconsin must designate the zone.

In setting up a state plane coordinate system, an origin must be specified to which all
points in the zone can be referenced. Two perpendicular reference lines are established for
each zone, and the intersection is known as the “origin of coordinates.” The origin of
coordinates in Wisconsin is at the intersection of the X and Y-axes for each zone. The Y axis
for all three zones is the meridian 90° 00" West Greenwich (which is the Fourth Principal
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Meridian), and the X axis is the parallel 45° 10’ north latitude, 43° 50’ north latitude, and
42° 00’ north latitude for the north, central, and south zones respectively. The point of
origin is given the coordinates x = 2,000,000 feet and y = O feet.

All points in the triangulation network are marked with monuments and described in
relation to the “origin of coordinates” so that the monuments may be readily recovered and
used as starting points for local surveys. These monuments or stations usually consist of
concrete shafts, four or five feet long, set nearly flush with the ground, with bronze disks in
their tops to identify them and a small hole representing the exact position. Buried under
each shaft is a short cylinder of concrete with another disk set in direct vertical lines with
the surface disk.

Surveyors who desire to make use of these monuments may do so by using their plane
coordinates, which are published by the USCGS. In practice, after obtaining plane
coordinates, the land surveyor locates and uses one of the monuments as the known point of
the survey. From this point a traverse is run to the nearest or most conveniently located
corner of the land which is to be surveyed (the point of beginning) and the process is
continued around the land back to its initial corner. Computations are made in much the
same way as they would have been made had there been no station with state coordinates
available, but with this difference: the survey starts with a known, not assumed, position
and bearing, and takes account of each extra or additional traverse which was needed to
connect the land survey to the state coordinate system. When completed, the survey and its
computation has a state coordinated position for each of the corners of the land, and is
keyed to the national geodetic survey. Land surveyors who tie their work into the geodetic
survey by defining the positions of their land corners using plane coordinates provide
indisputable evidence for the accurate restoration of their corners should they ever be
destroyed.

The State Plane Coordinate System, while in existence for many years, has not been widely
used. There are several reasons for this. Law requires that monuments be within 1/2 mile
of the point of beginning of the land to be surveyed. While Wisconsin has a higher number
of triangulation monuments than other states, they are located on the average, fifteen to
twenty miles apart. This problem is compounded by the fact that installation of the
monuments is not an easy task. It is necessary that 40’ high towers be set up at each
monument in order for the monuments to be established with precision. In addition, the
computations required to transform the spherical distance to the plane coordinate system
are very complex and would limit the number of surveyors willing and able to perform the
surveys. Due to the limited number of surveyors available to work within the State Plane
Coordinate System, and also the high degree of precision required, considerable time and
expense would be necessary to restore or establish a sufficient number of monuments to
make the system readily available at the local level.

Abandonment of Railroad Lines
In the process of discovering assessable real estate, one area that has been a problem to

assessors is the abandonment of railroad lines. Numerous questions have arisen as to when
railroad property is considered legally abandoned, and to whom it becomes assessable upon
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abandonment. It is important to have a basic understanding of the process involved in
abandonment of a railroad line by a railroad company because of the numerous possibilities
involving ownership of these lands.

The process begins when a railroad indicates that it intends to abandon one or more of its
lines. This is done by the railroad filing, as required by federal law, a map known as a
“system diagram map” that indicates rail lines in the process of abandonment, rail lines the
railroad expects to abandon, and the rail lines that are under study by the railroad for
possible abandonment in the future. For purposes of assessment, railroad or railway
property shall be deemed abandoned if:

1. A certificate or approval of abandonment has been issued by the Interstate
Commerce Commission or any other federal or state agency having
jurisdiction over the abandonment of such property and operations have been
terminated in accordance with the certificate or approval; or

2. Such certificate or approval of abandonment is not required and the use of
such property for railroad or railway purposes has been discontinued with the
intent not to resume. Intent not to resume may be inferred from
circumstances including, but not limited to, the following:

a. If the property is not used for railroad purposes for two consecutive
years.

b. If the facilities on the property are removed or rendered unfit for
service.

c. If the property is used for other than railroad purposes.

The DOT has been designated by sec. 85.09, Wis. Stats., as the lead agency to determine on
behalf of all state and local government whether railroad property has been abandoned, and
whether it is in the best interest of the state to acquire such property. This legislation is
commonly known as the “first right to acquire law.” The DOT, acting on behalf of itself or
on behalf of other state and local agencies, shall have the first right to acquire, for present
or future transportation, recreation or scenic purposes, any property used in operating a
railroad or railway, including rights-of-way and rails, ties, switches, trestles, bridges, and
the like located thereon, which have been abandoned. Acquisition may be by gift, purchase,
or condemnation in accordance with the procedures under sec. 32.05, Wis. Stats.

After the railroad has indicated that it will proceed with its abandonment intentions, the
Wisconsin DOT will make a study, which includes a financial analysis, economic and
environmental impact studies, and benefit/cost ratio comparisons of the subject rail line
being abandoned. This is done so that the Wisconsin DOT can take a representative
position at the Interstate Commerce Commission hearings, either to oppose, support, or
remain neutral with regard to the proposed abandonment.

If the Interstate Commerce Commission decides to grant the request to abandon the
railroad, it issues an appropriate notice by publication of this in the Federal Register. At
this point the Wisconsin DOT, or any financially responsible party, has 15 days to submit
an offer to acquire the line to both the owner of the railroad and to the Interstate Commerce
Commission. Assuming no offers to acquire the abandoned lines are made, the Interstate
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Commerce Commission will then issue a final certificate of abandonment. It is at this point
that certain other claims of ownership to the property could come into play.

The railroad company is not always the owner to fee title of all the land upon which it
operates its railroad. Often it operates over land by rights of easement only, or in other
situations operates over the land only by rights adversely obtained. The adverse possession
situations involve those lands where there is no record of title of any right being conveyed
to the railroad company.

The Wisconsin DOT has taken the position that the rights of ownership to realty which the
railroad operated over only by rights of easement or adverse possession reverts upon
abandonment to the original owner, its heirs, successors, or assigns.

In Figure 5-28, property owner A’s legal description defines the area labeled 1-2-3-4, which
includes the 50 feet of railroad right-of-way. The original legal conveyance, conveying rights
to the railroad when it was originally constructed, may have stated that the area could be
used for railroad purposes but reverts back to the owner or successors upon the
discontinuance of this rail purpose. Property owner B’s description defines area 3-4-8-6. An
examination of record title reveals that nothing can be found to show where anyone has
conveyed any interest to the railroad. The Wisconsin DOT has taken the position that
property owner B also owns the area 3-5-7-8 upon abandonment. Another situation may
occur where the property description of property owner B may read 4-5-6-7. No record can
be found to show that area 3-5-7-8 was ever conveyed to the railroad. The failure to have
the latter area included in B’s description may have been the result of an error in recording
title through various sales and transfers over the past 100 years. The DOT has taken the
position that property owner B has a claim on title even though there is a deficiency in the
legal description. The burden of proof on a claim of ownership would lie with the railroad.

Figure 5-28
Railroad Right-of-Way
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In summary, since the Interstate Commerce Commission issues a certificate of
abandonment as a usual instrument in the railroad abandonment of rights-of-way, the
railroad property is taxed for ad valorem purposes under Chapter 76 of the Wisconsin
Statutes until this certificate is issued. Once a certification of abandonment is granted
however, several subsequent conditions may prevail with the corresponding state/local
taxing jurisdictional effects as noted in Figure 5-29.
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Figure 5-29
State Utili
Condition as of January 1 Assessmer?c/ Local Assessment Under
Under Chapter 70 Chapter 70
#1 | Acquired by D.N.R. for | No No
recreational purposes
#2 | Acquired by state for | No No
possible future rail use
#3 | Acquired for use by short | May be taxable | No
line railroad under | depending upon
various ownership & | situation of new
operating agreements ICC license
#4 | Become non-operating | No Yes
property of a railroad
#5 | Reverts to adjoining land | No Yes, unless it comes within
owner exemption  provisions  of
Chapter 70 such as church,
school, etc.
Listing

After real property is discovered, the next step is to list the property. This involves
collecting data on each parcel using property record cards and recording assessment
information in the assessment roll. The DOR prescribes the forms required for the
assessment and collection of general property taxes and furnishes each county designee
with a sample of the forms. The county designee obtains the forms at county expense and
furnishes them to the assessors, clerks, and treasurers.

Property Record Card Requirements

Section 70.32, Wis. Stats., specifies that real property shall be valued “... from actual view
or from the best information that the assessor can practicably obtain ...” Toward this end, a
property record card must be maintained for every parcel of property.

The quality of any assessment hinges on the accuracy of the parcel data. The assessor must
therefore make reasonable attempts to obtain and verify the data in each field. This
includes sending a request by certified mail to the property owner for a physical viewing of
the interior, if unable to gain entry during the normal course of field verification. In
addition, when a property sells, the assessor must make reasonable attempts to verify the
sale and property characteristics at the time of sale through an interview of the grantor and
grantee and physical viewing of the property. If these attempts are not successful, the
assessor must send inquiries to the appropriate parties by mail in order to obtain the
necessary information for completing the property record card and/or evaluating the
property characteristics at the time of sale. Only when both a physical viewing and mail
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inquiry are unsuccessful, may the assessor resort to information that is available in the
public domain, including MLS data and data on the internet

In order to develop accurate and equitable assessments and provide a sustainable defense,
it is beneficial to complete the property record card in its entirety. Minimally, the property
record card must contain the following information. Please refer to Volume 2 of the
Wisconsin Property Assessment Manual for detailed property record card specifications.

Parcel:

Parcel Number

Legal Description

Owner Name & Address

Number of Acres by Class (if less
than one acre, then area and/or
dimensions)

Total Acres for the Parcel

Land Value by Class and Subclass, if
appropriate

Total Land Value for the Parcel
Improvement Value by Class

Total Improvement Value for the
Parcel

Total Value for Parcel (must agree
with assessment roll)

Document how the final value was
determined, with a level of detail
comparable to the pricing ladder on
the State Prescribed Property Record
Card (PA-500)

Land sketch or parcel identified on

Major Buildings, cont.:

- Living Accommodations
Physical Condition Interior
Physical Condition Exterior
Other Features, for example:
Residential: fireplaces, plumbing
features, built in garages, etc.
Commercial: sprinklers, elevators,
fire proofing, roof type, etc.
Quality of Construction
Attachments
Square Footage/Living Areas
Building sketch with dimensions
Land improvements
Date of most recent interior
viewing and identification of
person who conducted viewing
Date of most recent exterior
viewing and identification of
person who conducted viewing

Other Building Improvements:

parcel map Structure Type
- Construction Type
Major Buildings: - Size
- Story Height - Quality
Building Type/Style - Age
Exterior Wall Construction - Modifications, as provided for in
Age Volume 2
Basement Condition

Heating/Air Conditioning

In order to maintain accurate property record cards, the assessor must complete the
following on an annual basis and update the records as appropriate.

Physically inspect new construction, annexed properties, and exempt status
changes.

Physically inspect properties affected by demolitions, fire, or remodeling and
major building changes which typically require a building permit.

Re-inspect improved properties under construction over a period of years.
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Re-inspect and review all sales, legal description changes, e.g. splits, and
zoning changes to update parcel attributes and ensure a fair assessment.
Review all classifications to determine eligibility for agricultural
classification, agricultural forest land classification, and undeveloped land
classification.

While the DOR does not prescribe a commercial property record card, the assessor may
employ the PA-500 and PA-703 as these forms provide fields for capturing the
aforementioned data that is required for all classifications. Nationally recognized
commercial valuation firms, including those mentioned in the Appendix, will often specify
commercial listing procedures and forms that may assist the assessor with further
development of a commercial property record card.

Assessment offices that maintain property data records electronically must be able to
generate a paper property record card. Paper property records are crucial for providing
information to the public. When providing a property record card, every data field shall be
provided along with all computations and adjustments that result in the final assessment.
Ownership and retention of assessment records is discussed in Chapter 17.

Electronically produced property record cards need not duplicate the layout of state
prescribed forms, which includes the PA-500, the PA-501, and the PA-703. However,
electronic systems must allow for collection of each data field identified in the state
prescribed forms. If there is a question of whether a computer generated record meets state
requirements, the assessor should consult with the Bureau of Assessment Practices. The
assessor will find additional information on electronic parcel data in Chapter 17 of this
manual.

Whether property record cards are maintained electronically or on paper, all assessment
data for an assessment year must be identified, benchmarked, and provided to the
municipality. When a property’s characteristics change, the assessor must clearly identify
when the change occurred and the assessment year impacted. Furthermore, assessments
must be documented at each point in the assessment cycle that includes the following.

The assessment upon issuance of the notice of assessment.
The assessment upon conclusion of the open book.
The assessment upon conclusion of the Board of Review (BOR).

The finalized assessment information must then be provided to the municipality on an

annual basis when the assessor signs the assessor’s affidavit that is attached to the
assessment roll.

Real Property Lister
Counties may provide for a county real property lister to prepare and maintain accurate

ownership and description information for all real property parcels in the county. That
information may include the following:
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Parcel numbers

The owner’'s name and an accurate legal description as shown on the latest records
of the office of the Register of Deeds

The owner’s mailing address

The number of acres in the parcel if it contains more than one acre

School district and special purpose codes

The real property lister provides this information for the use of municipal assessors, clerks,
and treasurers, county offices, and any other person requiring that information. The real
property lister also serves as the coordinator between the county and the municipalities for
assessment and taxation purposes.

Because of the specialized nature of maintaining accurate, up-to-date maps and records,
this function is best carried out at the county level. This allows the lister to make efficient
use of the computers and other equipment, have ready access to documents and deeds
recorded with the Register of Deeds, and provide a central location for real property records
in the county.

Parcel Numbering

To more efficiently use assessment records, it is convenient to organize the assessment roll
and other assessment files by parcel number (sometimes referred to as tax key numbers). A
parcel numbering system is simply a method of referencing land parcels using a sequence of
numbers and/or letters instead of complete legal descriptions. Just as a tax map is a
graphic representation of a legal description, a parcel number is a simple
numeric/alphabetic reference to the same legal description. The correlation of tax maps and
the individual property records require that permanent numbers be assigned to all parcels
within the district, whether taxable or exempt. These numbers are used on all tax maps,
property record cards, assessment and tax rolls, tax bills, and other tax records. When all
assessment and tax records are indexed according to permanent parcel numbers, an
efficient, coordinated reference system results. The assessor is responsible for entering
parcels on the assessment roll under sec. 70.23(1), Wis. Stats.

There are certain requirements, which must be met, in any good parcel numbering system.
Desirable characteristics include (1) Uniqueness, (2) Permanence, (3) Simplicity, (4) Ease of
Maintenance, (5) Convenience of Use, and (6) Reference to Geographic Location.

Uniqueness. The number assigned to identify a particular parcel should be unigue to that
parcel and no other, and each parcel should have only one parcel number assigned to it.

Permanence. Parcel numbers should be permanent, and change only when the boundaries
of the parcel itself are changed. Changing parcel boundaries is generally handled either
through the use of hyphen-suffix systems, or through retiring number systems. Under the
hyphen-suffix system, the combination of parcels will result in a hyphenated parcel
number. When a parcel is split, the new parcel is assigned the original number with an
alphabetic or numeric suffix added. Under a retiring number system, whenever a parcel
boundary changes, the parcel number is retired from use and a new parcel number
assigned. Due to the inherent maintenance problems and the confusion, which may result
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from the use of hyphenated or suffixed numbers, the retiring system is generally considered
to be the better system. It is important that the parcel number be as permanent as possible;
however, it must be flexible enough to adapt to future needs and advancing technology.

Simplicity. The parcel number should be easily understood and easy to use. The number of
digits should be minimized and each digit should be numeric rather than a combination of
numbers and letters. This makes it easier to generate the parcel number, particularly in
districts utilizing data processing equipment. A parcel number that is uncomplicated and
easily understood will help to reduce errors in its use.

Ease of maintenance. Any parcel numbering system must be kept up-to-date if it is to be
useful. The ease of that maintenance is largely dependent upon the simplicity and
permanence of the system. When the parcel numbering system cannot efficiently
accommodate changes such as subdivision and consolidation of parcels, maintenance can
become difficult.

Convenience of use. The parcel numbering system must serve as a convenience in both
field and office operations. In the office, access to property records and files should be
facilitated through the use of the parcel number. To accomplish this, the parcel numbers
must be in some type of logical and sequential order. In the field, the parcel number should
be in geographical order, allowing for systematic valuation procedures.

Reference to geographic location. A parcel numbering system, which is based on
geographic location, makes it possible to describe and accurately locate a specific parcel
using the parcel number alone. Such a system simplifies the handling of property records
by replacing long, cumbersome legal descriptions with a parcel number.

With the advent of computer assisted assessment systems, it is becoming increasingly
important that the parcel numbering system be suitable for both computerized systems and
manual operations. In addition to the criteria previously discussed, to meet data processing
requirements, the parcel number must also be capable of being sorted into a logical
sequential order, and all numbers must have a uniform number of digits. The parcel
number should also be composed of numeric characters since alphabetic characters and
other symbols result in some loss in efficiency.

Parcel Systems

There are basically four different types of parcel numbering systems, all of which vary in
terms of meeting the above criteria. They are: (1) Consecutive numbering systems (2) Map-
page systems, (3) Coordinate systems and (4) Government survey systems.

Consecutive Numbering Systems

This type of system is the most basic and is characterized by the use of a continuous,
consecutive series of parcel numbers throughout the district. Under this system, land splits
and consolidations are either handled through the use of suffixes and hyphenated numbers,
or the old parcel number is retired and an entirely new number assigned. Because the
system is simple, it is easily understood and easy to use; however, maintenance problems
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and confusion can result from the wuse of hyphenated/suffixed numbers.
Hyphenated/suffixed numbers will also cause many problems when the system is
computerized. In addition, a consecutive parcel number by itself makes no reference to the
geographic location of the parcel, and the system often violates the criteria of permanence
and uniqueness.

Map-Page Systems

Like the consecutive numbering system, a map-page system is relatively simple and easily
used. Under this system, the assessment map itself is incorporated into the parcel number.
The parcel number consists of a map book, page, and parcel identifier. A parcel number
under this system would have a number such as 2-32-16, where 2 represents the book of
maps where the parcel is found, 32 indicates the page in the book, and 16 identifies the
parcel on that page. Map-page parcel numbers do reference a geographic area somewhat,
and are convenient in the field when used in conjunction with the tax maps. Problems may
arise in this system where extensive development is occurring, requiring remapping and
the assignment of new parcel numbers; however, in stable areas, this system appears to be
satisfactory.

Coordinate Systems

The coordinate system is a method of locating a point on the earth’s surface based on its
distance from each of two intersecting grid lines known as x and y axes. A coordinate parcel
number is composed of the x and y coordinates and describes a parcel’'s distance east or
west along the x axis and the distance north or south along the y axis. Parcel numbers
under this system are composed of the coordinates for a single point, usually the
approximate center of the parcel. Since the parcel number generally refers to the center of
the parcel it describes, the geographic location of a parcel can be readily determined from
the parcel number alone. This system tends to be somewhat complex and an understanding
of coordinate systems is needed in order to fully utilize it. Once an understanding is
achieved, however, the system is relatively simple to use and maintain. It also meets the
criteria of uniqueness and permanence. This system also lends itself particularly well to
automated systems since computers can be programmed to prepare maps and compute
parcel numbers based upon coordinates.

Government Survey Based Systems

This system of parcel numbering is based on the Rectangular Survey System. Parcel
numbers under the Rectangular Survey System are developed utilizing the township,
range, section, quarter section, and quarter-quarter section numbers, along with individual
parcel numbers which are assigned to each tract, and they readily provide the geographical
location of each parcel. Parcel numbering systems based on the Government Rectangular
Survey System are relatively easy to understand and maintain, meet the criteria of
uniqueness, and are fairly permanent.
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Recommended System

Under sec. 16.967, Wis. Stats., the Wisconsin Land Information Board has developed a
standard parcel numbering system based on the Rectangular Survey System. The system
contains 13 digits, which combine the township number, range number, section number,
guarter section number, quarter-quarter section number and a parcel number. Figure 5-30
illustrates the parcel numbering system.

The first digit identifies whether parcels lie east or west of the Fourth Principal
Meridian. The number 4 identify parcels east of the Meridian and the number 2 identify
parcels west of it.

The second and third digits identify how far north of the Base Line the township is
located.

The fourth and fifth digits identify the range number from the Fourth Principal
Meridian.

The sixth and seventh digits identify the section number. A 0 must precede sections 1
through 9.

The eighth digit identifies the quarter section with 1 = Northeast, 2 = Northwest, 3
Southwest, and 4 = Southeast.

The ninth digit identifies the quarter-quarter section with 1 = Northeast, 2
Northwest, 3 = Southwest, and 4 = Southeast.

The last four digits identify the individual parcel.
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Figure 5-30

Range West is 2, Eastis 4

Township North of Base Line

Range Number

Section Number

Quarter Section 1 = NE, 2 = NW
3=SW,4=SE

Quarter-Quarter Section
1=NE,2=NW,3=5SW,4=SE

Parcel Number

4. 07 -09- 22 -2 - 1. 0011 Figure -0

Figure 5-31 identifies the parcel number 4-07-09-22-2-1-0011. The number 4 shows that the
parcel is east of the Fourth Principal Meridian. The numbers 07-09 identify Township 7
North Range 9 East. The number 22 identify Section 22, the number 2 identify the
northwest quarter section, and the number 1 identifies the northeast quarter-quarter
section. The quarter-quarter section is subdivided into 16 lots, thus the last 4 numbers,
0011, identify lot 11.
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Figure 5-31
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The two-digit county and three digit municipality codes can be used at the beginning of the
parcel number. While these codes may not be necessary for use within the municipality,
they must be used when data is shared over several municipalities, such as in a Geographic
Information System (GIS).

School district numbers are not part of the parcel numbering system because school district
boundaries change rapidly and would require frequent changes to the parcel number. This
defeats the permanency requirement and makes system maintenance difficult.

Parcels located in more than one-quarter section or quarter-quarter sections are numbered
with the quarter section, or quarter-quarter section, containing the greater portion of the
parcel. If part of the parcel is sold or subdivided, and the new parcel is located wholly
within one-quarter section, or quarter-quarter section, a new parcel number is assigned to
identify the location.

When parcels are combined or split, the old parcel numbers are retired and new parcel
numbers created, since using the old parcel number causes confusion as to whether it
identifies the old parcel or the new parcel.

A cross-reference list of retired parcel numbers must be maintained to provide an historical
record for the municipality and for other purposes such as title searches.

The recommended parcel numbering system contains all of the requirements of uniqueness,

permanence, simplicity, ease of maintenance, convenience of use, and reference to
geographic location mentioned earlier in this chapter.
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Preparation of the Assessment Roll

Although the duties for real property listing are defined in sec. 70.09, Wis. Stats., the
responsibility for preparing a complete and accurate assessment roll lies with the assessor.
Before entering new construction on the assessment roll, the assessor needs to equate the
value to the level of assessment.

Where Real Property Assessed

Section 70.12, Wis. Stats., provides that “Except in cities of the first class, all real property
not expressly exempt from taxation shall be entered upon the assessment roll in the
assessment district where it lies.” Cities of the first class have been excluded from this
section because the commissioner of assessments has the authority to divide the city into
smaller administrative or assessment districts and also to direct that the assessments of
real property be made without regard to the boundaries of the districts.

To Whom Real Property Assessable
Section 70.23, Wis. Stats., requires that the assessor enter upon the assessment roll
opposite the name of the person to who assessed a correct and pertinent description of each
parcel of real property. Since the tax roll is prepared from the assessment roll, it is
important that the correct name appear in the assessment roll whenever possible.

Section 70.17, Wis. Stats., outlines how the name listing is handled for a variety of
situations. It states that real property shall be entered in the name of:

1. The owner, if known to the assessor,

2. Otherwise, to the occupant thereof if ascertainable,

3. And, otherwise, without any name.

4. The person holding the contract or certificate of sale of any real property
contracted to be sold by the state but not conveyed (by Jan.lst) shall be

deemed the owner for such purpose.

5. The undivided real estate of any deceased person may be entered to the
heirs of such person without designating them by name.

6. The real estate of an incorporated company shall be entered in the same

manner as that of an individual. Improvements on leased lands may be
assessed either as real or personal property.

Description of Property
Section 70.23(1), Wis. Stats., says that “The assessor shall enter upon the assessment roll ...

a correct and pertinent description of each parcel of real property in the assessment
district...” Every assessment requires a legal description of the property sufficient to convey
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title to a grantee in a tax deed. This is necessary to protect the local district from having a
non-collectable tax charged back by the county. Only correct descriptions should appear on
the assessment roll to ensure that taxpayers pay taxes on their property alone.

Procedure for Entering Descriptions in the Assessment Roll

Unplatted Property

Regular government descriptions of land should be entered in the assessment roll opposite
the name of the person to who assessed. The preferred order in locating quarter sections is
counter clockwise as follows: northeast quarter, northwest quarter, southwest quarter, and
southeast quarter. Parts of the quarter section are described observing the same order as
illustrated in Figure 5-32.

Figure 5-32

SE ME 40 Acres 40 Acres

HE MW i
e MW 160 Acres

SW MW SW HE SV HE
SE MW 40 Acres H Acres

HE SE W SE
W SE 160 Acres 160 Acres

Not more than one section should be put on one page of the assessment roll. Where a
government forty is subdivided and owned by two or more persons, the several parts should
be entered in regular order following the proper position in the assessment roll. In other
words, each part of the forty should be described and entered on the roll before proceeding
to enter the description of the following forty. If an individual owns several forties, list each
forty on a line in the assessment roll giving the appropriate description for each forty.

When a portion of a forty is subdivision, a listing should be made in the forty giving the
name of the subdivision and the acreage taken by it. A typical listing could simply be
“Sunnyside Subdivision- 16.5 acres.” Listings such as these merely serve to account for the
full acres within each forty. Without such listings completing the inventory of the full
acreage of a forty, property could be left off the roll because it is assumed to be accounted
for in some other place.
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Irregular descriptions such as government lots or metes and bounds should be listed in the
same order as indicated above for regular government forties. The number of acres in each
parcel should be entered after each description, and the total number of acres in the section
should be checked with the known actual amount. The acreage for town roads and older
county trunks and state highways should be included in each parcel so the acreage will
total correctly. However, the land upon which the new county trunks, state highways and
interstate highways are being built is being acquired in fee ownership by the county and
State of Wisconsin and must be deducted. In cases where land is owned to the centerline of
a town, county, or state road, assessors should assess land that is located between the
right-of-way boundary and the centerline of a road as undeveloped unless such land is being
used as productive (tillable or pasture) farmland as of the assessment date.

Platted Property

Plats of lands of an unincorporated village, lying within any town, shall be entered in one
part of the roll in alphabetical order by subdivision name and in regular order within each
subdivision as to lots and blocks. Each block in the subdivision should be entered in order,
beginning with Block 1 or A. All lots in such blocks should be entered in order before any lot
in another block. The same rule applies to cities and villages. Assessment rolls should be
indexed to show the page on which each subdivision is entered.

Descriptions referring to certified survey maps by volume and page should also list the forty
or government lot, section, town and range in which the map is located as a bare minimum.
A more desirable listing would also include a brief indication of the size of the parcel
involved. Whenever a description has been split by a certified survey map, an entry should
follow that description in the assessment roll listing the number of the certified survey map
and the acreage taken up by the survey map from the forty, government lot or outlot. This
also applies to subdivisions where a lot or parcel of the subdivision has been divided by a
certified survey map.
Exempt Property

The assessor should list every description of exempt real property and its acreage in the
assessment roll. This property is not subject to the regular property tax; however, some
exempt property is subject to special taxation.

Private forest cropland is privately owned forest land which is exempt from the general
property tax because it is part of a special state forestry program. The assessor must value
this property, but only for the record, not for current taxation purposes. Under certain
circumstances these values could be used in the future to calculate taxes on property
withdrawn from the program. All other exempt property is not valued.

Simplified System of Description

Section 70.86, Wis. Stats., provides that, “The common council or other governing body of
any city in this state may at its option adopt a simplified system of describing real property
in either the assessment roll or the tax roll or in both the assessment roll and tax roll of
such city, and may likewise from time to time amend or change such simplified system.” In
1932, 21 Opinion of Attorney General 92 interpreted this to authorize a simplified system of
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describing real estate in assessment or tax rolls if the descriptions indicate the real estate
intended with ordinary and reasonable certainty. Before any simplified system of describing
real property is established, it is recommended that the municipality coordinate its system
with the county real property lister and the county treasurer.

Combining Descriptions

There are times when it is convenient for the assessor to combine descriptions of parcels,
making one assessment rather than several. The law establishes guidelines for the
combining of descriptions.

Section 70.23(2), Wis. Stats., says that when two or more tracts owned by the same person
are improved or occupied with buildings so that they are practically incapable of separate
valuation, they may be entered in the assessment roll as one parcel. In some municipalities,
the legal descriptions have been combined so that all contiguous parcels in a section which
are owned by the same person are described in one legal description. When property is
described in this manner, the assessor may have several 40's described in one legal
description on the assessment roll. Such legal descriptions should be broken down by 40’s
on the property record cards to be sure that all property has been accounted for, and to
allow taxpayers to more readily compare assessments if they wish to do so.

Section 70.28, Wis. Stats., provides that no assessment of real property shall be held invalid
for the reason that several contiguous parcels are assessed together as one parcel when
owned by the same person at the time of the assessment.

Number of Acres

Section 70.23(1), Wis. Stats., requires that the assessor enter upon the assessment roll,
along with the name and description, the number of acres in each tract containing more
than one acre. It is a good practice to enter the acreage of all parcels, even if less than one-
acre. This helps the assessor to account for all the land in the district and helps to
eliminate omitted property.

Classification of Real Property

Sections 70.32(2) and (3), Wis. Stats., provide for the classification of real property
according to its use. Land use classification is required in a form that will allow
comparability between localities and regions, and that will also permit the study of trends
over time in individual areas. 