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Introduction

The Wisconsin Property Assessment Manual (WPAM) serves as the guide for uniform
property assessment throughout the State. Sec. 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 Technical and
Assessment Services under 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.

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, DOR has developed guides that answer
common questions for property owners. These guides can be found on the DOR
website.

It is recommended that property owners direct questions regarding a specific
property to the municipal assessor where the property is located.


http://www.revenue.wi.gov/html/govpub.html#property
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Chapter
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Chapter 1

Overview of the Property Tax

Municipalities are the primary units of property tax administration in Wisconsin. Sec.
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.

Wisconsin assessors may look to national and international standards of practice for
guidance on professionally accepted appraisal practices. The International Association of
Assessing Officers (IAAOQO) also prescribes standards and practices specifically for assessors.
The TAAO 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) originally required assessor compliance with certain
USPAP provisions by the year 2012, but extended that time to 2013, with the understanding
that 2013 was to be a year of cooperative learning on USPAP. Full compliance with USPAP
Standard 6 and the Ethical Rules was to begin in 2014. However, based on input received
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from assessors, municipal officials and DOR staff after the year of cooperative learning
concluded, DOR determined that requiring completion of the Annual Assessment Report
(AAR) each year is best for improving assessment performance and transparency throughout
the state. USPAP is a set of property appraisal standards that were developed primarily for
transactions regulated by the federal government. Assessors can refer to USPAP for
guidance, however, Wisconsin statutes, case law and the Property Assessment Manual
contain the standards and practices required of Wisconsin assessors. DOR 1is rescinding the
requirement that assessors comply with USPAP, retroactive to January 1, 2013.

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. Sec.
70.32, Wis. Stats., 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. Sec. 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 to reference are contained in
The Wisconsin Property Assessment Manual (WPAM).

Wisconsin Property Assessment Manual (WPAM)

The WPAM describes technical, procedural, and administrative practices. It also defines
procedures, policies, and assessor performance expectations.

The authority for preparing the WPAM 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.”

IAAO Technical Standards

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.

Guide to Assessment Administration Standards (January 2013)
Standard on Contracting for Assessment Services (December 2008)
Standard on Oversight Agency Responsibilities (July 2010)
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Standard on Assessment Appeal (January 2014)

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 (August 2004)

Standard on Mass Appraisal of Real Property (April 2013)

Standard on Professional Development (January 2013)

Standard on Property Tax Policy (January 2010)

Standard on Public Relations (July 2011)

Standard on Ratio Studies (April 2013)

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.

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
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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.

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.

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.
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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.

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.
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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
(TAAO 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.

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
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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 USPAP document is updated every two years and is available for viewing without charge
on the Foundation’s website. 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 (Retired)
Standard 5: Real Property Appraisal Consulting, Reporting (Retired)
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
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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 work file

The ten Standards establish the requirements for appraisal, appraisal review, and
appraisal consulting service and the manner in which each is communicated

R/
0.0

Standards 1 and 2 establish requirements for the development and
communication of a real property appraisal

Standard 3 establishes requirements for the development and communication of
an appraisal review

Standards 4 and 5 establish requirements for the development and
communication of a real property appraisal consulting assignment (Retired)
Standard 6 establishes requirements for the development and communication of
a mass appraisal

Standards 7 and 8 establish requirements for the development and
communication of a personal property appraisal

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

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:

1.
2.
3.

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

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

In Wisconsin Assessors are required to complete a report 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 accessed from the DOR
website.
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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. 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

N Ooe N

Assessors must complete an AAR for each municipality starting with the 2014 assessment
year.

Professional Ethics

Ethics serve to guide professional conduct and behavior. Sec. 19.59 Wis. Stats., 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.”

Sec. 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.”

Sec. 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.”

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

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
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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

NO GOt N

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.

Sec. 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 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.
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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.

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
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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.

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.
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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.
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Figure 1-1

Basic property tax functions of the several units of government

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
assessor if under
70.99

taxes to treasurer
of school district

Special Purpose
District

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

Made by Wisconsin
DOR Secs.
60.306(3),
33.30(3)(c), Wis.
Stats.

No specific
review per se

All general
property tax
monies received
from taxation
district treasurer.
Special
assessments and
charges may be
collected by special
purpose district
treasurer

Vocational,
Technical and
Adult
Educational
District

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

Made by Wisconsin
DOR (sec. 38.16,
Wis. Stats.)

No specific
review per se

None- all property
tax monies
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.
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No specific
review per se

None- All property
tax monies
received from
taxation district
treasurer.
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Basic property tax functions of the several units of government

Governmental Tax levy or

unit apportionment Assessment Review Tax collection

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.

State For reforestation Made by Wisconsin  Wisconsin None — 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
Department of property is also a
Administration state function
(DOA) & Secretary
of State. (sec. 70.60,

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

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
1s by no means complete, but includes the most important areas.
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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."

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.
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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.

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.
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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 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
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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 qualifications 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.

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
questioned 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
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“Any assessor, or person appointed or designated under Sections 70.055 or 70.75, Wis. 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 recelves 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
1s 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 within the
county as staffing permits to bring and maintain each district at full value. All districts must
be revalued within four years.
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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 (SLF) underwent a re-organization in 2013. SLF now
consists of the Equalization Bureau, Manufacturing & Utility Bureau, and Local Government
Services Bureau and the Office of Technical and Assessment Services (OTAS). The Office of
Technical and Assessment Services is comprised of three units, Technology and Applications,
Education and Certification and Technical Services. OTAS was created by combining the
Office of Assessment Practices, Equalization Central and Manufacturing Central.

Office of Technical and Assessment Services (OTAS)

OTAS' main responsibilities are:

—

Maintain the Division systems and programs.

2. Tax Incremental Finance

a. Creations

b. Amendments

¢. Annual increments

Other Division support

4. Developing uniform assessment standards and practices.

5. Maintaining 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.

6. Propose legislation to improve equity and uniformity in assessment.

7. Certify local assessors and assessment personnel.

8. Develops and administers examinations for the various levels of certifications.

9

1

o

Establishes continuing education and recertification requirements.
0. Administers the program for recertifying assessment professionals who meet

established criteria.

11. Review and approve training programs for assessors.

12. Develop seminars and training materials.

13. Contribute to training activities for municipal assessors through:
a. statewide vocational system,
b. annual assessor conferences,
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the League of Wisconsin Municipalities,

the Wisconsin Association of Assessors,

other professional organizations, and

annual conference with the local assessors

14. Develop and enforce disciplinary procedures for assessment professionals.

15. Conduct investigations related to potential disciplinary actions.

16. Develop 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.

17. Provide assistance to assessors seeking guidance in best practices.

18. Respond to questions posed by property owners related to the assessment and appeals
process.

o o0

Equalization Bureau

The Equalization Bureau provides direct supervision and assistance to local units of
government by meeting annually with local assessors in the five Equalization Districts 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.

3. Administrating individual assessment appeals under sec. 70.85, Wis. Stats. and

4. Establishing the Equalized Values annually

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
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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
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. Another area of responsibility is the real estate transfer return program.

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
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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
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.
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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 1s 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.

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.
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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. ...It 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

9

‘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, 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, as well as answers to property tax common questions. 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

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 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.

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
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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
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, new
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.
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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, 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
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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
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.

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.

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
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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.

Local Reports: There are two significant annual reports which DOR uses to
set the current Equalized Value: (a) the Municipal Assessment Report, 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
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
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c. 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 1s that 40 to 50% of the assessor reports are estimates. After
reviewing all amended reports, recent experience is that 's 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
TTF 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 15t to the Wisconsin Tax Appeals
Commission; a state agency separate from DOR.
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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.

o,
Local % to County % 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
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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 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.

2 Wisconsin Department of Public Instruction, Education in Wisconsin, 1922-1924 Biennial Budget, (Madison:1924), 28
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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 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

REAL ESTATE

VILLAGE OF BADGER
AMERICA CO.

BILL AND SUE HOMEOWNER
RR 9
BADGER WI 58425

PROPERTY TAX BILL FOR

2015 IMPORTANT:

Correspondence should refer to number
See reverse side for important information

Be sure this description covers your property. This description is for
property tax bill only and may not be a full legal description.

LEGAL DESCRIPTION

PART OF THE FIRST ADDITION TO THE SECOND ADDITION

CONSISTING OF 1 LOT

PARCEL # 12-116-0029-0000

BADGER WI 58425

And Second Installment Payment Payable to
JOHN SMITH, COUNTY TREASURER
AMERICA COUNTY COURTHOUSE
BADGER WI 58425

And Second Installment Due on or Before
July 31

$701.50

FOR INFORMATIONAL PURPOSES ONLY — voter-Approved Temporary Tax Increases

Total Total Additional Taxes Year
Taxing Jurisdiction Additional Taxes Applied to Property Increase Ends
SCH. DIST. #3150 $200,000 $307.51 2017

[ check For Billing Address Change

BILL AND SUE HOMEOWNER
RR 9
BADGER WI 58425

PAY BY JANUARY 31

Assessed Value Land  Ass'd Value Improvement Total Assessed Value |Ave. Assmt. Ratio Net Assessed Value
22,000 76,900 98,900 98.900 zzatgél)c?:;tr)\lOT .017091622
Est. Fair Mkt. Land ~ =st. Fair Mkt. Improvements Total Est. Fair Mkt. A Star in this box School taxes reduced
22.250 77.750 100,000 D m::rn$;22a|d Prior |py school levy tax credit 169.04
2014 2015 2014 2015
. 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

FOR FULL PAYMENT

| 2016

» $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.

1-40

Special Special
Charge Paid Tax Paid
Special Total Amount
Assessment Paid Paid
Property Balance

Tax Paid Due

Paid by Rec'd by Date

Revised 12/15




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.
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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 Elm 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 1s 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 1s 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 Technical and Assessment Services (OTAS), Education and
Certification Unit, 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
’é‘z(l)lt:sltionj Exam 100 100 200 200 200
lf\(/)ljéx’gimme 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 and can be downloaded from the DOR
Internet.

The study materials consist of chapter reprints from Volume I 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
OTAS. At that point OTAS 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
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, OTAS 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 misconduct,
including making a fraudulent change in the assessment roll after it is opened for
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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 Technical and Assessment
Services (OTAS), Education and Certification Unit, 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 OTAS 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 OTAS 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 OTAS 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 (¢) 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(1)(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 last-
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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(7Tm)(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 Pgipgitii?;{: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 CEUs.

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 OTAS 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.
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Credit programs offered by an accredited institution are automatically approved for 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 OTAS 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’
e Approved Continuing Education Courses
e Exam schedule & locations

e 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 Technical and Assessment Services

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) 264-6897
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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.

3-2 Revised 12/11



Wisconsin Property Assessment Manual

Figure 3-1

Assessment Personnel

Chapter 3 Staffing Recommendations

. Position
Jelo Aaamairss Classification
Typing letters and reports
Filing appraflsal ca‘rds and personal property returns Clerk Typist
Prepare notices of increased assessment
Adding and balancing assessment roll
Perform general correspondence for assessor’s office
L . . General
Maintain office records on personal and fiscal matters Secretar
Schedule meetings with taxpayer groups & other governmental agencies Y
Process all personal property forms and data
Check self-reporting forms for accuracy
Assist appraiser in valuation duties
Assist in making drawings of buildings
i . Assessment
Measure and list land and improvements ..
Technician

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 Personal
taxation

. Property
Appraise personal property Appraiser
Testify before Board of Review on data relative to personal property PP
assessments
Serve as statutory assessor for assessment district
Sign the assessment roll

. . . . Statutory

Determine policy and develop budget figures for the assessment office Assessor

Respond to appropriate levels of government involved in the property
assessment process

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
throughout the year by the various vocational schools in the state, the UW-Extension, the
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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 92 9
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 property 10 10
Data List and Measure 15 3 7
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

‘ Assessor ‘

Secretary —

1 General Secretary 2 ‘

Chief Appraiser
(Deputy Assessor)

Personal Property Unit —

1 Appraiser I
1 Assessment Aide

. . : Technical and
Real Estate Unit Data Processing Unit Clerical Services Unit
1 Supervisor Appraiser ‘ ‘ 1 DP Manager ‘ | 2 Draftpersons

1 System Analyst 2 Clerk Typists

4 Appraiser lls

(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. 1s 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;
7. 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;
9. directs preparation of assessment appeal cases and production statistics.

o O 0o
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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 II
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, interest,
capitalization, rental rates, and operating costs. The Appraiser II may perform all the duties
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of an Appraiser I 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 I 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 I
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 II 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.

3-16 Revised 12/12



Wisconsin Property Assessment Manual

This position acts primarily as private and confidential secretary to the assessor. In addition,

Position: General Secretary

Nature of Work

it provides support as needed for other units.

N oo

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

b. telephone records - keep records of all long distance calls

c. 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.

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 year. 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
assessor responsibilities but serves as a starting point for planning activities for the tax cycle.
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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-dependent 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

Chapter 4 The Assessment Cycle

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

As necessary

Land Study On-site Inspection On-site Inspection 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

types, trends Required Required whether assessment is full value 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 ) . . .

Personal Property Required Required Required Required

Add omitted property to roll (Stat ) . . .
Required Required Required Required

70.44)

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 a row indicates a change in the level of task work required compared to the preceding assessment type
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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 or the order form are available

from the Department of Administration (DOA) and on the 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
notify the assessor that property has changed hands, indicate the price of the sale, provide
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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 1 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.

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
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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.

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
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year’s assessment. Sec. 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 (BOR), except for any year that the
taxation district conducts a revaluation under sec. 70.05, Wis. Stats., the notice shall be sent
at least 30 days before the meeting of the BOR. The notice shall contain the amount of the
changed assessment and the date of the meeting of the BOR.

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 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 BOR

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

Sec. 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 BOR 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.

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
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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.
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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

date reference Subject Law or comment

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 I 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.
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Period or Statutory .
date reference Subject Law or comment

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

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

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

70.32(1) Assessor "Real property shall be valued by the assessor
obtains in the manner specified in the Wisconsin
knowledge of Property Assessment Manual (WPAM) ...from
real property actual view or from the best information that
values the assessor can practicably obtain, at the full

value which could ordinarily be obtained
therefore at private sale.
Prior to 70.34 Assessor “personal property shall, as far as
January 1 obtains practicable, be valued ... at their true cash
knowledge of value ... in the manner specified in WPAM.”
personal
property

70.345 Uniformity “The assessor shall exercise particular care
between real so that personal property as a class on the
and 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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(Usually 73.06(1) Attend annual “The Department of Revenue ... shall
held in school for annually ... at the time which in its judgment
November) assessors is best calculated to obtain the ends sought,
sponsored by call a meeting of all such local assessors for
the DOR 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 statistics
from DOR for of recorded sales of real estate in each county
posting of and of the assessed valuation of the lands
assessed values included in such sales.”

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

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

“(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, wupon 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 70.40 Deadline for From: Iron Ore Concentrations

70.42(2) submitting Coal dock operators

70.421(2) occupational Crude oil refinery operators
tax forms to
Manufacturing
& Utility
Bureau
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Period or Statutory
date reference
Prior to 70.995(6)
February 15
January- 70.32(2)
April
70.30
70.43(2)
70.43(4)
70.44(1)
70.44(3)

DOR notifies
local assessor
what property
will be assessed
as
manufacturing
property

Assessor enters
values in
assessment roll

Assessor enters
value in the
personal
property
assessment roll

Assessor makes
corrections for
errors of

preceding year

Assessor values
property
omitted in 2
most recent
years and
corrects roll

4-13

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

“The assessor having fixed a value, shall
enter the same opposite the proper tract or lot
in the assessment vroll, following the
instruction prescribed therein.”

“Every assessor shall ascertain and set down
in separate columns prepared for that
purpose on the assessment roll and opposite
to the names of all persons assessed for
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

2

“If the assessor discovers a palpable error in
the assessment of a tract of real estate or an
item of personal property that results in the
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.”

“Real or personal property omitted from
assessment in any of the 2 next previous
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 concerning ... that person’s
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appeal rights to the board of review to the
owner of the property.”
70.32(2) Keep In other parts of this manual are shown
70.09(3) assessment accepted assessment methods, records, and
records as work record systems, etc. which are essential to a
progresses good assessment and an adequate defense.
70.35(1) Question “To determine the amount and value of any
owners of personal property for which any person, firm
personal or corporation should be assessed, any
property on assessor may examine such person or the
amount and managing agent or officer of any firm or
value of taxable corporation under oath as to all such items of
and property personal property and the taxable value
exempt under s. thereof as defined in section 70.34 if the
70.11(39) or property is taxable and the fair market value
(39m) if the property is exempt under 70.11(39) or
(39m).”
January- 70.35(1) Assessor “In the alternative the assessor may require
April 70.35(2) distributes such person, firm or corporation to submit a
personal return of such personal property and of the
property taxable value thereof. There shall be annexed
returns ... 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.”
March 1 70.35(3) Deadline for “Each return shall be filed with the assessor

filing personal
property
returns with the
assessor

4-14

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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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. If the assessor determines that
land assessed under s. 70.32 (2r) for the
previous year is no longer eligible to be
assessed under s. 70.32 (2r), and the current
classification under s. 70.32 (2) (a) is not
undeveloped, agricultural forest, productive
forest land, or other, the assessor shall
notify the person assessed if the assessor
knows the person's address, or otherwise the
occupant of the property, that the person
assessed may be subject to a conversion
charge under s. 74.485. Any notice issued
under this section 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, except that, in any year in which the
taxation district conducts a revaluation
under s. 70.05, the notice shall be sent at
least 30 days before the meeting of the board
of review or board of assessors. The notice
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 or board of assessors has adjourned,
except that, in any year in which the
taxation district conducts a revaluation
under s. 70.05, the notice shall be sent at
least 30 days prior to the date to which the
board of review or board of assessors has
adjourned. The assessor shall attach to the
assessment roll a statement that the notices
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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. After
the person assessed or the occupant of the
property receives notice under this section, if
the assessor changes the assessment as a
result of the examination of the rolls as
provided in s. 70.45 and the person assessed
waives, in writing and on a form prescribed
or approved by the department of revenue,
the person's right to the notice of the
changed assessment under this section, no
additional notice is required under this
section. The secretary of revenue shall
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. The form shall also indicate
whether the person assessed may be subject
to a conversion charge under s. 74.485."

First 70.10 Assessment is to  “Except in cities of the 15t class and 214 class

Monday in be completed cities that have a board of assessors under s.

April 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
under s. 70.99(10) shall schedule meetings in
each taxing district on specific dates
beginning with the 2rd Monday of April.”

April, May, 70.995(8)(b) Notification of “The Department of Revenue shall annually
June full value notify each manufacturer assessed under this
manufacturing section and the municipality in which the
assessments to manufacturing property is located of the full
owners and to value of all real and personal property owned
respective by the manufacturer.”
municipalities
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May, June, 70.995(8)(c)(d) Objection to “All objections to the amount, valuation,
July, August manufacturing taxability...” “A municipality may file an
valuation must objection with the state board of assessors to
be filed with the amount, valuation, or taxability under
State Board of this section or to the change from assessment
Assessors (BOA) under this section ... of a specific property
with-in 60 days having a situs in the municipality, whether
of issuance of or not the owner of the specific property in
assessment 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.”
May and on-  70.995(8)(a) The BOA to “The state board of assessors shall
going investigate investigate any objections filed under par. (c)
manufacturing or (d) ... The state board of assessors, after
assessment having made the investigation, shall notify
objections and the person assessed ... and the appropriate
notifies owners  municipality of its determination by 15t class
and mail.”
municipality
May and on-  70.995(8)(a) Manufacturing “The person assessed or the municipality
going appeals from having been notified of the determination of
the BOA filed the state board of assessors shall be deemed
with the Tax to have accepted such determination unless
Appeals the person or municipality files a petition for
Commission review with the clerk of the tax appeals com-
(TAC) 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.”
May 70.45 Delivery of “When the assessment rolls have been

assessment roll
to clerk for
open
examination

4-17

completed in cities of the 1%t class, they shall
be delivered to the commissioner of
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
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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 70.50 Delivery of “Except in counties that have a county

Monday of assessment roll  assessment system under s. 70.99 and in

May to clerk cities of the 1st class and in 2 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
aild 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. I,

the assessor for the

of in said county, do
solemnly swear that the annexed assessment
roll contains, according to my Dbest
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. I swear that I 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

. I also do solemnly

swear that I 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 “The assessor shall attach to the assessment
attaches roll a statement that the notices required by
statement this section have been mailed...”
regarding
notices 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 hall,
May 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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May

70.47(3)

70.47(3)(ag)

70.48

70.48

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
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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
procedures... Upon delivering or mailing the
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After BOR

70.53

70.65

70.73(1m)

Clerk prepares
aggregate
statement of
assessments

Clerk
transcribes
listings and
valuations into
tax rolls

Discovery of
palpable errors
after BOR has
adjourned
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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.”

“Upon the correction of the assessment roll as
provided in s. 70.52, the clerks shall prepare
and, on or before the 2" Monday in 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.”

“Annually the clerk of the taxation district
shall prepare a tax roll. The clerk shall begin
preparation of the tax roll at a time 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).”

If a town, village or city clerk or treasurer
discovers a palpable error, as described under
sec. 74.33 (1), Wis. Stats., in the 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
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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 can’t be finished by June, an estimated report
June reports to the should be submitted.)
Supervisor of
Equalization
Second 66.1105(6)(a) Clerk & “The department of revenue may authorize
Monday of Assessor allocation of tax increments only if the city
June submits TID clerk and assessor annually submit to the
Report department all required information on or
before the second Monday in June...”
Second 79.095 Report value of  “Each municipality shall report to the
Monday of computers that department of revenue... (a) On or before
June are exempt the 2nd Monday in June, the value of the
property that is exempt under s. 70.11 (39)
and (39m) in each taxing jurisdiction for
which the municipality assesses property.
August 15 70.57(1) Determination “The department of revenue before August 15

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

4-22

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 70.57(1m) DOR notifies “On August 15 the department of revenue
each county and shall notify each county and taxation district
taxation district of its equalized value. The department of
of its equalized revenue shall make available to each
value 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.”

70.575 Full value state = “The department, not later than August 15 in
assessment by each year, shall total the assessments of
DOR 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.”

On or before 70.60(1) Department of The department of administration shall
4th Monday Administration compute the state tax chargeable against
in August (DOA) each county basing such computation upon
apportions state the valuation of the taxable property of the
tax to counties county as determined by the department of
revenue pursuant to s. 70.57. On or before the
4th 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 to county board report to the county board of each county
board in regard to showing in detail the work of local assessors
meeting relative value of in their several districts, the failure, if any, of
property in such assessors to comply with the law, the
each taxation relative assessed and full value of property in
district 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 “The county board shall also, at such
county of county tax to  meeting, determine by resolution the amount
board be levied for the of taxes to be levied in their county for the
meeting year year
10 days after 70.63(1) Apportionment  “The county clerk shall apportion the county
county of county and tax, and the whole amount of state taxes and
board state taxes to charges levied upon the county, as certified
meeting towns, villages, by the department of administration, among
and cities the towns, cities and villages of the county,
within the according and in proportion to the valuation
county 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 with the tax appeals commission on or before
county or October 15 an appeal in writing setting forth:

taxation district

4-24

(a) 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 assessment of all
the taxation districts of the county or of
particular districts only, therein specified.
(c)Whether review and redetermination is
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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 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.”
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Period or Statutory

date reference Subject Law or comment

October and  70.56 (2) Lost tax roll "Whenever a tax roll in any town, city or

November 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."

November 69.62 County clerk to  “The county clerk of each county shall,
file statement of immediately upon the receipt from the
taxes and department of revenue of the blanks and
indebtedness instructions necessary for carrying out the
with DOR 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.”

November 1 70.995(8)(e) DOR equated “Upon completion of and review by the tax
and on-going manufacturing appeals commission and receipt of the
assessment roll statement of assessments required under s.
delivered to 70.53, the department of revenue shall be
local clerk 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.”

December 1 79.10 Clerks receives On or before December 1 of the year
notification of preceding the distribution under sub. (7m)(a),
tax credit from or before the department of revenue shall
the LGS 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 consideration in
determining the tax rate of the municipality
but shall be applied as tax credits.”
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Period or Statutory
date reference
December 70.73(1)
Third 70.65(5), 74.03
Monday of
December or
before
December 70.73(3)
69.60

Correction of
tax roll and
assessment roll
before delivery
to treasurer

Clerk delivers
tax roll to
treasurer

Correction of
tax and
assessment roll
after delivery to
treasurer

Clerk files
statement of
taxes and
indebtedness

4-27

Whenever it shall be discovered by any town,
village or city clerk or treasurer that any
parcel of land has been erroneously described
on the tax roll the clerk or 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.”

“The clerk of the taxation district shall
transfer the tax roll, prepared under s. 70.65,
to the treasurer of the taxation district on or
before the 3rd Monday in December.”

“When the assessment roll shall have been so
corrected the clerk shall enter a marginal
note on the roll stating when the correction
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.”

“The clerk of each town, city, and village shall
annually, at the time required by law to
deliver the tax roll to the town, city or village
treasurer, make out and transmit to the
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Period or Statutory

Subject Law or comment
date reference )
with county county treasurer, on blanks furnished by the
clerk 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
Parcel and Information Systems

Introduction
Listing

After real property is discovered, the next step is to list the property. This involves collecting
data on each parcel using property records and recording assessment information in the
assessment roll. 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.

Electronic Data Standards

Beginning with the 2013 assessment year, municipalities are required to maintain electronic
assessment data. Consistent system standards are vital to the sharing, analysis and use of
assessment data across boundaries. Assessment offices and users of assessment data are
dependent on data that is accessible and in a standard format.

All municipalities are required to have created an electronic version of the 2013 assessment
data and maintain that electronic data for future assessment years. Electronic assessment
data includes all assessment data, such as parcel attributes, sketches, and photographs. The
requirement excludes information in assessment work files such as:

¢ handwritten notes, correspondence,

e building permits, or field sketches.

Municipal assessment contracts may exceed these standard requirements. All work products
may be requested by the municipality to be maintained electronically.

Parcel Numbering Projects

Counties that are transitioning computer systems or undergo a parcel renumbering project,
are required to follow the standards and specifications of this manual. Technological
advances in computer systems and programming are the basis for the assessment and
taxation records standardization requirements. Clearly defined data standards allow for
transferring information between users. A standard data format allows for stable and sound
infrastructure development. Sec. 73.03(5), Wis. Stats., provides DOR with the statutory
authority to standardize property data.

2013 Act 20 Process Statewide Parcel Mapping
Wisconsin Act 20, the biennial state budget for 2013-2015, created statutory directives for

state and local governments to coordinate on the development of a statewide digital parcel
map. Under the law, counties must coordinate their parcel mapping with the Wisconsin
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Department of Administration (DOA) and meet its searchable format standard by June 30,
2017 for posting certain parcel information online (sec. 59.72(2)(a), Wis. Stats.). The
statewide parcel map initiative is an effort to create a state digital parcel map with local
parcel data using geographic information systems (GIS) technology.

On July 31, 2015, DOA released the Version 1 Statewide Parcel Map Database with an
application displaying the statewide parcel GIS layer. An updated Version 2 Statewide
Parcel Map Database is expected in 2016 that will meet the requirement for counties to the
searchable format standard required by state law.

The statewide parcel map provides assessors with information helpful to verifying
assessments of property. The following information is available for most parcels in the
statewide parcel map:
e Parcel ID
Tax Parcel ID
Tax Roll Year
Full Physical Street Address
Total Assessed Value
Assessed Value of Land
Assessed Value of Improvements
Assessed Forested Value
Estimated Fair Market Value
Net Property Tax
Gross Property Tax
Class of Property
Deeded Acres
GIS Acres

More information can be found at the DOA website: www.doa.state.wi.us/wlip

Electronic Data

All municipalities are required to have created an electronic version of the 2013 assessment
data and maintain that electronic data for future assessment years. Electronic assessment
data includes all assessment data, such as parcel attributes, sketches, and photographs. The
requirement excludes information in assessment work files such as:

¢ handwritten notes, correspondence,

e building permits, or field sketches.

Sketches and photos are included in the electronic filing requirement. If a municipality does
not have these in an electronic format as of 2013, the expectation is that they must be

collected electronically during the next revaluation or by 2015, whichever comes first.

Municipal assessment contracts may exceed these standard requirements. All work products
may be requested by the municipality to be maintained electronically.
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Assessment Roll

The assessment roll is the official listing of all properties within a given municipality (Town,
Village, City) by ownership, description, and location showing the corresponding assessed
values for each.

The completed assessment roll is an official listing which contains owners and legal
descriptions of all real estate parcels and items of personal property within a taxation district,
acreages of most parcels, the statutory classification and assessed value, according to land
and improvements, of general taxable parcels.

Rolls and the Authority of the Department of Revenue (DOR)

Real property record cards, personal property forms, assessment rolls, and other
supplementary forms are used to record property information. The assessor can then use the
information when making assessments or when presenting evidence before the Board of
Review (BOR). Those forms prescribed by DOR, under the authority of sec. 70.09(3), Wis.
Stats., contain important information that is used by all taxation districts. A municipality or
county must contact DOR for approval to use a form (sec. 70.09(3), Wis. Stats.) different than
prescribed by DOR. DOR reviews alternate forms to ensure they contain the necessary
information; are in a similar format to the prescribed form; and that they meet statutory and
departmental standards.

Real Property Lister (RPL)

Counties may provide for a RPL to prepare and maintain accurate ownership and description
information for all real property parcels in the county. That information may include the
following:

e Parcel numbers

e The owner’s name and an accurate legal description as shown on the latest records of

the office of the Register of Deeds (ROD)

o The owner’s mailing address

e The number of acres in the parcel if it contains more than one acre

e School district and special purpose codes

The RPL provides this information for the use of municipal assessors, clerks, and treasurers,
county offices, and any other person requiring that information. The RPL 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 ROD, and provide a central location for real property records in the county.

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 resides with the
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assessor. Before entering new construction on the assessment roll, the assessor is required
to equate the value to the level of assessment.

Important Assessment Roll Dates and Requirements in the Assessment Year
For Assessors and Clerks

1st Monday in May ............. The assessor delivers the completed assessment roll to the clerk
(see sec. 70.50, Wis. Stats.)
This is to be delivered prior to the BOR meeting.

1st Monday in May to

2nd Monday in May ............ Clerks examine and correct assessment rolls (see sec. 70.52, Wis.
Stats.)

NOTE: It is important to verify the accuracy of the assessment roll at this time. Most of a
clerk’s tax work and subsequent reports depend on the accuracy of the assessment roll.

2nd Monday in May ............ BOR to convene (see sec. 70.47, Wis. Stats.) (30 day period)

2nd Monday in June ........... Clerks of all taxation districts efile the SOA with DOR/LGS (see
sec. 70.53, Wis. Stats.) Assessor files the MAR, TAR and ECR
with DOR.

December 1 ........cceevvvvennnnnnn. DOR certifies the amount of state property tax credits to be

allocated for real estate and personal property.

3rd Monday in December ....Clerks of all taxation districts e-file the SOT with DOR/LGS (see
sec. 69.61, Wis. Stats.)

Sec. 70.52, Wis. Stats., requires the clerk to examine and correct the roll. It is important for
the clerk to examine and make any necessary corrections in the assessment roll before the
BOR meets. Such examination and correction should include, but is not limited to:

1. Elimination of duplicate assessments.

2. Addition to the roll of any taxable property omitted by the assessor in the current
assessment. The clerk shall ask the assessor to certify an assessed value of property
omitted on the current roll (see sec. 70.52, Wis. Stats.)

Elimination from the roll of any property illegally assessed by the assessor.

4. Review of the following:
a. The assessor’s treatment of PFC lands under secs. 77.04(1) and (2), Wis. Stats.,
(these lands must be assessed and properly classed).
b. The assessor’s treatment of MFL under section 77, subchapter VI.
c. The assessor’s classification of property — whether it is real estate or personal
property.

5. Make sure improvements are assessed with the legal description upon which they
are located.

6. Review each assessment (real estate and personal property) by the school district
(elementary (K-8) and/or regular (K-12) school, union high and technical college).

5-4 Revised 12/13


https://docs.legis.wisconsin.gov/statutes/statutes/70/52

Wisconsin Property Assessment Manual Chapter 5 Parcel and Information Systems

Review those parcels and applicable personal property assessments contained in
other special districts containing area of less than the total taxation district. It is
important that all are properly coded.

The Electronic Assessment Roll

The use of an electronic roll over a paper roll may create multiple benefits for taxpayers and
users. The benefits of providing a computer based searchable roll for users creates another
set of requirements.

Using an electronic roll, especially in a non-revaluation year is suggested since it is unlikely
many taxpayers will ask to view the roll. In other words, if there is not a revaluation
scheduled in the current year and typically few residents appeal their assessment at BOR or
appear at open book, then one PC may be appropriate to search the roll. As the use of an
electronic assessment roll grows, it is suggested that the municipality and the assessor
discuss roll viewing capabilities prior to scheduling open book or BOR. If viewing an
electronic roll is the only option for taxpayers, accommodations must be made to allow for
viewing.

Roll Distinctions

There are different types of rolls for property assessment and taxation based upon time of
year and use of the information. The differences are evident based upon business processes.
Understanding the distinctions between the different types of rolls is important to establish
a standard data format and eliminate inconsistencies. County Land Information Officers
(LIO) and RPLs typically recognize the differences in the indexes; therefore reconcile them
accordingly. An effort in reconciliation occurs when a parcel is combined by the assessor
under sec. 70.23(2), Wis. Stats., or in a county renumbering project.

A solution to reconciling the assessment roll and legal parcel roll is found under the duties of
RPL under sec. 70.09, Wis. Stats., as the RPL serves as the technical expert on providing
information on parcels of real property for tax professionals. The RPL also serves as the
coordinator between the county and the taxation districts in the county for assessment and
taxation purposes. Another solution is found through an understanding of the definition of
the roll types and their use.

Definitions of Roll Types

Work Roll

The Work Roll is the legal parcel roll reflecting all taxable real and personal property. While
the existence of geospatial representations of parcels define the basis of taxable property it
does not cover all of them. Condos and road right-of-way are examples of data that is related
to a core parcel polygon yet derived from it are more parcels, values, addresses and tax bills.

The Work Roll is the conglomeration of the parcel index and the tax roll index into one file.
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Open Book Roll

The assessor is charged with providing and arranging roll data for the Open Book conference.
Electronic rolls at open book are suitable for browsing provided the systems utilized are
intuitive for the user. Assessors should provide real and personal property rolls identified by
parcel number, and alpha order. Address order rolls are suggested but not required.

The Open Book Roll is the assessment roll, leading up to the creation of the pre-BOR Roll. It
1s suggested and good practice, for the assessor to submit the Open Book roll to the county
RPL not less than 30 days prior to the BOR if the county creates the Notice of Assessment
(NOA) and 20 days if the assessor creates and mails the NOA.

Board of Review Roll

It is at the discretion of the municipality to provide printed rolls and viewable electronic rolls
or both for BOR sessions. It is suggested that a printed roll be available at all times in the
municipal offices and available during BOR.

It is the municipality's responsibility to print the assessment roll in sort order. Sort order is
in order by parcel number. The municipality can consider contracting with the county to
obtain this version.

Assessment Roll

The Assessment Roll is the index or removed tax roll of that same property corresponding to
the representation of ownership, location and valuation. The official listing of all properties
within a given municipality (Town, Village, City) by ownership, description, and location
showing the corresponding assessed values for each.

The completed Assessment Roll is an official listing which contains owners and legal
descriptions of all real estate parcels and items of personal property within the taxation
district, acreages of most parcels, the statutory classification and assessed value, according
to land and improvements, of general taxable parcels.

A completed Assessment Roll is the final product of many hours of the assessor's work. When
the assessor signs the affidavit and attaches it to the Assessment Roll, the roll becomes the
only official assessment record required by statute. The Assessment Roll is designed so the
eight classes of real estate can be listed separately with respect to ownership, legal
description, school district, number of acres, and assessed value of the land and
improvements. In addition, columns for such special categories as forest crop, managed forest
land, and all exempt land are also provided in order that all lands can be accounted for, thus
minimizing the possibility of omitted property.

The number of parcels in each property class is becoming increasingly important for
statistical purposes such as estimating the cost of hiring expert help. The Assessment Roll
maintains an area for recording the number of land and improvement parcels on each page
of the roll. The page by page summary of the Assessment Roll on the special summary sheets
permits an accurate totaling of the roll with respect to parcel count, number of acres, assessed
value, and other columns.
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Tax Roll
The Tax Roll is the official list showing the amount of taxes, special assessments, and charges
levied against each parcel and item of personal property in the municipality.

Continuing Maintenance of Rolls

Legal Parcel Roll

Another aspect of the rolls is the continuing maintenance that is performed. Often times this
takes place without an actual roll being printed each time, but the previous year's assessment
roll is the basis for the Legal Parcel Roll.

The Legal Parcel Roll is a database created and maintained in a manner prescribed by DOR
containing real property ownership and assessment information. This roll is created by the
County from documents recorded in the ROD that have been determined by the RPL to be
valid, accurate and complete for assessment, taxation and parcel mapping purposes.

The sequence of roll creation is dictated by county business requirements, systems and
infrastructure. The Legal Parcel Roll is worked on year round as parcels are added and
subtracted, ownership changes are made and properties are bought and sold. Identification
of the Legal Parcel Roll helps in identifying the process requirements used to create it along
with the associated business requirements. The active Legal Parcel Roll becomes the work
roll as of January 1.

Revaluation

When undertaking a revaluation it is suggested an assessor develop a systematic delivery of
the changes to the RPL. Timely reviews of the changed roll by the RPL help to identify
potential issues with parcels and related omissions, combinations, new construction and
demolitions.

Municipalities may contract with the county for printing of the Open Book Roll. Assessors
and municipalities must submit the Open Book Assessment Roll information to the RPL at a
time frame specified by the RPL. Assessors should not submit the Assessment Roll to the
RPL with the expectation that a reconciliation and printing of any roll will occur in less than
10 business days.

Assessment Roll Print Sort Order

The legal parcel number is the number representing a geospatial polygon tied to a legal
description and sometimes a deed. It may be a surrogate number or the tax parcel ID. If
indexed, it may NOT be a 1:1 relationship with the Assessment Roll. There are alternate
formats to print the Assessment Roll, by street address, parcel number or an alternate
shortened PIN number that has intelligence and is identifiable by the user. The Assessment
Roll may also be printed by section number and in that listing a sub order may be developed
by street address, last name or parcel number:

e Street address: street number, street name, consecutive order (note: county and

municipal systems may not have the ability to print in a street address order).
e Name: last name, first and middle initial
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e Parcel Number: consecutive order, then subdivision order. Note that subdivisions
should be located at the end of each roll by subdivision name and then by lot number.

Sort Order Required

Sort order is not a requirement of any roll; however practical applications with the use of the
Open Book and BOR Roll at Open Book and BOR provides that sort order capabilities are
required. Municipalities and counties must consider the use of the Assessment Roll when
creating or changing tax systems. While a printed roll is an assessor requirement, the
fundamental architecture of the roll must be based on its business use. A sort order is a
requirement for BOR and Open Book. An Assessment Roll must be provided to the BOR
under sec. 70.47(6) Wis. Stats. The Assessment Roll shall be checked for omitted property
and for double assessments.

Where Real Property Assessed

Sec. 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

Sec. 70.23, Wis. Stats., requires the assessor enter upon the Assessment Roll opposite the
name of the person to whom 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.

Sec. 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, which is a RPL duty under sec. 70.09,
Wis. Stats., and based on recorded documents from the ROD
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.1st) 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
7. Improvements on leased lands may be assessed either as real or personal
property
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Description of Property

Sec. 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 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.

(Sec. 70.23, Wis. Stats., defines a process in general terms related to the manner in which
the assessor creates an Assessment Roll not a Work Roll.)

School District

DOR prescribes Assessment Roll forms, as provided in sec. 70.09(2) and (3), Wis. Stats. The
RPL is required to fill in the number of the school district on the Assessment Roll for each
property.

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 whom 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 5-1.

Figure 5-1

NW NE 40 40
SE SE NW Acres | Acres

NE NW
NW NW 160 Acres 40 40

SE NW Acres | Acres

SE SW SW SE
NE 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
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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.

Assessed Acres
During Open Book and/or BOR proceedings information related to parcel acres may be
presented to the assessor that is deemed to be the best information available. Assessors are
required to review this information when it is presented and adopt the acre measurements if
deemed reliable.

Counties utilizing surveys, CSM's or map surveys to assist developing accurate acre bases
for parcel construction may from time to change the assessed acres.

The RPL should work with the assessor in developing justification for changes to the parcel
acres. In all instances any change in acres will require a changed NOA and value change.

Available Information
e Certified survey maps
¢ Recorded meets and bounds descriptions
e Map of survey

When a portion of a forty is a 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.

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.

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.
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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.

Subdivision Plats

For information and examples of plats and regulations including: CSM's Assessor's Plats,
Condo, Cemetery and Local Plats reference the Wisconsin Platting Manual at:
doa.state.wi.us/Documents/DIR/Plat_Review/Platting Manual/_WI_Platting Manual_Full.
pdf

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

Sec. 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
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 RPL and the county treasurer. Ultimately, any deviation by the assessor or
the municipality from county systems and requirements set a precedent for the municipality
to either create their own tax system or adopt the county system in its entirety.

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.

Sec. 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
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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 records making certain that all property has been accounted for, and to allow
taxpayers to more readily compare assessments if they wish to do so.

Sec. 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.

Assessors may not combine parcels together for convenience of assessment or taxation. A zero
value placed on a parcel will trigger an investigation of omitted property by the RPL.
"Assessed with" applications are only to be used under sec. 70.23(2), Wis. Stats.

Number of Acres

Sec. 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. The acreage of all parcels, even if less than one-acre must be listed. This helps the
assessor to account for all the land in the district and helps to eliminate omitted property.
While acreage proved by a Registered Land Surveyor (RLS) is preferred, an assessor may
use acreage determined from a County or Municipal Geographic Information System (GIS)
until acreage from an RLS is available. In all cases the assessor must use the best
information and deemed reliable and accurate.

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. In order to achieve these goals, it is essential that land use classification be uniform
within and between individual municipalities. The statutory land use -classification
established in Wisconsin provides for a uniform system of use classification which, when
adhered to properly, helps to achieve comparability in property tax land use statistics.

For purposes of land use classification, the following definitions of parcel are provided. These
combined definitions apply to the narrative throughout this manual, including the expanded
definitions of use classification that follow. The instructions to clerks and assessors in the
assessment roll prescribed by the Wisconsin DOR also use the combined definitions to define
a parcel for the purpose of preparing a parcel count of real property.

A parcel is a contiguous area of land described in a single description in a deed or as one of a
number of lots on a plat; separately owned, either publicly or privately; and capable of being
separately conveyed. For ease of listing data, a segment of a street, highway, railroad right-
of-way, pipeline, or other utility easement may be treated as though it were a parcel.
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Another definition of parcel, as derived from sec. 70.25, Wis. Stats., is “any description of land
which shall indicate the land intended with ordinary and reasonable certainty and which
would be sufficient between grantor and grantee in an ordinary conveyance..."

A parcel may also be described as two or more legal parcels (as previously defined) whose
descriptions have been consolidated by the assessor into a single description. This definition
is established by sec. 70.28, Wis. Stats., which states that “No assessment of real property
which has been or shall be made shall be held invalid or irregular for the reason that several
lots, tracts, or parcels of land have been assessed and valued together as one parcel and not
separately where the same are contiguous and owned by the same person at the time of
assessment.” It i1s common for a person or a corporation to acquire title to two or more
contiguous parcels and then to operate or develop them as a single establishment. If use
classification is properly administered within the given definitions of a parcel there should
be no problem with record keeping. The overall use of the various single parcels in such an
operating “establishment” will control the classification of the separate deed parts.

Assessment rolls in rural areas assembled by 40’s (the quarter-quarter section of the
Rectangular Survey System) are good examples of an establishment (farm) being divided into
separate descriptions for record keeping purposes. These separate descriptions, however, do
not change the use classification.

Following the definitions of a parcel and of an establishment previously given, and in keeping
with secs. 70.25 and 70.28, Wis. Stats., the assessor must first determine the predominate
use, or determine if there are multiple uses which can be individually identified and
separated. If a predominate use is determined, the parcel is entered in the assessment roll
as a single entry with one overall use classification. If multiple uses are identified, separate
use classifications are entered in the roll for each use, or in some cases, separate use
classifications and descriptions may be warranted for each of the various uses.

If the recorded description does not fit the above determinations, the assessor may either
combine recorded descriptions (sec. 70.28, Wis. Stats.), or create separate descriptions and
calculate their acreages (sec. 70.25, Wis. Stats).

In each county a real property lister is available to assist in the preparation of descriptions
for parcels. For the determination of proper use classification the statutory assessor is solely
responsible, subject to the guidelines presented here.

To assist assessors in uniform listing of individual land parcels into the proper land use
classes, the following expanded definitions for each of the eight classes of real property are
provided. The annual determination of use for property tax classification is controlled by the
use as found as of the assessment date, January 1.

Class1 = Residential
Class2 = Commercial
Class3 = Manufacturing
Class4 = Agricultural
Class5 = Undeveloped Land
Class 5m = Agricultural Forest
Class6 = Productive Forest
Class 7 = Other
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Residential Classification (Class 1)

The residential class includes any parcel or part of a parcel of untilled land that is not suitable
for the production of row crops, on which a dwelling or other form of human abode is located.
It also includes vacant land in cities and villages where the most likely use would be for
residential development. Mobile homes assessed as real property are classified as residential.
Apartment buildings of up to three units are also classified as residential.

Apartment buildings of four or more units, hotels, summer resorts, and mobile home courts
should be classified as commercial property.

Wherever possible, a single classification should be used, depending upon the predominate
use of the property. There will be times when the assessor may find it helpful to split a parcel
when classifying multiple use establishments. Examples are: a farm with a full set of
buildings and an “extra” house not needed in the operation of the farm (agricultural and
residential parcels, but only if the extra house is situated as to be feasible to break it away
from the rest of the farm operation with a separate legal description); a forty acre wooded
parcel with a house and yard (forest and residential); a gas station and garage with a separate
dwelling unit (commercial and residential).

Commercial Classification (Class 2)

The commercial classification includes all land and improvements primarily devoted to
buying and reselling goods for a profit. It also includes the providing of services in support of
residential, agricultural, manufacturing, and forest uses. Whenever possible, the discussions
of the various use classifications have identified situations which involve the providing of
services, and state when such should be classified as commercial.

The following types of properties should be classified as commercial:

1. Apartments of four or more units.

2. Non-operating quarries and pits which are not depleted. (Depleted quarries
and pits should be included in Class 5-Undeveloped Land.)

3. Mobile home parks and courts.

Stores with apartments above the store(s).

Hunting and fishing clubs, camping and picnic areas when clearly operated as

a commercial enterprise or as a club for members only.

6. Flooded lands behind dams when defined by definite project boundaries.

7. Golf courses.

8. Commercial Greenhouses.

o1

In situations where mixed commercial and manufacturing operations are involved the state
manufacturing assessors will determine whether the property is to be classed as
manufacturing and will provide the municipal assessor with a description of the property so
classified.
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Manufacturing Classification (Class 3)
Section 70.995, Wis. Stats., State assessment of manufacturing property.
(1) Applicability.

(a) In this section “manufacturing property” includes all lands, building, structures and
other real property used in manufacturing, assembling, processing, fabricating,
making, or milling tangible personal property for profit. Manufacturing property also
includes warehouses, storage facilities or offices in support of the manufacturing
property, and all personal property owned or used by any person engaged in this state
in any of the activities mentioned, and used in such activity, including raw materials,
supplies, machinery, equipment, work in process, and finished inventory when located
at the site of such activity. Establishments engaged in assembling component parts of
manufactured products are considered manufacturing establishments if the new
product is neither a structure nor other fixed improvement. Materials processed by a
manufacturing establishment include products of agriculture, forestry, fishing,
mining and quarrying. For the purposes of this section, establishments engaged in
mining metalliferous minerals are considered manufacturing establishments.

(b) Materials used by a manufacturing establishment may be purchased directly from
producers, obtained through customary trade channels or secured without recourse to
the market by transfer from one establishment to another under the same ownership.
Manufacturing production is usually carried on for the wholesale market, for
interplant transfer or to order for industrial users rather than for direct sale to a
domestic consumer.

(¢) Manufacturing shall not include the following agricultural activities:

1. Processing on farms if the raw materials are grown on the farm
2. Custom gristmilling
3. Threshing and cotton ginning

(d) Except for the activities under sub. (2), activities not classified as Manufacturing in
the Standard Industrial Classification Manual, 1987 edition, published by the U.S.
Office of Management and Budget are not Manufacturing for this section.

(2) Further Classification. In addition to the criteria set forth in sub. (1), Wis. Stats., property
shall be deemed prima facie manufacturing property and eligible for assessment under
this section if it is included in one of the following major group classifications set forth in
the standard industrial classification manual, 1987 edition, published by the U.S.
printing office. For the purposes of this section any other property described in this
subsection shall also be deemed manufacturing property and eligible for assessment
under this section:

10 - Metal mining

14 - Mining and quarrying of non-metallic minerals, except fuels
- Food and kindred products

21 - Tobacco manufacturers

22 - Textile mill products
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23 - Apparel and other finished products made from fabrics and similar
materials
24 - Lumber & wood products, except furniture
25 - Furniture and fixtures
26 - Paper and allied products
27 - Printing, publishing and allied industries
28 - Chemicals and allied products
- Petroleum refining and related industries
. 30 - Rubber and miscellaneous plastic products
31 - Leather and leather products
32 - Stone, clay, glass and concrete products
33 - Primary metal industries
34 - Fabricated metal products, machinery and transportation
equipment
35 - Machinery, except electrical
36 - Electrical & electronic machinery, equipment and supplies.
37 - Transportation equipment
38 - Measuring, analyzing and controlling instruments; photographic,
medical and optical goods; watches and clocks
39 - Miscellaneous manufacturing industries
. 7395 - Photofinishing laboratories
Scrap processors using large machines processing iron, steel or
nonferrous scrap metal and whose principal product is scrap iron and
steel or nonferrous scrap metal for sale for remelting purposes
y. Processors of waste paper, fibers or plastics using large machines for
recycling purposes.
z. Hazardous waste treatment facility, as defined in sec. 144.61(14), Wis.
Stats. unless exempt under sec. 70.11(21, Wis. Stats.)
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(3) For purposes of subs. (1) and (2), Wis. Stats., “manufacturing, assembling, processing,
fabricating, making, or milling” includes the entire productive process and includes such
activities as the storage of raw materials, the movement thereof to the first operation
thereon, and the packaging, bottling, crating, or similar preparation of products for
shipment.

(4) Whenever real property or tangible personal property is used for one, or some combination
of the processes mentioned in subs. (3), Wis. Stats., and also for other purposes, the DOR,
if satisfied that there is substantial use in one or some combination of such processes,
may assess the property under this section. For all purposes of this section the DOR shall
have sole discretion for the determination of what is substantial use and what description
of real property or what unit of tangible personal property shall constitute “the property”
to be included for assessment purposes, and, in connection herewith, the department may
include in a real property unit, real property owned by different persons. Vacant property
designed for use in manufacturing, assembling, processing, fabricating, making, or
milling tangible personal property for profit may be assessed under this section or under
sec. 70.32, Wis. Stats., and the period of vacancy may not be the sole ground for making
that determination. In those specific instances where a portion of a description of real
property includes manufacturing property rented or leased and operated by a separate
person which does not satisfy the substantial use qualification for the entire property, the
local assessor shall assess the entire real property description and all personal property
not exempt under sec. 70.11(27), Wis. Stats. The manufacturing machinery and
equipment shall be valued by the DOR under subs. (7) (c), Wis. Stats., and shall qualify
for exemption under sec. 70.11(27), Wis. Stats. The applicable portions of the standard
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manufacturing property report form under subs. (12), Wis. Stats., as they relate to
manufacturing machinery and equipment shall be submitted by such person.

Further information on businesses, activities, and property that are and are not classified as
manufacturing is provided in Chapter 10.

Under state law, sec. 70.995(6), Wis. Stats., DOR provides notification to each assessor by
February 15 of the manufacturing property within the municipality that will be assessed by
the DOR that year. The legal descriptions for manufacturing properties are still listed in the
assessment roll; however, this is done to account for all property in the municipality.
Following the legal description, manufacturing properties are coded “3. State Assessed
Manuf.” The local assessor does not assess these parcels.

Agricultural Classification (Class 4)

This classification includes land devoted primarily to agricultural use. In 1995, significant
statutory revisions were made that changed the classification and assessment of agricultural
land. Land classified as agricultural cannot include buildings or improvements.

Effective January 1, 2003, Wisconsin Act 109 amended sec. 70.32(2)(c)1 Wis. Stats., defining
agricultural land as “land exclusive of buildings and improvements and the land necessary
for their location and convenience, that is devoted primarily to agricultural use as defined by
rule.” This statute does not change the current definition of agricultural land, but clarifies
that the land under agricultural buildings is excluded from Class 4.

Class 7, “Other,” includes the buildings and improvements and the land necessary for their
location and convenience. Specific discussion on agricultural classification and valuation can
be found in Chapter 11.

The classification of agricultural production covers land (farms, ranches, dairies, nurseries,
orchards, cranberry bogs, etc.) devoted primarily to the production of crops, plants, vines, or
trees (excluding forestry operations); and in keeping, grazing, or feeding of livestock for the
sale of livestock or livestock products (excluding serums), for livestock increase, or for value
increase. Livestock as used here includes cattle, sheep, goats, hogs, and poultry. Also included
are animal specialties such as horses, rabbits, bees, pets, and fur-bearing animals in
captivity, and fish in captivity. Agricultural production also includes sod farms, mushroom
cellars, medicinal plants growing under sash or lath, and the production of bulbs, flower and
vegetable seeds, vegetables, melons, berry crops, and grapes. The buildings and dwellings
associated with growing, production, and associated services enumerated above are classified
as “Other” (Class 7).

Farms are utilized for agricultural production. A farm may consist of a single tract of land,
or a number of separate tracts, which may be held under different tenures. For example, the
farmer may own one tract and another rented. It may be operated by the owner or with the
assistance of members of the household or hired employees, or it may be operated by a
partnership, corporation, or other type of organization. When a landowner has one or more
tenants, renters, croppers, or managers, the lands operated by each are considered a farm.
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A farmer is a person whose primary occupation is the cultivation of the soil to produce a crop.
The income derived from the sale of crops and products is not as a merchant, since the farmer
does not buy and sell the same for the purpose of obtaining income, nor as a manufacturer,
since raw materials are not worked into wares suitable for use. A farmer is a grower.

Where two distinct uses are present, two classifications are needed. For example, someone
purchases 40 acres and builds a new home or remodels an existing home for residential use
and farms or rents out the land. The house, outbuildings, and land necessary for location and
convenience of buildings should be classified as “Other” (Class 7), and the balance of the
acreage classified as agricultural, agricultural forest, forest, or undeveloped as the case may
be.

Undeveloped Land (Class 5)

The 2003 Wisconsin Act 33 changed the name of class 5 to Undeveloped. Swampland or
wasteland is defined by statute to include bog, marsh, lowland brush, uncultivated land
zoned as shoreland under sec. 59.692, Wis. Stats., and shown as a wetland on a final map
under sec. 23.32, Wis. Stats., or other nonproductive land not elsewhere classified. This class
also includes land which because of soil or site conditions does not produce and is not capable
of producing; such as rock outcropping, borrow pits, abandoned, depleted quarries, and other
land not used and with no potential for use. In a few areas of central Wisconsin certain swamp
lands produce a species of moss which grows in the wild state, is harvested and has a
commercial use. This crop is very slow growing, is not cultivated, and is not regarded as an
agricultural pursuit. Such lands should be classified as Undeveloped Land.

Lakebeds of natural occurring, navigable waters are owned by the state and are considered
undeveloped land even though the acreage may be listed in the deed of property owned by
individuals.

Revision of sec. 70.32(2)(a), Wis. Stats., excludes buildings and improvements from
undeveloped lands.

Agricultural Forest (Class 5m)

Sec. 70.32(2)(c)1d, Wis. Stats., which defines the “agricultural forest” class of property, was
amended by 2003 Wisconsin Act 230. The following definition of “agricultural forest” is
effective January 1, 2005.

Sec. 70.32(2)(c)1d, Wis. Stats., defines “agricultural forest” as “land that is producing or is
capable of producing commercial forest products, if the land satisfies any of the following
conditions: a. It is contiguous to a parcel that has been classified in whole as agricultural
land under this subsection, if the contiguous parcel is owned by the same person that owns
the land that is producing or is capable of producing commercial forest products. In this
subdivision, ‘contiguous’ includes separated only by a road. b. It is located on a parcel that
contains land that is classified as agricultural land in the property tax assessment on
January 1, 2004, and on January 1 of the year of assessment. c. It is located on a parcel at
least 50 percent of which, by acreage, was converted to land that is classified as agricultural
land in the property tax assessment on January 1, 2005, or thereafter.”
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“Agricultural forest” classification examples are provided in Appendix 11-D, Agricultural
Forest.

NOTE: The 2004 assessment roll needs to be kept to meet the requirement in sec.
70.32(2)(c)1d, Wis. Stats.
Forest Lands (Class 6)

This class includes land, which is producing, or capable of producing commercial forest
products. Forest land can no longer include buildings and improvements.

Productive forest lands and related services in this classification are determined primarily
on the use of the land. It is recognized that other activities, e.g., recreation, hunting, fishing,
and limited occasional grazing of livestock may also be taking place within these forested
areas. These types of activities are considered secondary in nature and not controlling.

Forest lands include those forested areas which are being managed or set aside to grow tree
crops for “industrial wood” or to obtain tree products such as sap, bark, or seeds. Forested
areas with no commercial use made of the trees, including cutover are also to be included in
this classification. Cherry orchards, apple orchards, and Christmas tree plantations are
classified as agricultural property.

Lands designated Forest Crop Land and Managed Forest Land by entry order of the
Department of Natural Resources are entered separately in the assessment roll (See Chapter
6 - Real Property Assessment-Special). Improvements on Forest Crop Lands and Managed
Forest Land are to be listed as personal property (secs. 77.04(1), and 77.84, Wis. Stats.)

Small, vacant tracts with trees are seldom considered to have forestry use as they are rarely
held for timber production. These small acreage parcels better lend themselves to residential
land values and use.

Establishments primarily engaged in performing services related to timber production, wood
technology, forest economics and marketing, and other forestry services such as cruising
timber, firefighting, pest control, and reforestation, should be classified as commercial. The
lands and buildings associated with these forestry services should be separately described in
the listing process and entered upon the roll in their proper use classification.

Forested areas primarily held for hunting, trapping, or in the operation of game preserves,
should be classified as forest unless clearly operated as a commercial enterprise or exempt.

Other Classification (Class 7)

Effective January 1, 2003 Wisconsin Act 109 created sec. 70.32(2)(c)1m, Wis. Stats. defining
“Other.” Section 70.32(2)(c)1m, Wis. Stats. states, “ ‘Other,” as it relates to par. (a) 7, means
buildings and improvements; including any residence for the farm operator’s spouse,
children, parents, or grandparents; and the land necessary for the location and convenience
of those buildings and improvements.”
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This statute change provides that residences located directly on land that is part of the farm
operator’s farm operations are to be classed as “Other.” Residences of the farm operator’s
spouse, children, parents or grandparents are eligible. Land and improvements classified
“Other” are valued at their market value.

Chapter 11 contains definitions and examples of how “Other” is applied.

Roll Storage Formats

For data in a text or numerical format, electronic storage formats that are acceptable include
comma delimited text formats (.txt), commonly available database formats such as MS-
Access, DB2, SQL, etc. Unacceptable electronic formats are those that cannot be read except
by customized or uncommon software. Note that PDF and word processing files do not meet
DOR requirements because individual fields and their contents cannot be identified and
analyzed electronically.

For sketches and photographs, PDF, JPEG, GIF, TIF, and similar formats are acceptable.

Storage formats in the form of the assessment roll must be transmittable from the municipal
clerk/treasurer or sent on behalf of the municipality by the assessor. The municipal
clerk/treasurer is responsible for the transmittal and the content of the roll and any submittal
requires their approval. As a business requirement of the municipal clerk or the
clerk/treasurer's review process, it is recommended that assessment roll be in a format that
allows for corrections. Sec. 70.73, Wis. Stats., provides for corrections of the tax roll see
the Assessment and tax Roll Instructions for Clerks. These requirements identify that the
municipal clerk or the clerk/treasurer review the summaries and correct any error to make
certain all changes are correct. This is a step where most errors occur, and unless the
electronic system has an application that allows and identifies roll corrections at the
municipal level subsequent changes must follow a process utilizing the PA-502 process.

Long Term Roll Storage

For long term storage requirements refer to Chapter 17 Retention of Assessment Records
section.

Electronic Storage/Paper Storage

Records created, maintained and retained electronically are subject to destruction from
various cyber activities, operation system issues, application crashes, web-server crashes or
other service malfunctions. Data custodians should be aware of the potential issues
surrounding electronic data maintenance and dissemination obstacles. Electronic data
should be backed up in alternate systems and locations to prevent loss and/or sporadic system
malfunctions. Alternate display, retrieval, hard drive space or on a CD are required to provide
this information to customers.

Long term storage of roll data in a PDF is suitable. Long term means more than 3 sequential
rolls. Native formats should be maintained for not less than 3 years.
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The Tax Roll should be kept indefinitely in an electronic viewable format as a JPG or PDF.
The Assessment Roll must be kept by the municipality for 7 years. Under sec. 19.21(4)(a),
Wis. Stats., the Secretary of Revenue must give approval for the destruction of any roll
containing MFL.

Parcel Splits

For taxation purposes the assessor's authority to combine a parcel is clearly defined, while
the county's authority to split real estate parcels is not. The distinction is made clear, since
the index containing the legal descriptions of the parcels and its corresponding number can
and does differ from the total assessment roll parcel index. In business processes, the county
has the authority to change the legal parcel number but does not have statutory authority to
combine or split a parcel for assessment purposes.

The variability in the understanding of the authority of the assessor to combine tax parcels
under sec. 70.23(2), Wis. Stats., defines the variability in the indexes and subsequent
definitions.

In a review of the assessor's duties under sec. 70.23, Wis. Stats., it is evident that for tax
purposes, the assessor has the authority to combine parcels for the tax roll

Similarly, under sec. 70.09, Wis. Stats., the duties of the RPL, of which each county has
established this function, the RPL has the duty to prepare and maintain accurate ownership
descriptions for all parcels. The statute does not reference or otherwise imply similar parcel
authority of the assessor under sec. 70.23, Wis. Stats.

The authority of the assessor to combine parcels is in the definition of the Assessment Roll
found in sec. 70.23, Wis. Stats. The last sentence of the definition of the Assessment Roll
indicates that the roll contains, "general taxable parcels." This is interpreted to mean: parcels
that are both combined and uncombined.

Should counties adopt a system and process for assessed with, combining parcels or splits the
assessor along with the landowner(s) making the request must follow the county directive
and process. The forms used in this process must authorized by DOR.

CAMA Export

Real and Personal Property Roll Timing

Contract assessors must pick up the Work Roll when its made available by the county. The
county RPL and or municipal lister will provide notice to the assessor when the Work Roll
will be available. It is suggested that Work Rolls be in the possession of the assessor by
January 31t of each year

Parcel renumbering projects will have difficulty in meeting roll delivery at or near the first

of the year. In these circumstances assessors should work off previous year's roll and reconcile
changes to the new roll when it becomes available.
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Roll Delivery Timing (XML)

On completion of the municipal Tax Roll, counties should create a XML tax roll for submittal
to the DOR. New in 2016 the county should send each community separately, real and
personal property to the DOR utilizing Co-muni code for the jurisdiction. (example Portage
County Town of Albion: 49002_Albion.xml

Completed Tax Rolls should be provided to the DOR no late than February 15th .

Attempting to reconcile each sale to the tax roll is not a requirement for submittal of the XML
Roll to the DOR. The DOR is looking for a Tax Roll complete with the required data for the
previous assessment year. It is possible and likely that sales and accompanying ERETRs
recorded late in the calendar year will not make it to the current Tax Roll in time for issuance
of the tax bill. The timely submittal of the tax roll to the DOR with up to date information is
a goal that represents a work timing challenge.

Sale times and recordings can go on for months after the issuance of the tax bills; therefore
holding off on the submittal of the XML Roll to address late filing is not effective.

Reconciling late filling of ERETR's for address corrections to the DOR XML Roll should be
done for 30 days after the submittal of the tax bills.

Updates to the Tax Roll
During the assessment year assessors discover ownership changes that affect:

e Mailing address
Ownership
Deed
Deed Acres
Acres

e Encumbrances
Most often assessors reviewing sales, update the land owner name and mailing address in
their database. When this occurs a match to the work roll can no longer be made. RPL's
suggest the assessor provide the assessment roll to them prior to the mailing of the NOA.
The RPL can use this time to reconcile ownership and mailing address information prior to
the issuance of the tax bill.

Assessor's (NOA) Using Recent Data

Many assessor's develop NOA's utilizing current data from Electronic Real Estate Transfer
Returns (ERETR) to establish accurate ownership information. Under these circumstances
the assessor's data-set containing recent landowner information will not match with the work
roll. RPL's suggest assessors transmit the revised (NOA) roll to the county in an attempt to
reconcile ownership information prior to the final roll and issuance of the tax bills.

Roll Delivery Format

Municipalities will be contacted by their RPL identifying roll format delivery to the county.
Counties cannot anticipate every roll delivery option therefore it is suggested municipalities
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and vendors for the municipality should work with the county RPL's Office (if used) or Land
Information Office to setup processes and procedures for roll delivery. DOR recognizes
technologies in this area are changing and subsequent improvements will create efficiencies.
A safeguard to changing technologies is to assure that your roll data and property record
information can be transmitted in an open source format such as a comma separated file, txt
and later stored and used in an MS Excel format. Data integrity can be lost when file formats
are converted; therefore, a municipality should discuss the formatting preferences with the
county prior to selecting an assessor and CAMA software. This will help in making file
formats that are compatible with county systems.

Clerk or clerk/treasurers using a third party software vendor through the assessor may use
the software vendor File Transfer Protocol (FTP) or otherwise transmit the assessment roll
to the county. The formats and processes must follow those as prescribed by the county.
Transmittal of data by a third party vendor does not relinquish the municipal clerk/treasurer
from having on site, in electronic form, a copy of the roll that was received and sent. The clerk
or clerk/treasurers must sign off on any and all electronic roll transmittals.

The distinction between indexes: Assessment Roll and Legal Parcel Roll, have not been made
until now. County LIO's and RPL's typically recognize the differences in the two indexes;
therefore reconcile them accordingly. An effort in reconciliation occurs when a parcel is,
combined by the assessor under sec. 70.23(2), Wis. Stats., or changes made as result of a
county renumbering project.

A solution to reconciling the assessment roll and work roll is found under the duties of RPL
under sec. 70.09, Wis. Stats. Another solution is found through an understanding of the
definition of the assessment roll and its use.

Clerk or clerk/treasurers are responsible for the content of the roll and its delivery. Clerks
must submit a roll to the County RPL in an electronic format such as: MS Excel, CSV or TXT
format. Assessors may not send the roll to the county on behalf of the clerk. Software systems
utilized for roll transmittal are acceptable provided the system follows the directives of this
section. Sec. 70.52, Wis. Stats., requires the clerks to examine and correct rolls. This includes
the examination of the roll prior to BOR. Such examination of the roll is critical in the
transmitting an error free roll to the county.

Roll Delivery Format for Cities That Do Their Own Real Property Listing
Municipalities that do their own real property listing functions may have roll creation
delivery options that the fit the business needs of the municipality. When these RPL

functions occur in the municipality, the county and the municipality should collaborate and
standardize data and data systems for system changes.

Format

XML Roll

For questions on formatting and sending your assessment rolls to DOR.
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Figure 5-2

Programming Common Class Codes

COMMON IMPROVEMENT
CLASS CLASSIFICATION VALUE R%%%?R\%ﬁg% NOTES
CODE REQUIRED
G1 RESIDENTIAL NO YES
G2 COMMERCIAL NO YES
G3 MANUFACTURING NO YES
G4 AGRICULTURAL NO YES *NO
IMPROVEMENT
VALUE
Gb5 UNDEVELOPED NO YES
G5M AGRICULTURAL FOREST | NO YES
G6 PRODUCTIVE FOREST NO YES
G7 OTHER YES YES *Improvement
value cannot be
"0"

Assessor's & Municipal Requirements: Assessment Roll

The assessor must attach to the assessment roll a statement that the notices have been
mailed as required under sec. 70.365, Wis. Stats. Upon providing this documentation the
assessor must provide a roll for the open book in the following manner:

e At a minimum one roll must be provided by parcel number sort order and one
by property owner name.

o If the municipality is providing the roll in a viewable format, the roll must
viewable on the county or municipal website in addition to being provided on
a computer during open book. Each viewable computerized roll must be capable
of viewing or searchable, by parcel number, and street address.

e The personal property roll must be provided in these same formats.

Assessment and Tax Roll Instruction for Clerks

The instructions for completion of the assessment and tax rolls are available for clerks and
treasurers on the DOR website.
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Mobile Home Parking Fee and Roll

Refer to Chapter 17 Real Property Data Collection section and Required Data subsection for
information about mobile homes.

Electronic Requirements

The minimum mobile home data must describe whether the mobile home is real property,
personal property or subject to a parking permit fee, along with the data used to determine
the assessment. The electronic data should follow the standard set by the county. As an
example, mobile home assessment information can be in MS Excel format and satisfy the
electronic assessment data requirement.

Mobile Home parks, campgrounds and courts are classified as commercial. The individual
mobile homes on these properties not under a permit fee become a personal property filing.
The assessor must reconcile personal property filings from one assessment year to another.

Counties should identify in their personal property roll mobile home parks via an identifier
of the park name. Figure 5-3 shows a sample data set for a mobile home park application.
These data items should typically be shown in a CAMA system or an assessor created
database.

Figure 5-3
Mobile Home Park Name
Address | Lot # Owner | Form Sale Inspection
Name | Rec'd | Price Date

Date

For more information refer to Chapter 17 Manufactured and Mobile Home Valuation
Worksheet and Manufactured and Mobile Home Statement of Monthly Municipal Permit Fee
sections.

Personal Property Roll
(see secs. 70.29 & 70.30, Wis. Stats.)

The personal property roll follows the standards as is indicated by the county. Cities or
municipalities that create their own rolls, including a tax roll, follow the prescriptive
guidelines the city has created.

Changes to the format of the personal property roll are typically done by the county in the
same manner the regular assessment roll is created or updated. Modifications to the Personal
Property Roll when done must consider the use of the roll and therefore, be indexed to be
used by a sort order: alpha, parcel number or street.

The minimum electronic personal property data must be of the detail and type identified on
the summary of the Statement of Personal Property (PA-003).
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Personal property assessments are entered in the personal property section of the assessment
roll in alphabetical order. Figure 5-4 shows automation of the personal property roll and a
sample roll. 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.

Figure 5-4

Personal Property Tax Roll Listing

Name Property Tax Bill | PIN Computer Document School
Address Address Number Number *=Impv
Situs ERETR
Address

ACER, 17002-2- 002-1079- | 784/138 1176*

DAVID C & 291126- 06-011

HEATHER 210-0002 | Muni-code

M

When sorting business name, for example "The Chair Warehouse", utilize a filter application
in the database application to remove the markers such as "The" before the proper noun
"Chair Warehouse".

CAMA systems, or a unique vendor based architecture, created for personal property
assessment must be transferable to county systems in an electronic format. Electronic roll
data must be transferable out of proprietary software to standards formats such as MS Excel.
A safeguard to changing technologies is to assure that your roll data and personal property
information can be transmitted in an open source format such as a comma separated file, txt
and later stored and used in a MS Excel format. Data integrity can be lost when file formats
are converted; therefore, municipalities should discuss the formatting preferences with their
county prior to selecting an assessor and software to make assurances that the file formats
used are compatible with county systems.

Personal property records created and maintained in MS Excel are acceptable.

The Statement of Personal Property PA-003 is sent to the property owner in December and
received by the assessor before the March 1 deadline. The basis of this roll is the prior year's
personal property roll with startups and vacancies addressed through county listing
functions.

It is suggested the assessor work with the RPL to develop a business personal property index
to track business starts ups through the building inspection process, or from outside
information. Note that in many counties the ROD registers new business names. Local
government staff is, as is the local assessor, generally more familiar with business changes
than county staff would be.
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Counties providing a personal property roll to the assessor should provide this information
to the assessor no later than the first week of December.

Clerk Review of the Personal Property Roll

The clerk of the municipality is required to submit the personal property roll to the county
upon review of assessments. A crosscheck of new businesses, closures and changes in
valuation are helpful in the discovery of omissions and additions. Exporting the roll into a
common software program is a requirement since it allows for the clerk to mathematically
verify assessment totals, if and when changes are made at the BOR.

Personal Property Work Roll

The personal property roll is created in December, modified by the assessor prior to March 1
of each year then reconciled again prior to Open Book and the creation of the NOA. Assessors
must reconcile the personal property roll with the county prior to the BOR. Assessors must
submit the personal property roll to the county RPL not less than 15 days prior to BOR.

Automating the Request for Exemption Form PR-230

Tracking the exemption requests starts with the assessor and the assessor's office.
Exemption information assessed value or insurance value has not been captured locally for
many reasons, ultimately because an assessed value is not required for these properties.
Collecting exemption data, logging it and categorizing it through a data standard is
important to the assessment process. Record keeping and tracking of requirements assures
measurable analysis of this same data. Benefits of a PR-230 repository will be manifested
when the compiled information is made available to assessors.

Standard Exemption Codes

Exempt from Property Tax Wis. Stat.
X1-Federal 70.177
X1A-Military
X1B-Highway
X1C-Forest
X2-State
X2A-University 70.11(3)
X3-County 70.11(2)
X3A- Fairgrounds 70.11(5)
X3B- Highway Department
X3C- Airfield 59.58
X3D- Forest 77
X4-Other
X5-Tribal
X6-Municipal 70.11(2)
X6A-Elementary School 70.11(4)
X6B-Middle School 70.11(4)
X6C-High School 70.11(4)
X6D-Waste water Treatment 70.11(21)
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X6E-Airfield 114.11
X6F-Government Operations 70.11(2)
X6G-Fire Protection 70.11(6)
X6H-Library 70.11(4)
X7- Medical
X7A-Hospital 70.11(4m)
X7B-Medical Research 70.11(25)
X7C-Rehabilitation 70.11(4m)

X7D-Mental Physical Disabled camp
X8-Sports facilities

70.11(10m) & 70.11(22)

X8A-Youth Hockey 70.11(32)

X8B-Sports entertainment 70.11(31)
X9-Religious

X9A-School 70.11(4)

X9B-Church 70.11(4)

X9C-Bible Camp 70.11(11)
X10-Cemetary 70.11(13)
X11-YMCA/YWCA 70.11(12)
X12-Radio Station 70.11(29)
X13-Historical

X13A-Railroad 70.11(31m)

X13B-Architecture 70.11(34)
X14 Housing

X14A-Benevolent 70.11(4)
X15 Agricultural

X15A-Digestors 70.111(18)

X15B-Manure storage 70.11(15)
X16 Utilities 76.23

Software used by Counties and Assessors must be capable of storing and transmitting
exemption codes as defined in this section.

Notice of Assessment (NOA) (PR-301)

Under sec. 70.365, Wis. Stats., the assessor is charged with notifying a person of a change to
any real or personal property if the value arrives at a different total than the assessment in
the previous year. These notices are also used to indicate whether the person assessed may
be subject to a conversion charge under sec. 74.485, Wis. Stats.

Assessors typically provide the NOA as appropriate for assessment changes and keep an
affidavit indicating the requirement has been fulfilled. This process will continue; however,
assessors must acknowledge and identify various requirements associated with the process.
The RPL in each county may define a process for accepting pre-open book roll, pre- and post-
BOR roll delivery processes. This process may differ slightly by county and it is suggested
each assessor work with the RPL to better improve these requirements.

5-28 Revised 12/13


http://www.revenue.wi.gov/forms/govasst/pr-301.pdf

Wisconsin Property Assessment Manual Chapter 5 Parcel and Information Systems

Vendors, counties or assessors automating the PR-301 should follow the suggested
construction specifications and include all data fields and notice information and submit their
form to DOR for approval.

Counties Role in the NOA

Counties creating the Notice of Assessment for the assessor either defined through a county
directive or on a case by case basis must define process requirements to each municipality in
advance of the assessment year. Municipalities contract with individual assessors for up to a
three year contract; therefore, these contracts must be considered prior to the initiation of
county NOA process

Counties may choose to automate the NOA process through the assessor to the county
database. Assessors may split duties in the following manner:

1. Assessor creates change amounts for the NOA and submits electronic
assessment roll to the county

2. The county checks assessment roll to work roll for splits combinations and
balance

3. County checks for zero values by class

Associated and direct actions with the NOA
e New parcels set to zero
0 Corrected acre parcels set to zero (Note: properties with an acre change of any size,
the assessor is required to update the assessed value and the record capturing the
acre change)
e Assessor roll — Times specific to BOR
e Open book roll — Times specific to requirement set by RPL for reconciling open
book changes prior to BOR
e Store electronic NOA

Notice of Personal Property Assessment (PR-299)

The PR-299 is sent out by the assessor to notify taxpayers of their personal property
assessments. The form provides space for indicating whether the assessment is on a new
account or is a doomage assessment, the municipality, location of the personal property, total
assessed value, BOR date, and the assessor's telephone number.

Although state law does not require the assessor to notify personal property owners of their
assessment, DOR recommends mailing this Notice as an element of a good public relations
program.

The 2016 PA-003 has been updated and now includes cable TV equipment. Vendors,
programmers and assessors should review the PA-003 and make updates each year to capture

the changes in the factors and additional updates.

Vendors, counties or assessors automating the PR-299 should follow the suggested
construction specifications and include all data fields and notice information.
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Summary of Open Book Actions (PR-130)

The Summary of Open Book Actions is not a mandatory form at this time. DOR does
encourage all assessors to use the form. The form can be used by the municipal clerk to ensure
that all of the open book changes have been entered onto the assessment roll prior to BOR, it
will also be a record of the changes in assessment of an individual property, and will aid the
assessor in the future when valuing the property. A copy of the form should be provided to
the municipal clerk and the original should become a part of the property record.

DOR is making all forms electronically fillable. You will have the option of using the fillable
or static format. Should counties adopt a system and process for the Summary of Open Book,

the municipality must follow the county directives. The forms used in this process must be
authorized by DOR.

Correction of Assessment Roll

Errors occurring on the assessment roll include valuation errors, palpable errors and omitted
property. The statutes provide several opportunities for the examination of the roll by
municipal officials and the public and the correction of the roll by officials. Sec. 70.43, Wis.
Stats., permits the assessor to correct any palpable errors discovered on the previous year’s
assessment roll. Sec. 70.44, Wis. Stats., directs the assessor to add any property omitted
during the two previous years to the current roll. The assessment roll is available for open
examination under sec. 70.45, Wis. Stats., and changes are made “to perfect the assessment
roll”. The assessor’s affidavit is then affixed and the roll delivered to the clerk.

Sec. 70.52, Wis. Stats., directs the clerk to examine the roll and “correct all double
assessments, imperfect descriptions and other errors apparent upon the face of the roll, and
strike off all parcels of real property not liable to taxation”. That section also directs the clerk
to “add to the roll any parcel of real or personal property omitted by the assessors”

Sec. 70.47(6), Wis. Stats., directs the BOR to "correct all apparent errors in description or
computation, and shall add all omitted property”. With the preparation of the tax roll, sec.
70.73, Wis. Stats., directs that if the clerk or treasurer discover personalty assessed to the
wrong person or parcels belonging to multiple owners assessed together as one parcel “the
assessment roll shall be corrected.” Sec. 74.05, Wis. Stats., permits the correction of the tax
roll “resulting from a palpable erroneous entry in the assessment roll.”

The assessor can correct any palpable error discovered and acknowledged by the assessor on
the current assessment roll prior to the signing of the affidavit. Valuation errors discovered
after the affidavit (sec. 70.49, Wis. Stats.) has been signed can only be corrected at the BOR.

The Correction of Palpable Errors

Valuation errors are not palpable errors and cannot be “corrected” under sec. 70.43, Wis.
Stats. Sec. 74.33, Wis. Stats., defines palpable errors as:
1. a clerical error in the description of the property or the computation of the tax;
2. an assessment which included real property improvements that did not exist on
the assessment date;
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the assessment of exempt property;

the assessment of property which was not located in the taxation district;
a double assessment;

an arithmetic, transpositional or similar error.

o Ok 0o

A palpable error occurring on the previous year’s assessment roll, found prior to this year’s,
BOR, can be corrected. A sample of the form for correcting sec. 70.43, Wis. Stats., palpable
errors 1s included in Chapter 17. The prior assessment, corrected assessment and amount of
the adjustment are noted on the form. The BOR certifies the adjustment amounts and the
sec. 70.43, Wis. Stats., corrections become a separate section of the current assessment roll.
A marginal note describing the correction is made on the previous roll. The tax to be collected
or refunded is determined from the previous year’s net tax rate taking into account credits
issued under sec. 79.10, Wis. Stats. Notice of appeal rights to the BOR is sent to the property
owner.

The BOR cannot meet until the assessment roll is prepared (usually denoted by signing of
the affidavit); and, the sec. 70.43, Wis. Stats., palpable errors section is not part of the
assessment roll until the adjustment amounts are certified by the BOR; therefore, the
assessor has until the first meeting of the BOR to prepare any palpable errors found on last
year’s roll for correction under sec. 70.43, Wis. Stats.

See Chapter 17 in the Section 70.43, Wis. Stats., Correction of Errors by Assessor section, for
an example of the correction of a palpable error.

70.43 Correction Process
Omitted Property

The assessor cannot intentionally omit taxable property from the assessment roll. However,
on occasion, a property is inadvertently omitted from assessment because it is assumed to be
exempt or is completely missed. Real or personal property omitted from assessment in either
of the two prior years may be added to and valued on the current assessment roll. Any
property discovered to have been omitted for 2013 after the BOR has adjourned, will be
assessed and taxed in 2014 as “omitted for 2013”. Omitted assessments may be determined
for both real or personal property, whether in whole or in part. Assessors can assess partial
omissions when the property is easily identified as discrete from formerly assessed property.

An assessor enters omitted property on the current roll once for each year the property was
omitted from assessment. Each entry shall include a designation that the property was
“omitted for the year 20_ _ (giving year of omission).” The omitted property is valued
“according to the assessor’s best judgment.” The tax to be collected is determined from the
omitted year’s net tax rate taking into account credits issued under sec. 79.10, Wis. Stats.
Notice of appeal rights to the BOR is sent to the property owner.

Sec. 70.44, Wis. Stats., does not permit correction of errors in valuation. Only this statute
covers those situations in which the assessor inadvertently omits real or personal property
from assessment. Further discussion of omitted property is included in the Real Property and
Personal Property sections (21.3 and 21.4) of the Legal Reference chapter of this manual.
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Errors Discovered Between the Assessor Signing the Assessment Roll
Affidavit and the Close of the BOR

Under sections 70.47(6) and 70.47(10), Wis. Stats., the BOR has the authority to correct
errors in the assessment roll. The BOR needs to provide proper notice and conduct a hearing
when the result is a change in assessed value.

Under sec. 70.73(1m), Wis. Stats., the clerk has the authority to correct palpable errors on
the roll after the BOR 1is closed. Sec. 74.33(1), Wis. Stats., defines palpable errors.

Electronic assessment rolls must provide a field capable of noting these corrections.

Municipal Assessment Report (MAR)

The MAR is an electronic form. All users must have a WAMS ID and password to access this
form. This is a permanent ID and password that is obtained from the Department of
Administration and used to access many secured state web applications. It is the same login
process as is used to access Real Estate Transfer Returns and Posting Assessments.

WAMS ID registration: https://on.wisconsin.gov/WAMS/home

o Enter your WAMS ID and Password and click the Login button
e C(Click the “Start Filing” button to begin filing.

A MAR must be submitted by the 2nd Monday in June. The type of filing is dependent upon
the status of the BOR,
e If the BOR has not adjourned by the 2nd Monday in June, the assessor must submit
an “Estimated MAR”.
o If the BOR has adjourned by the 2nd Monday in June, the assessor must submit a
“Final MAR”.
e If the assessor has filed a “Final MAR”, the assessor should submit an “Amended
MAR” only to change the previously submitted Final MAR.

Note: Failure to file a MAR may result in review of the assessor’s certification

Property Record
Property Record Card PA-500

The Property Record Card (PA-500, PA-703 & PA-501) contains important data elements.
Standardization in the creation of this data-set is critical to every aspect of property
valuation.

The Property Record contains all the information associated with a single tax parcel. A deed
typically represents ownership of a parcel of land and all of its "improvements" (buildings
and other structures); however, other interests occur. Condo units are an exception to this
rule where an interest in land is shared with other unit owners.
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The Property Record data will determine the assessment of the property. For this reason, the
electronic Property Record is a valuable resource in identifying all the factors and attributes
that affect the property value.

Because so many different elements contribute to the value of a property, the Property Record
is divided into several sections. These sections are categorized by CAMA vendor software's
differently. This separation must be reasonably compatible with other systems and entirely
transferrable.

CAMA systems must contain the information provided on the PA-500 and the PA-003. CAMA
vendors create an empty database, compartments that the assessors fill with data. The
vendors created the compartments and the instructions for sorting the data to those
compartments.

Software systems that try by contract or otherwise to prevent the municipalities from
revealing their own data, especially when, as we have seen, the complete data sets are
unavailable anywhere else is violation of state law.

Computer Valuation System Features

The different valuation applications need to be considered when designing and creating a
mass appraisal computer system. Although computer-assisted assessment systems vary,
most systems provide a mix of the following features:

Cost Approach

Income Approach

Building Residual

Land Residual

Property Residual

Mortgage-Equity/Ellwood

Discounted Cash Flow

Sales Approach

Multiple Linear Regression

Non-linear Regression

Constrained Regression

Adaptive Estimation Procedure (Feedback)

Automated Selection of Comparable Sales

Miscellaneous

Property Record Cards

Municipal Assessment Report

Sales Ratio Study

Amortization

Storage/Retrieval

Documentation

Assessors may be using systems no longer supported by the developer. If data cannot be

removed from these systems, the outgoing assessor shall provide a data map and data
dictionary of a comma delimited txt files.
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The outgoing assessor must provide all of the assessment records, both paper and electronic,
to the municipal clerk within 30 days of vacating the office of assessor or at the final
adjournment of the BOR, whichever is later. Maintaining electronic data does not relieve the
assessor from the responsibility of providing the municipality with a paper copy of each
property record card. If converting paper records to electronic format, the original paper
record must be returned to the municipality, not destroyed.

Property Record Transmittal
Transfer of Roll Data

If the outgoing assessor has used a proprietary assessment system, the outgoing assessor
must provide the data to the municipality in two formats:

e The format native to the customized or uncommon software.

e Aformat such as comma delimited text formats, commonly available database formats
such as MS-Access, DB2, SQL, etc. Definitions for all fields must be provided.

e The outgoing assessor is responsible for all costs associated with the transfer of the
electronically stored data to the municipality.

Municipalities can obtain non-copyrighted data without infringement of copyrighted software
architecture. A contract assessor is not the legal custodian of municipal records. All records
received by the assessor during the term of the contract, including forms, notes, sketches,
maps, photos, and electronic data, must be turned over to the municipality at the end of the
contract term. If a contract assessor converts paper records to electronic form, the original
paper record must be returned to the municipality, not destroyed.

When an assessor leaves the district, a copy of the assessor’s records must be provided to the
municipality and the subsequent assessor. In addition, all electronically captured data must
be made available to the municipality, and to the subsequent assessor, in electronic format
along with the definitions for all fields on the file.

Converting data from a commonly available database listed above to a new system needs to
be included in the municipality's bid for assessment work and may have an additional cost.
The goal of data standards is to reduce transformation costs while increasing assessment
quality.

Property Record Access Paper/Electronic

Municipalities are obligated to make available property record data in the form it is
customarily kept. Property owners need to have the capability of viewing property records
and print it. The municipality may adopt a process by which they provide electronic copies of
the property records, yet are not obligated to provide electronic versions of the property
records unless that request is accompanied by an open records request. The municipality may
charge for this information. Note that PDF files do not meet DOR requirements because
individual fields and their contents cannot be identified and analyzed electronically.
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Should the municipality choose to not maintain printed copies of the property record they are
obligated to maintain the original native format from the software to make available a
printed version upon request. This does not eliminate the assessor from maintaining work,
notes, inspection results and other related work products that may or may not be part of the
property record.

If the system you are utilizing has the ability to produce a paper copy of the current
information on the property record when requested, you will not need to update the paper
copy; however, it is suggested you maintain a paper file. Through contract, municipalities
may request the assessor maintain a paper copy of the property record card as well as an
electronic record.

Historical Records

Property record cards and electronic property records are to be held in a historical account
for not less than seven years. Municipalities must archive historical property records (PA-
500) and personal property information when records are to be maintained exclusively in
electronic format.

Property Record Requirements

Sec. 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 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 and/or evaluating the property characteristics at the time of
sale. Only when both a physical viewing and mail 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 in its entirety. Minimally, the property record
must contain the following information:

5-35 Revised 12/13



Wisconsin Property Assessment Manual

Parcel:

Parcel Number

o Legal Description

e Owner Name & Address

e Number of Acres by Class (if less than
one acre, then area and/or dimensions)

e Total Acres for the Parcel

e Land Value by Class and Subclass, if
appropriate

e Total Land Value for the Parcel

e Improvement Value by Class sub
classes see MAR List.

e Total Improvement Value for the Parcel

e Total Value for Parcel (must agree with
assessment roll)

e 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)

e Land sketch or parcel identified on
parcel map

Major Buildings:

e Story Height

e Building Type/Style

o Exterior Wall Construction

e Age (Condition, effective age) (Percent

good)
Basement
Heating/Air Conditioning

Chapter 5 Parcel and Information Systems

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

e Date of most recent exterior viewing
and identification of person who
conducted viewing

Other Building Improvements:

e Structure Type

Construction Type

Size

Quality

Age (Condition,

(Percent good)

e Modifications,
Volume 2

¢ (Condition

effective  age)

as provided for in

Please refer to Volume 2 of the Wisconsin Property Assessment Manual for detailed property
record specifications. The above list is not an all-inclusive list.

In order to maintain accurate property records, 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.

e Re-inspect improved properties under construction over a period of years.

¢ 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.
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Assessment offices that maintain property data records electronically must be able to
generate a paper property record. Paper property records are crucial for providing
information to the public. When providing a property record, 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 Office of Technical and Assessment
Services. The assessor will find additional information on electronic parcel data in Chapter
17 of this manual.

Whether property record 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:

e The assessment upon issuance of the Notice of Assessment.
¢ The assessment upon conclusion of the Open Book.
e The assessment upon conclusion of the 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.

The Electronic Property Record PA-500

Source: http://www.revenue.wi.gov/fags/slf/ead.html#fead4

Data utilized in electronic storage formats must be stored in a manner that include comma
delimited text formats. This includes data that was applied to determine the assessment.

All assessment data, such as parcel attributes, sketches, and photographs, must be stored in
an electronic format. The requirement excludes information in assessment work files such as
handwritten notes, correspondence, building permits, or field sketches. However, an assessor
may choose to maintain this information in an electronic format.

Common available database formats such as MS-Access, DB2, SQL, are acceptable.
Unacceptable electronic formats are those that cannot be read except by customized or
uncommon software. Note that PDF and word processing files do not meet DOR requirements

because individual fields and their contents cannot be identified and analyzed electronically.

For sketches and photographs, PDF, JPEG, GIF, TIF, and similar formats are acceptable.
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Sketches/Parcels

Assessors using a sketching software, GIS or CADD drawings that represent building
dimensions must be provided to the municipality with the entire base file for each building
that has been sketched. Native base drawing files do not require ownership of the software
to transfer the data elements contained within.

Other modeling reports that include scripting languages are the property of the contracted
assessor while the reports and maps produced are the property of the municipality. This
applies to geo referenced longitude and latitude that may derive spatial relationships from a
shape file. In this case, the tables used to model or conduct other analysis is the property of
the municipality and must be included in any data transfer.

Intellectual Data

Other modeling reports that include scripting languages are the property of the contracted
assessor while the reports and maps produced are the property of the municipality. This
applies to geo referenced longitude and latitude that may derive spatial relationships from a
GIS shape file or geo data base. In this case, the tables used to model or conduct other
analysis, is the property of the municipality and must be included in the data transfer.

Property Record Card PA-500, PA 501 PA-703 (agricultural work card)

CAMA system data needs to transfer from a relatable database to a CSV, txt file or MS Excel
format. Information exported from a CAMA system must be data mapped and relatable in
MS Access to provide the subsequent user with identifiers to data within a record. Photos
and sketches residing in a relatable CAMA database such as MS Access must contain
identifiers in the file that are relatable to the parcel record. They must be relatable directly
by file name or in a property of the photo or sketch file.

Sketches and Photos

Sketches and photos converted from proprietary software and exported as an Adobe file are
not suitable replacements. Each sketch must reside in the native format developed and reside
in that format in the municipal computer, disk or transferable device. Electronic information
should be made available to the incoming assessor 60 days after vacating the office.

Internal Networks — Cloud-Based Systems

Internal networks utilized throughout county, municipal and state government reduces the
threat of cyber-attacks as these systems, if required, can stand alone, produce, maintain and
create files and exchange data and information to customers at network computers. Each
county and municipality must be prepared to function off-line in day-to-day business
operations or within their own network should conditions warrant. Providing customer
service in a network environment at a service desk is suggested if the only access to public
records is through electronic media.

5-38 Revised 12/15



Wisconsin Property Assessment Manual Chapter 5 Parcel and Information Systems

Cloud-based computing systems should not be relied on to exclusively deploy and disseminate
information and data. Proprietary applications (apps) may not have all the features of
software. Missing these features may be the difference between your customers using data
and viewing the data.

Counties selecting cloud based storage and dissemination products should also be prepared
to deliver the same information in the native formats in which the information was created.

Exporting Property Record Data

The outgoing assessor must turn over all assessment records, paper and electronic, in the
assessor's custody to the municipality.

Maintaining electronic assessment data does not relieve the assessor from the responsibility
of providing the municipality with a paper copy of each property record. If converting paper
records to electronic form, the original paper record must not be destroyed. It must be
returned to the municipality.

If the outgoing assessor has used a proprietary assessment system, the outgoing assessor
must provide the data to the municipality in two formats:

e The format native to the customized or uncommon software.
e A format such as comma delimited text formats, commonly available database formats
such as MS-Access, DB2, SQL, etc. Definitions for all fields must be provided.

Real Property Data Collection

Building permits, plat books, public contact, information collection forms, cost manuals, real
estate transfer returns, property viewings, soil surveys, and aerial photographs are some of
the sources available to the assessor for acquiring the data needed to locate, identify, analyze,
and value a property. Once collected, the data must be recorded and maintained in a
consistent manner in order to serve as the official record of characteristics for that particular
parcel.

Electronic Mobile Home Data
The minimum mobile home data must describe whether the mobile home is real property,

personal property or subject to a parking permit fee, and include the data used to determine
the assessment.
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Municipal Clerk and Electronic Data

Summary of Board of Review Proceedings

This summary (PA-800) is prepared by the BOR clerk after the BOR has completed all of its
determinations. The summary provides space for the taxpayer's name, property description
or designation, amount of assessment that the taxpayer objected to, names of any witnesses,
and the BOR's determination. Once completed, this summary is filed with the BOR
proceedings.

If counties adopt a system and process for the Summary of Board of Review Proceedings (PA-
800), the municipality must follow RPL listing functions and must follow the county
directives on this process. The forms used in this process must be authorized by DOR.

Notice of Board of Review Determination (PR-302)

This notice is sent from the BOR to the objector or the agent thereof. This form indicates the
amount of the assessment as finalized by the BOR and an explanation of the taxpayer's
further appeal rights and procedures.

Statement of Assessment (SOA) PA-521C

Currently, the SOA is an e-file form completed by the clerk and to be submitted to DOR by
the second Monday in June or after the BOR and all BOR adjustments have been made to
the roll. 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 SOA to DOR.

The SOA 1s a summary of each tax district's aggregate assessed value for each of the statutory
classes of real and personal property and reflects any changes made at the BOR.

The SOA also summarizes:
e Parcel counts,
e Acreage of each of the several types of exempt real property,
e The values by each school district, and
e The values by each special district, 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 SOA, DOR cannot calculate the
aggregate local level of assessments or equate the manufacturing assessment roll to that local
level of assessment.
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SOA Automation

Counties proposing automation of the SOA in their county tax roll system should
consult DOR.

Programming the SOA for Delivery to DOR

Should counties adopt a system and process for the SOA, the municipality must follow the
county directives on this process. The forms used in this process must authorized by DOR.

Counties that utilize the RPL to file the SOA electronically must have the Clerk of the
Municipality (BOR) authorize the County to make the electronic submittal to DOR.

SOA File layout

Specification for Alignment of School and Special District Codes:
6 Digit School Code
6 Digit Technical College Code
6 Digit Special District Code

Automating the Mill Rate Worksheet PA-5/623 (R. 11-09)

This worksheet is designed and used as an aid to clerks in preparation of the tax rolls which
will distribute the tax burden accurately and with fairness.

DOR has a sample document of the worksheet in MS Excel for utilization by the municipal
clerk/treasurer/comptroller. This document sets the basis for calculating and estimating mill
rates in a community. DOR has not provided or created an automated worksheet for use by
municipalities. Counties updating and or revising systems and considering the Mill Rate
Worksheet in their scope of services should follow the (PA-5/624) fields and calculations. This
form must be submitted and becomes part of the tax roll file database/xml roll.

Check with the county to obtain instructions for the creation of the electronic format of this
form. The worksheet is the basis for automation of the roll. The standard roll creates a system
to populate municipal tax reports like the Mill Rate Worksheet.

If counties adopt a system and process for the Mill Rate Worksheet, the municipality must
follow the county directives on this process. The forms used in this process must be authorized
by DOR.

Automating the Mill Rate Area Sheet (PA-5/624)

This form enables the clerk to establish and enter the assessed value, enter applicable mill
rates for each tax purpose and determine a combined rate for each separate mill rate area in
the taxation district. If the assessment roll has been prepared correctly, the clerk should be
able to account for all assessed value of general property in the taxation district by adding
together the assessed values of all mill rate areas. By multiplying the assessed value of each
mill rate area times the combined mill rate for each area, the clerk can determine how many
general property tax dollars are to be generated from each mill rate area. By totaling the
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general property tax dollars generated from each mill rate area, the clerk can verify that the
correct tax amounts are placed on the roll and guarantee

In the absence of an automated county based system, roll changes made by the treasurer
should, at a minimum, convert the roll into MS Excel. This format allows for simplified
transfer of roll data to internal and external business users. This format provides for
additional uses of the roll, including creating mailing labels and sorting data for various uses.

If counties adopt a system and process for the Mill Rate Area Sheet (PA-5/624), the

municipality must follow the county directives on this process. The forms used in this process
must be authorized by DOR.

Municipal Treasurer and Electronic Data

The Tax District Treasurer’s Settlement Sheet (PC-501)

Treasures Settlement Sheet File Transmission

Should counties adopt a system and process for the Tax District Treasurer’s Settlement Sheet
(PC-501), the municipality must follow the county directives on this process. The forms used
in this process must be authorized by DOR.

Statement of Taxes (SOT) PA-5/632a

The SOT, like the SOA, 1s bound in the Tax Roll and will remain in the roll. When completed,
the SOT is e-filed with DOR and sent to the county Treasurer. The SOT is due before the 3rd
Monday in December.

NOTE: DO NOT complete the SOT until the tax roll is complete, summarized, returned to
the clerk and the district’s Tax Increment Worksheet (TIW), if applicable, has been
completed. The total tax roll amount, including any overrun or underrun, must be known
before completing the SOT. Submit the original electronically to DOR, send a copy to the
county treasurer and retain a copy for the district’s records.

Accuracy is essential as the taxes reported are used to determine general property tax relief
for each taxation district. The report is also used for the purpose of administering the laws
for the taxation of railroads and other public utilities and special taxes.

Make all entries as indicated. The detail is needed for various statistical purposes.

There are a few instances in which a city or village is located in more than one county. Since
taxing jurisdictions (state, county, school, etc.) apportion taxes based on the percentage of
the equalized value of each particular “piece” in relationship to the total value of the taxing
jurisdiction, the local clerk must levy these taxes against the assessed value of the property
in the corresponding county piece. There should be a separate calculation of mill rates and
taxes for each county portion. Complete each showing its taxes as apportioned and send a
copy to the respective county treasurers.
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The SOT has two important purposes:
1. To summarize all taxes and charges placed on the tax roll for collection, and
2. To enable the clerk to uniformly report the taxation district taxes and charges to DOR.

The tax roll must be completed first; the roll copy of the SOT should be completed once the
tax roll is complete; and then two copies should be prepared, one for the county treasurer and
one for the local records. The original is electronically sent to DOR by 3rd Monday of
December.

The SOT is divided into sections separated by bold lines. Each section is specifically intended
for a particular tax, special assessment or special charge. Each section is identified by a letter
of the alphabet. Each portion of a section is identified by a line number. Generally, columns
are headed by a number. Never make entries in the shaded areas.

DO NOT change the purpose of a line by changing or adding words. If you are not certain
how to enter a given tax, special assessment or charge, please contact DOR.

Should counties adopt a system and process for the Statement of Taxes (SOT) form LG-530-
1 the municipality must follow the county directives on this process. The forms used in this
process must be authorized by DOR.

Parcel Standards

This section describes a parcel data standard and data mapping standards.

The value of maps including paper, digital and those viewable online becomes apparent as
users question, analyze, interpret and understand data to reveal map relationships to
assessment data.

Requirements and specifications for parcel standards lead the way to a tax system that is
integrated at all levels. Parcel attribute tables define the basis for a tax system from the
parcel number to the geometry comprising the parcel.

Standardization

Compliance with this standard is recommended and supported through the Wisconsin
Department of Administration Wisconsin Land Information Programs. These suggested
requirements standards should not be burdensome for counties with existing structures and
parcel naming conventions as a digital parcel can be integrated at any level when a data map
is provided. Digital parcel files and systems developed by experienced GIS professionals
demanded parcel standards and requirements as a matter of good professional practice.
Standards have been defined by many professional organizations through various
publications, yet no one standard has been fully implemented. DOR is the only state agency
with the authority to set a standard under sec. 73.03(5), Wis. Stats. To collect annually from
town, city, village, county, and other public officers information regarding the assessment of
property, and any other information that may be necessary in the work of the department, in
the form and upon forms that the department shall prescribe. Grants provided to counties or
regional planning commissions to develop or update parcel data should specify the adherence
to standards provided in the WPAM.
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Parcel Numbering Standard

A Parcel Number is “An identification number, which is assigned to a parcel of land to
uniquely identify that parcel from any other parcel within a given taxing jurisdiction.” "Just
as a tax map is a graphic representation of a legal description, a parcel number i1s a simple
numeric/alphabetic reference to the same legal description. 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. Due to the inherent maintenance problems and the
confusion, which may result 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.

DOR Parcel Geo Locator Standard

The DOR Parcel Locator Standard was developed by the Wisconsin Land Information (WLIA)
Task Force 91-2. The Task Force's mission was to develop a standardized geographical
locator for parcel of all types utilizing the Wisconsin Land Information Board recommended
numbering scheme.

The purpose of a standardized geographical parcel locator number or Parcel Geo-Code is to
provide a means of entry level access to parcel data in an automated land records data base
without automated graphics support.

The Parcel Geo-Code is targeted to the user. It is assumed, for the development
of the code, that the user has only the most rudimentary knowledge of maps and parcel
descriptions.

Counties that change their parcel numbering system must adopt this numbering
format. The standard below is implemented when a new numbering system is developed and
put in place. Continue using the existing numbering standard for any parcel splits or
combinations and maintain numbers as described below.

The DOR parcel numbering standard
¢ Geographic significance and is tied to the Public Land Survey System
Supports Data Exchange Standards that require the use of unique PINs in data
sharing arrangements
e Complies with former standards developed by the Wisconsin Land Information Board
e Wisconsin Land Information Program’s recommended PIN standard

Standards for a parcel project:
e Maintain previous number for not less than 4 years.
Create Surrogate number
Create a local shortened pin for tax bill.
Survey and identify users and systems of your data.

Create a data map and cross walk tables prior to implementation
Others:
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66008-1- 122030-102-001-0001-0000001

66 =
008 =
1 =
12
20
30 =
1 =
02 =
001
0001
0000001

Washington County

Town of Farmington

East of the 4th principle meridian
Town 12 North

Range 20 East

Section 30

NE %

NW 1/4 1/4

lot

block

Local Parcel Number optional 8 to 12 digit local number

The standard parcel numbering system based on the Rectangular Survey System. The
system contains 13 digits, which combine the township number, range number, section
number, quarter section number, quarter-quarter section number and a parcel number.
Figure 5-5 illustrates the parcel numbering system after the county and municipal number.
The first digit identifies whether parcels lie east or west of the Fourth Principal
Meridian. The number 4 identifies parcels east of the Meridian and the number

2 identifies 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.

Parcel Numbering Clarifications:

Parcel numbering can be done via an application.

Parcel numbering can be done via a script, address gee-code, x, y coord etc.
Parcel numbering can be done using an auto generate tool.
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Figure 5-5
Range
2 =West, 4 = East

Township North of Base Line

Range Number

Section Number

Quarter Section
1=NE, 2 =NW, 3=SW, 4 =SE

Quarter, Quarter Section
1=NE,2NW,3=SW,4=SE

Parcel Number

4 - 07- 09 -22 -2 - 1 - 0011

Figure 5-6 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.

Number Identification Subdivisions/Additions and Lots
After the quarter, quarter section is identified there are specific applications for individual
municipalities to identify the parcel. These identifiers include:

00 — Subdivision
278- Subdivision of the Silver Birch Addition to Wilde River
1900 Lot 19 of the Silver Beach Subdivision —Local NUMBER

Applying this example above from Bayfield County the parcel number would appear:
PIN# 04012243072210027819000 (with hyphens, 04-012-2-43-07-22-1-00-278-19000).
Number Identification

04 Bayfield County

012 Town of Cable

2 West of Fourth Meridian

43 Township 43 North

07 Range 7 West

22 Section 22

1 Northeast Quarter of Section 22

00 It is a Subdivision

278  Subdivision of the Silver Birch Addition to Wilde River

19000 Lot 19 of the Silver Beach Subdivision
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Quarter-Quarter Section

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 most often 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. Currently, counties utilize various applications to
address land splits; therefore, do not systematically retire numbers. Various applications are
used in maintaining your system, as a result your tract index for parcel ownership and the
subsequent change in conveyance maintains the parcel number change history.

A cross-reference list of retired parcel numbers should be maintained as it provides a
historical record for the municipality and for other purposes such as title searches.
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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.

Coordinate Systems

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

Assessment and Tax Roll Electronic File Transmissions

DOR requests that all work, assessment and tax rolls are filed using Extensible Markup
Language (XML) File. The most current information on the XML Roll and XSD schema is
found on the DOR webpage: revenue.wi.gov/developers/file-transmission/

DOR works with a XML Work Group composed of Real Property Listers that review and
provide recommendation on schema/file transfer. Contributions from this work group help in
forming current and future XML rolls.

2016 XML Updates

1. Added estimated fair market value (Act 20 requirement)
2. Added GIS components: X/Y coordinates (optional item)
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Allowed punctuation: %, degree symbol, !, #, &, (),""

Made zoning a repeatable element (optional item)

Removed collection of work roll

Addresses: made a repeatable element, allow address unknown
Acreages: made three decimal places possible

Expanded fields: Last name, First name and Combined name

. Allowed road name aliases

10. Added Doc/Volume/Page fields fourth option (La Crosse County request)
11. Removed Town, Range and Section for personal property

12. Added option for MFL ferrous mining

© 00O 0

Parcel Point Data Representation-Vacant Land

Vacant land should contain a XY coordinate and a road side coordinate, if adjacent to a road.
Maps are available at: Municipal Mapping Links & Google Earth Links

Maintenance of Tax Maps

Without constant vigilance on the part of the assessor and the RPL, maps will become
outdated rather quickly. 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. In many counties the RPL
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 RPL so the maps can be updated
accordingly.

There are two types of changes that take place. One type is the subdividing of parcels, either
by individual property owners, recorded subdivisions or land divisions created by new roads
or other public works.

The other type of change seen is improvements in the legal description due to updated
surveys which can be more accurate than they had been in the past due to new technology.

In some instances changes will require the assigning of new parcel numbers, while others
will provide a more complete and accurate description of the property.

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

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

Ll

GIS Mapping

The standards in this section are advisory or suggested as a place holder until standards are
created and adopted. GIS standards including addresses, parcel numbering applications is
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an ongoing discussion facilitated by the DOR through: State Agency Geospatial Information
Committee (SAGIC) http://sagic.wi.gov/ Land Information Officers, the WLIA Technical
Committee, State Cartographers Office and the Department of Administration (DOA).

Benefits of GIS Applications

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.

PLSS — Public land survey based parcel maps that are identified as representing the legal
description of a parcel are excellent sources of information for the assessor in defining the
assessable land areas.

Online Maps

Municipal and county parcel maps are used for assessment purposes in either a paper
cadastral format or viewable in electronic formats online. While property boundaries on
parcel maps available online or in digital formats (SHP, file geodatabase) serve as a proxy
for ownership the line work, and geographic representation of property ownership must be
based on records from control points, PLLSS monumentation or work done by a licensed
professional land surveyor. Counties and municipalities must define the level of accuracy
represented. This standard is not meant to provide a standard for developing the
authoritative definition of property boundaries or to specify limits for legal boundary
determination or property conveyance.

GIS parcel data may not be the equivalent of legal property records, land surveys but can
reflect base tax map records and is determined the accurate assessment record in the
following scenarios:

e PLSS based maps digitized off corners and known points

e (CSM based digitizing of parcels.

GIS maps digitized from paper cadastrals are also acceptable for portraying tax maps and
are acceptable for assessment purposes.

Counties should contact the Department of Administration Intergovernmental Relations
Grant Specialist when considering a parcel mapping project.

Parcel mapping projects are defined as the creation of digital parcel geographic
representation of all land in the county. Representations of parcels either displayed on-line
or for internal and agency use are not required to follow standards for accuracy tied to
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PLSS. Digitized parcels that are not PSS monumented should be identified as such.
Counties undertaking a parcel project should do so under a parcel indexing requirement.
Parcel indexing at the geospatial level allows for definition of land use, categorization and
identification of spatial inaccuracies otherwise not defined on a paper representation.

Orthophotos Suggested Reference Specifications
Projections

Ideally there is no one projection that fits all users' needs for air photography in Wisconsin.
Setting a projection standard would not fit everyone's needs and the basis for doing so is
unwarranted since technology applications can and will change projections for most advanced
users.

Resolution

For assessment purposes resolution at the 6" level or better is preferred. Larger cities may
demand a better product in this area; however, there is not a business need for projections
greater than 6" in most rural areas.

Obliques

Municipalities contracting for oblique imagery do so for various business needs and
requirements. Standards in this area manifest themselves through business requirements.

As the use of obliques become more prevalent in municipal and county applications it is
reasonable and probable that assessors will work directly in proprietary software and make
contributions in creating data sets. Applications in oblique imagery software include:
e Dbuilding sketches,
outbuilding sketching and diagraming,
infrastructure and utility mapping,
contamination mapping,
building height,
square footage calculations and
diagraming.

Counties providing these applications to the assessor in a county web application must have
the ability to convert building sketch and other property record information (PA-500), if the
data created is used for assessment purposes.

Accuracy
The Wisconsin Department of Administration's Division of Enterprise Technology

Geographic Information Office acknowledges the Accuracy American Society of
Photogrammetry and Remote Sensing (ASPRS) standards.
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Class I or Class II standards are defined by the Wisconsin Regional Orthophotography
Consortium (WROC). WROC suggests that Class II standards are suitable for most rural
assessment work with 6" Pixel Resolution, leaf off, color.

GIS Standards and Benefits

e GIS provides communities a flexible specification for developing a digital
parcel file suitable for use in a geographic information system (GIS). Because
text labeling and the creation of a master address file are integral to extending
the usefulness of a digital parcel file, portions of this standard address the
creation of those datasets.

¢ GIS makes it possible to merge digital property information from more than
one community for multi-town mapping and spatial analysis.

e GIS makes it possible to identify a single property parcel statewide based on a
single unique identifier.

Federal Geographic Data Committee (FGDC) Standards

The FGDC Content Standard for Digital Geospatial Metadata* was (according to FGDC
literature) created for three reasons:
o To help organize and maintain an organization's internal investment in spatial data.
e To provide information about an organization's data holdings for data catalogues,
clearinghouses, and brokerages.
e To provide information to process and interpret data received through a transfer from
an external source.

The FGDC standard has been adopted as the metadata standard for Wisconsin with technical
modifications to be made in conjunction with DOR and the WLIA Technical Committee and
Department of Administration.

The metadata standard provides users with over 200 common defined data items and a
uniform indentation scheme, including all possible metadata and keyword fields for the
purpose of search ability.

Additional information about the FGDC Metadata Standard is available on the FGDC
website http://www.fgdc.gov/metadatal.
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Real Property Assessment — Special

The items included in this section are taxed or assessed differently than real property that is
subject to the general tax rate.

While the cardinal rule of taxation under the Wisconsin Constitution is uniformity,
exceptions have been made by the legislature. Some exceptions, such as the taxation of forest
lands, are specifically mentioned in the Constitution.

The purpose of this section is to bring to the assessor’s attention the special laws that affect
the taxation or assessment of special property. Since most of these laws are quite detailed,
only a brief discussion will be given in the following pages. The assessor should contact the
Supervisor of Equalization if there are any problems involving these areas.

Forest Lands

Forest land can be taxed under one of two programs: Forest Crop Law or Managed Forest
Law. Forest Crop Law applies to land entered under the program prior to January 1, 1986.
All lands in the program will continue to be taxed under the program until their contracts
expire or are withdrawn or converted. As of January 1, 1986, all new applications for taxation
of forest land are subject to the Managed Forest Land (MFL).

Questions regarding the qualification of forest land under any of these programs should be
directed to:

Department of Natural Resources
Forest Tax Section

P.O. Box 7963

Madison, Wisconsin 53707

608-266-3545 or 608-266-8019

Forest Crop Law

The Forest Crop Law was passed in 1927 to encourage sound forestry practices and to
stimulate the economies of the northern counties. Prior to 1927, forest land was assessed on
the value of the land plus the value of the standing timber crop. This method encouraged
premature cutting of timber and discouraged long-term investment in forestry. Under the
Forest Crop Law (secs. 77.01 to 77.14, Wis. Stats.), forest land which has been entered under
the law is taxed at a constant annual rate while the timber is taxed according to its value
when harvested.
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In order to be classified as forest cropland the property owner must petition the
Department of Natural Resources (DNR) and the following requirements must be met:

1. The land must be an entire quarter-quarter section, fractional lot, or
government lot as determined by the U.S. Government survey plat.

2. The highest and best use of the land must be for growing timber and other
forest crops.

3. Any improvements must be minimal and must be related to forestry use.
NOTE: Buildings on forest cropland are assessed as personal property.

4. Non-productive land cannot exceed 20% of the total area, except under unusual
circumstances.

5. All persons holding encumbrances upon the land must join in the petition to
have the land classed as forest cropland.

The DNR will investigate the petition. If all the requirements are met, the petition is granted
on the condition, that all unpaid taxes against the property are paid within 30 days. If the
taxes are not paid within the 30 days, the request is denied. All orders issued by the DNR on
or before November 20 of any year take effect on January 1 of the following calendar year.

The granting of the petition creates a contract between the DNR and the owner with the
following conditions:

1. The contract runs for 25 or 50 years at the option of the owner, at the time the
petition is filed.

2. The contract remains in force if the land ownership changes.

3. The owner agrees to allow the public to hunt and fish on the land subject to
regulations of the DNR; to practice sound forest management; to file a notice
of intent to harvest timber at least 30 days prior to cutting; and to file a report
of products harvested within 30 days of completion of cutting.

The owner may voluntarily withdraw the land from the program; however, if the owner fails
to honor the contract, the DNR may cancel the contract. In either case, the owner must pay
back taxes on the land. The back taxes are determined by the Department of Revenue (DOR)
based on what the taxes would have been if the property had been subject to general property
taxes. This is why the assessor must value the forest cropland property each year on the
assessment roll. When any forest cropland is withdrawn, the property is subsequently
assessed and taxed as if the property had never been under this category.
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Section 77.88(5g), Wis. Stats., provides that, as of September 1, 2010, a property owner may
request an estimate of the amount of withdrawal tax they would owe if the property owner
would decide to remove property from the MFL program. By submitting this form, a property
owner 1s not committing to removing the property from the MFL program. There is a
nonrefundable fee, payable to the DOR, equal to the greater of $100 or $5 times the number
of whole and partial acres included in the request. To receive an estimate, the property owner
must complete and submit Form PR-296 (Request for Estimate of Withdrawal Tax for
Managed Forest Land (MFL)), along with the nonrefundable fee. No estimate will be issued
without the receipt of both a properly completed request and the correct fee amount.

The assessor is notified of the orders of entry, withdrawal, and changes of ownership of forest
cropland by the DNR. The order will show the effective date of the order, usually January 1
following the issuance of the order. It is only after receiving the order that the assessor can
reclassify forest cropland. There are three classifications of land under this law:

Regular Classification (10 cents per acre)

This classification includes land entered into forest cropland prior to January 1, 1972. The
land must be located within a forest protection district, meet the requirements of the law,
and be 40 or more acres of forest land. The owner pays a tax of 10 cents per acre each year to
the taxation district treasurer. The DNR pays 20 cents per acre annually to the taxation
district treasurer. In addition, the owner pays a tax of 10 percent of the stumpage value of
the timber (when it is cut) to the DNR, which is shared with the town and county.

There is a column in the assessment roll for Private Forest Croplands. The assessor enters
code 1 for land entered prior to 1972, the number of acres, and the value of this acreage.

Regular Classification ($2.52 per acre)

This classification includes land entered in forest cropland after December 31, 1971. The land
must meet the same requirements as the land taxed at 10 cents per acre. Currently, the
owner pays a tax of $2.52 per acre each year to the taxation district treasurer. The charge
per acre can be recalculated every 10 years by the DOR to generate revenue more consistent
with current conditions. The DNR pays 20 cents per acre annually to the taxation district
treasurer. The owner pays a severance tax of 10 percent of the stumpage value of the
harvested timber to the DNR which is shared with the town and county.

This land is entered on the assessment roll under Private Forest Croplands. The assessor

enters code 2 for land entered after December 31, 1971, the number of acres, and the value
of this acreage.
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Special Classification (20 cents per acre)

In 1949, the legislature created a special classification of forest cropland. This includes forest
land that meets all the requirements of the law but is outside a forest protection district. The
owner pays a tax of 20 cents per acre each year to the taxation district treasurer. The owner
does not pay any tax for harvesting timber and the DNR does not pay any money to the town
or village. No lands are currently being entered under this classification because all such
land is now in a forest protection district. However, there are lands that are still under
contract as special classification and must be taxed under this provision.

These lands are also entered on the assessment roll under Private Forest Croplands. The
assessor enters these lands under code 3 for special classification, the number of acres, and
the value of this acreage.

Managed Forest Law

The Managed Forest Law (secs. 77.80 to 77.91, Wis. Stats.) was created in 1985 to replace
the Forest Crop and Woodland Tax laws. Existing Forest Crop and Woodland Tax contracts
and taxation procedures will continue until expiration of the contracts. All new land or any
land from expired contracts must be entered under the Managed Forest Law to receive special
taxation. The land entered under the Managed Forest Law is taxed at a constant rate per

acre. The owner pays a yield tax of 5 percent of the stumpage value of any harvested timber
to the DNR.

NOTE: 2013 Wisconsin Act 54 repealed sec. 77.16, Wis. Stats., which governed the Woodland
Tax Law. Assessors should review their municipalities to determine if they have any
properties classified as enrolled in the Woodland Tax program.

NOTE: 2013 Wisconsin Act 81 created or amended statutes relating to public access to
managed forest land that is located in a proposed ferrous mining site. Property owners,
assessors and municipal officials should review this act if they have proposed ferrous mines
in their municipality.

In order to qualify for the Managed Forest Law, the land must meet the following conditions:
1. Be at least 10 contiguous acres in a single municipality.

2. At least 80 percent of the parcel must be producing or be capable of producing
a minimum of 20 cubic feet of merchantable timber per acre per year.

A parcel that is developed for commercial recreation, industry, human residence, or any other
use determined by the DNR to be incompatible with the practice of forestry is not eligible for
taxation under this law. The DNR will investigate the application for land to be placed under
the Managed Forest Law. Any order issued on or before November 20 is effective on January
1 of the following calendar year.

MFL is open to public access for the purpose of hunting, fishing, hiking, sightseeing and
cross-country skiing. The owner may choose to designate an area as closed to public access
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consisting of one of the following options:

1. A maximum of two quarter quarter sections, government lots, or fractional lots;
or

2. A maximum of 80 acres per municipality. An owner may designate only one
closed area in a municipality.

Some landowners were closing lands to the public, then leasing them to private individuals
for recreations purposes which defeated the purpose of Managed Forest Laws, which intent
was to provide public access to Wisconsin’s forest resources. Effective January 1, 2008, the
law does not allow closed lands under the MFL program to be leased for recreational
activities. If lands are leased or other compensation is received for allowing recreational
activities, the land is at risk of being removed from the Managed Forest Law program.

Non-profit organizations are exempt from this requirement if the lease has consideration or
compensation solely for reasonable membership fees and is approved by the DNR.

Note: It 1s possible for a landowner to have additional closed land under special
circumstances.

2013 Act 20 amended sec. 77.88(3g) and (8)(b), Wis. Stats. to allow for the removal of certain
acres from the MFL contract for a building site. Requirements that need to be met before the
withdrawal will be allowed are the following:
¢ The land must have been designated MFL prior to October 11, 1997
¢ Can only withdraw acreage once per parcel
e Maximum withdrawal is three acres, unless a zoning ordinance establishes a
minimum lot size greater than three acres, in which case the withdrawal is limited to
the minimum lot size requirement.

Parcel means contiguous acreage under the same ownership, described in original application
for MFL.

The Department of Natural Resources cannot order further withdrawal unless the remaining
acreage fails to meet the 10 acre minimum parcel size for enrollment into MFL.

Although not subject to the general property tax on an annual basis, the assessor must value
the land in the same manner as similar land. This valuation is subject to the same review as
other property. The assessor enters the number of acres and the value in the assessment roll
under MFL. The assessor must split the land between open and closed in the assessment roll.
Any buildings on MFL are assessed and taxed as personal property.

Assessors are able to verify the current charges per acre on the DNR website. Current charges
are also listed on the municipality’s Statement of Assessment.

Landowners with land in the Managed Forest Law (MFL) and Forest Crop Law (FCL)

programs pay MFL and FCL tax rates in lieu of regular property tax rates. The following
rates are effective from 2013 through 2017.

6-5 Revised 12/13



Wisconsin Property Assessment Manual Chapter 6 Real Property Assessment — Special

MFL tax rates (per acre) for land entered before 2005 (1987 - 2004)
Open land (acreage share tax): $0.79
Closed land (acreage share tax plus $.90 closed acreage fee): $1.87

MFL tax rates (per acre) for land entered after 2004 (2005 and later)
Open land (acreage share tax®): $214
Closed land (acreage share tax plus $6.67 closed acreage fee**): $10.68

* Acreage share tax = 5% of average statewide tax on productive forest land ($42.70/acre)
** Closed acreage fee = 20% of average statewide tax on productive forest land
($ 42.70/acre)

FCL tax rates (per acre) for land entered:

Before 1972: $0.10 (does not change)
After 1972: $2.52 (effective through 2017)
As special class: $0.20 (does not change)

Last Revised: Tuesday November 20 2012

The 2003 Wisconsin Act 228 revised the Managed Forest Law. The following Fact Sheet
was prepared by the DNR.
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2003 Wisconsin Act 228
Managed Forest Law Revision
Fact Sheet

2003 Wisconsin Act 228 was signed by Governor Doyle on April 13, 2004. This Act implements
revisions to the Managed Forest Law (MFL) which came directly from recommendations made by the
Governor’s Council on Forestry’s December 2002, Review of Wisconsin’s Managed Forest Law report. Most of
the changes included in the revision are effective immediately but some have a delayed effective date. These
delays were provided to allow the department time to create the programs/process to go with the revisions or to

plan for revenue changes in the forestry account.

The changes enacted in this Act are described below. They have been divided into sections based on the

effective date of the change.

A)

B)

C)

D))

I.CHANGES EFFECTIVE IMMEDIATELY

New MFL Application Deadline set at July 1 (18
months prior to the effective date of entry) for owners of
less than 1,000 acres. This deadline replaces the former
January 31 deadline. All complete applications received
by July 1 will be processed for entry effective the second
January 1 (e.g., a complete application received by July 1,
2004 is eligible for entry effective January 1,

2006). There will be a second application date as well
for landowners who submit their application with an
approved management plan. See Section I11. B.

MFL Application Fee raised to $300. A $300 fee must
accompany the application. Complete applications
submitted prior to publication with a $100 application fee
will be accepted as is. The application fee for applications
submitted with an approvable management plan package
remains at $20. The application fee for additions remains
at $20 but there are other restrictions on additions covered
below.

Deed(s) submitted with the application must be
recorded. A copy of the recorded legal instrument (e.g.,
deed, land contract, etc.) showing ownership of the land
applied for entry must accompany the application.
Documents that have not been recorded will not be
accepted as proof of ownership for entry.

Additions to NEW MFL entries (entered January 1,
2005 or later) will be allowed. The rules for these
additions will be same as in the past (minimum of 3 acres,
contiguous to the MFL entry, same ownership and
municipality)

6-7

E.) Additions to old MFL entries (entered prior to
January 1, 2005) will not be allowed. Two
provisions have been provided for cases when an
owner was considering adding contiguous lands to an
old MFL entry.

1) If the new land being considered for entry is 10 or more
acres and meets the entry requirements for MFL it
must be entered under a NEW and separate order.

2) If the new land being considered for entry is less than
10 acres or it does not meet the entry requirements for
MFL the owner has an option to withdraw the old
entry and re-enter with the new land. The entire old
MFL entry contiguous to the new parcel is withdrawn
without penalty. Then the original acres along with
the new acres would be entered under a NEW and
separate order. All acres would be taxed under the
new MFL tax rates described later in this fact sheet.

F.) Closed Acreage allowed increased to 160 for new
enrollees. Anyone entering land under managed
forest law effective January 1, 2005 or later may have
up to 160 acres closed to public access per
municipality (city, town, village). No more than 80 of
the 160 acres may have been entered in 2004 or
earlier.

G.) MFL Tax Rates are changing for NEW MFL
entries. Beginning with MFL entries effective
January 1, 2005 a new formula will be used to
calculate MFL rates. The rates for use in 2005 — 2007
are listed below. Rates are scheduled to be
recalculated for 2008 and every 5" year thereafter.
The new formula sets the acreage share tax at 5% of
the average statewide tax on forest land and the closed
acreage fee at 20% of this average. Lands
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designated as open to public access pay the acreage
share tax and lands designated as closed pay the acreage
share tax plus the closed acreage fee.  The rates
calculated for old MFL orders will continue to be
calculated based on the old formula. All acreage share
taxes are split between the municipality (80%) and
county (20%) where the land is located.

Table 1: Old and New MFL Rates

Current Rates | New rates
Old entries
Open Lands* | $0.83 $1.46
Closed Lands ¢ | $1.95 $7.28

* Rates on open lands = acreage share tax
t Rates for closed lands = acreage share tax plus
closed acreage fee

H.) The open/closed designation of MFL land may be

)

1)

K.)

L)

modified up to 2 times. The designation of open and
closed lands may be modified up to two times per MFL
entry. This applies to all MFL entries (old and new).
Any modifications to the open and closed designation
must follow statutory and administrative code
guidelines. The open and closed designation may be
modified in conjunction with a transfer or withdrawal
as well.

The Transfer Fee setat $100. This is the fee required
when land currently under the managed forest law is
transferred to another ownership. The revised fee will
be required on any transfer received after April 27,
2004.

$300 Withdrawal Fee is created. The withdrawal fee
will be added to the withdrawal tax assessed when land
is removed from managed forest law designation early
(before the 25 or 50 year order period is completed).
The fee will be assessed on all withdrawals received
after April 27, 2004.

$250 non-compliance penalty provision is
established. The non-compliance penalty will be
assessed when an owner fails to carry out mandatory
forestry practices covered in the MFL management
plan. The penalty will be used to gain compliance
when necessary and will be billed and collected by the
municipality where the land is located. The penalty
will be shared between the municipality (80%) and
county (20%).

No Yield Tax in first 5 years of NEW MFL
entries. The 5% vyield tax assessed on timber
harvested from MFL land will be waived for the first
5 years of NEW MFL orders. This 5-year waiver
does not apply when an FCL contract is converted to
MFL prior to the expiration of the contract or to
renewals of expiring MFL orders.
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M.) Withdrawal for delinquent personal property tax. If

the personal property tax assessed against a building on
land designated as MFL is delinquent the land will be
withdrawn from MFL designation. And a withdrawal
tax and withdrawal fee will be assessed against it.

N.) Qualifying forested lands with in a city are eligible

for entry. Formerly only lands in towns or villages
were eligible for entry.

1. CHANGES EFFECTIVE July 1. 2004
A.) Change in the distribution of Yield Tax collections.

B.)

Beginning July 1, 2004 100% of all yield taxes
collected will be split between the municipality (80%)
and the county (20%) where the MFL land is located.
The state will no longer retain 50% of the yield tax.

Change in the distribution of Withdrawal Tax
collections. Beginning July 1, 2004 100% of all
withdrawal taxes collected will be split between the
municipality (80%) and the county (20%) where the
MFL land is located. The state will no longer retain
50% of the withdrawal tax.

. CHANGES EFFECTIVE (in 18 months)

A.) All management plans must be prepared by a

B.)

Certified Plan Writer or the DNR Forester.
Beginning November 1, 2005 all MFL plans must be
prepared by a plan writer certified by the department.
The delayed effective date of this provision was
provided to allow the department time to establish a
certified plan writer process.

Second application deadline created — May 15, (7 %
months prior to effective date of entry). Beginning in
2006 there will be a second deadline for filing MFL
applications. Complete applications submitted with
a completed management plan package by May 15
will be considered for entry effective the first January 1
(e.g., completed application with completed plan
received May 15, 2006 is eligible for entry January

1, 2007.) This provision does not eliminate the July 1
deadline; it merely provides an opportunity for
landowners to have a shorter period between the
application deadline and the effective date of the entry
if they can supply a completed management plan
package. The management plan package must
include, on department forms, 1) forest stand data, 2)
map(s) of land being entered,

3) legal description and acreage information for land
being entered, and 4) a written plan. The written plan
must be prepared by a Certified Plan Writer (provision
above) and be approved by the department before
submission with the application.
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Tax Incremental Finance

Tax Incremental Finance (TIF) is an economic development tool used to expand the tax base
by providing public improvements necessary to promote development. It was approved by the
Wisconsin Legislature in 1975 as a financial tool cities and villages could use to promote tax
base expansion targeting eliminating blighted areas, rehabilitating areas declining in value,
and promoting industrial development. The Legislature made changes in the years that
followed and then more substantial changes in March 2004. In 1997, TIF was expanded to
include Environmental Remediation Tax Incremental Finance (ER TIF) which specifically
deals with cleanup of environmental contamination parcels by towns, villages, cities, and
counties. In 2004, TIF was expanded to include specific projects for Towns, as well as
targeting mixed-use development and many other changes to the Regular TID law.

When creating a Tax Incremental District (TID), numerous conditions must be met and are
distinctive to the specific kind of TID and the type of targeted area. Procedures for creating
TID's are described in three separate Wisconsin Statutes - Regular TID's in sec. 66.1105,Wis.
Stats; ER TID's in sec. 66.1106, Wis. Stats.; and town TID's in sec. 60.85, Wis. Stats. The
DOR is in the process of developing three separate manuals for each of these. The procedures
include holding public hearings, adopting a project plan, getting local legislative and joint
review board approval, and gathering any information necessary for establishing the TID.
There are also specific equalization valuation and area type limitations.

The appendix in this manual contains a supplemental TID Criteria Matrix, which identifies
the criteria for Regular 66.1105 TID's, and Town 60.85 TID's, but not the ER TID's

Annual Administrative Fee

» Act 312 amended secs. 60.85(6)(am), 66.1105(6)(ae), and 66.1106(&)(am), Wis.
Stats., regarding the annual TID fees.

» The DOR will not authorize a tax increment for any municipality that fails to
remit the $150 annual administrative fee to DOR by May 15.

» As an example, if a municipality fails to submit a 2011 annual fee for TID #1
by May 15, 2011, TID #1 will not receive a 2011 increment.

» TID administrative fee payment information is available through My Tax
Account.

Tax Incremental District Creations and Amendments
1. Act 312 amended the due date for TID creations and amendment forms under
sec. 66.1105(5)(b). See the DOR website.

e The clerk must complete the DOR prescribed forms to create a TID and
submit to DOR on or before October 31 of the year the TID is created.

e Similarly, if amending a TID, the clerk must complete the DOR prescribed
forms to amend a TID and submit to DOR on or before October 31 of the
year that the changes to the project plan take effect.

2. Act 312 amended the 12% limit calculation under sec. 66.1105(4)(gm)4.c., Wis.

Stats and created secs.66.1105(10)(c) and 66.1105(12), Wis. Stats.

e DOR will exclude any parcel in a newly created or amended TID that is
located in an existing (overlapped) district when determining compliance
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with the 12% limit.

e IfDOR determines that a municipality exceeds the 12% limit, DOR notifies
the municipality of their noncompliance not later than December 31 of the
year that DOR receives the application or amendment.

e  When DOR notifies a municipality that a TID creation or amendment does
not comply with the 12% limit, the municipality must do one of the
following:

+» Rescind its approval of the project plan resolution.

< Remove parcels from the district, or proposed district, in order to
comply with the 12% limit. The removal of parcels may not
substantially alter the project plan or the resolution approved by the
joint review board. Not later than 30 days after receiving DOR’s notice
of noncompliance, the clerk must submit to DOR an application that
reflects the removal of parcels.

Joint Review Board (JRB) Meetings
e Act 312 created sec. 66.1105(4m)(e), Wis. Stats., regarding the JRB
meetings.
e All JRB meetings require a class 1 public notice under ch. 985, Wis. Stats.,
at least 5 days prior to the meeting.

When a tax incremental district is created a “Tax Incremental Base” is determined. This base
is the total value of all taxable property within the TIF district on the date the TID was
created as equalized by the DOR. All Taxing Jurisdictions (municipality, special district,
school, county, VTAE) continue to receive their share of the tax levy on the base value. As
the Property Value over time increases, the growth above the "Base Value" is called
"Incremental Value". The TIF receives taxes on the increment value at the combined rate of
all taxing jurisdictions. These taxes must be retained in a separate TID fund. The mill rates
are exactly the same for all property regardless of whether in the TID or not. TIF is not a tax
freeze or a tax increase, but a special allocation method for taxes collected on property value
increases within the district.

The TIF district continues to collect taxes on the incremental value until all the TID eligible
project costs have been repaid or the maximum life of the TIF has been met, whichever comes
first. After that time the incremental equalized value goes back to be shared with all the
overlying taxing jurisdictions to complete the partnership promotion of expansion of the tax
base.

Assessor’s Duties

In the assessment roll, the assessor must identify all real estate parcels and personal
property accounts in the tax incremental district by the name and number of the TID. Some
businesses may have part of its personal property within the TID and part outside the
district. In this case, a separate assessment must be created on the roll that includes only
the personal property located in the TID.

If the municipality has a TID, the assessor must annually file an electronic TID Municipal
Assessment Report to DOR no later than the second Monday of June. The report includes the
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total assessed value of all real and personal property within the tax incremental district, by
school district and any other special districts that may exist. The TID assessed values must
also be included in the Municipal Assessment Report (MAR) for the municipality. Property
within the TID is assessed in the same manner as all other taxable property in the
municipality. If an assessor does not provide a TID Report by the second Monday of June,
DOR will use the previous year’s non-manufacturing certified Equalized Value. As a result,
any non-manufacturing property value additions or corrections will be lost for the current
year’s computation of the increment.

Procedures described in sec. 66.46(4), Wis. Stats., are to be followed in creating a tax
incremental district. The procedures include holding public hearings, adopting a project plan,
getting local legislative and joint review board approval, and gathering any information
necessary for establishing the TID.

Tax Incremental District (TID) Criteria Matrix

The most recent TID matrix, along with instructions and contact information, can be found
on DOR’s internet site.

Waste Treatment Facility

Certain facilities used for the treatment of waste are exempt from property taxes under sec.
70.11(21), Wis. Stats. A waste treatment facility is property (land, land improvements,
building, machinery) used for the treatment of industrial waste or air contaminants as
defined in secs. 281.01(5) and 285.01(1), Wis. Stats. Legislation included in the 2001
Wisconsin Act 16 changed the exemption approval process of industrial waste treatment
property under sec. 70.11(21), Wis. Stats., effective January 1, 2002. DOR approval process
and the PA-008 Application for Exemption of Waste Treatment Facility were eliminated for
non-utility waste treatment property.

A company classified and assessed as a “manufacturer” by the DOR under sec. 70.995, Wis.
Stats., will report waste treatment property on the manufacturing self-reporting forms.
Waste treatment personal property costs must be reported on the M-P Wisconsin
Manufacturing Personal Property Return, Schedule Y-P. Real estate costs related to waste
treatment must be reported on the M-R Wisconsin Manufacturing Real Estate Return,
Schedule Y-R, Part 1 and on Schedule R-6. Owners must retain a listing of assets classified
as exempt waste treatment on these forms at their place of business for inspection by the
DOR.

Definitions
“Waste” means that which is left over as superfluous, discarded or fugitive material....
“Industrial waste” is defined by reference to sec. 281.01(5), Wis. Stats., as liquid or other

wastes, resulting from any process of industry, manufacture, trade, business, or the
development of any natural resource.
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“Air contaminant” is defined by reference to sec. 285.01(1), Wis. Stats., as dust, fumes,
mist, liquid, smoke, other particulate matter, vapor, gas, odorous substances, or any
combination thereof but shall not include uncombined water vapor.

“Treatment” means removing, altering, or storing waste. It is further defined as causing a
physical or chemical change in sec. 70.11(21)(am), Wis. Stats.

“Facility” means tangible property that is built, constructed, or installed as a unit so as to
be readily identifiable as directly performing a waste treatment function.

“Waste Treatment Facility” means tangible property that is built, constructed, or installed
as a unit so as to be readily identifiable as directly removing, altering, or storing leftover,
superfluous, discarded, or fugitive material.

"Used exclusively" means to the exclusion of all other uses, except any of the following:

a. For other use not exceeding 5 percent of total use.

b. To produce heat or steam for a manufacturing process, if the fuel consists of
either 95 percent or more industrial waste that would otherwise be considered
superfluous, discarded, or fugitive material or 50 percent or more of wood
chips, sawdust, or other wood residue from the paper and wood products
manufacturing process, if the wood chips, sawdust, or other wood residue
would otherwise be considered superfluous, discarded, or fugitive material.

Exceptions
This exemption does not extend to the following per Chapter Tax 12.40(3)(4)(b, c, d):

(3)(b) The exemption for industrial waste treatment facilities does not extend to
“unnecessary siltation resulting from operations such as the washing of vegetables
or raw food products, gravel washing, stripping of lands for development of
subdivisions, highways, quarries and gravel pits, mine drainage, cleaning of
vehicles or barges or gross neglect of land erosion” as provided in s. 281.01 (7),
Stats.

(3)(c) The exemption for industrial waste treatment facilities does not apply to
conversion of an industrial furnace from one type of fuel to another type of fuel, or
to the increased height of a smoke stack to diffuse emissions over a wide area or
increments to property held for the production of income but which may be
indirectly related to pollution abatement. However, the installation of a scrubber
or electrostatic precipitator in a smoke stack could qualify for exemption.

(3)(d) The exemption for industrial waste treatment facilities does not apply to
monitoring equipment that is not a component or integral part of a waste
treatment facility.

Section 70.11(21)(am), Wis. Stats. states, "All property purchased or constructed as a waste
treatment facility used exclusively and directly to remove, store, or cause a physical or chemical
change in industrial waste or air contaminants for the purpose of abating or eliminating pollution
of surface waters, the air, or waters of the state if that property is not used to grow agricultural
products for sale and, if the property's owner is taxed under ch. 76, if the property is approved by
the department of revenue. The department of natural resources and department of health services
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shall make recommendations upon request to the department of revenue regarding such property.
All property purchased or upon which construction began prior to July 31, 1975, shall be subject
tos. 70.11 (21), 1973 stats.”

Common Waste Treatment Exemption Property

This list serves as a guide for determining waste treatment facilities.

Land
Land used to:

o Spread treated wastewater if the land is not used to grow agriculture products
for sale. If the cover crop is given away or not harvested at all, the land would
qualify for the exemption as long as the rest of the statutory requirements are
met.

¢ Land containing industrial wastewater ridge and furrow systems and holding
ponds.

e Store industrial waste.

Land Improvements
Land improvements used to:

e Hold industrial wastewater such as ridge & furrow systems.

Building Structures
Building structures used to:

e Exclusively house equipment performing a waste treatment process.
e Buildings with mixed use of any kind do not qualify.

Equipment
Equipment used to:

e Treat industrial waste from plating and etching operations.
Recover gasoline vapor at gas stations.

e (Clean air contaminants from spray painting stations or booths. Note: paint
heaters are taxable.
Recover and recycle Freon.

e KEliminate contaminates like grease and oil.
Provide for groundwater remediation. This includes such items as telemetry
systems, soil vapor extraction units, ground water aeration units, granular
activated carbon units & recovery, injection wells, air stripping units, and
liquid phase carbon units.

o Recover waste oil.
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e Burn gasses produced by industrial landfill operations. This includes such
items as turbines and compressors.

Remove and store contaminated liquids such as transfer pumps and tanks.
Treat drained contaminants such as radiator fluid.

Treat fly ash such as a precipitator and handling system.

Gasify wood waste.

Control emissions.

Remove and store waste such as electrical, piping, and tanks.

Collect dust.

Control fumes such as fume hoods.

Treat contaminated water before released into ground water—commonly
referred to as remediation systems.

Clean and sanitize medical re-useable waste containers.

Spread treated waste over land.

Extract and recycle radiator fluid.

Vacuum asbestos.

Chip and grind scrap wood into sawdust.

Incinerate solid waste.

Recycle paint thinner.

Recover petroleum.

Remove, recover, or reclaim chemaicals.

Pump sludge.

Separate water from oil.

De-ionize or filter water prior to using it in a process.

Supplies

e Consumable supplies used in waste treatment facilities.

Property Specifically Excluded From Exemption

Land

e Land used to dispose of industrial waste and used to grow agricultural
products that are sold.

e Land used to store post-consumer waste, sewage treatment, and garbage
handling such as municipal sanitary landfills.

Land Improvements

e Monitoring wells located around the perimeter of industrial landfills that
monitor seepage from the landfill.
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Building Structures
Building structures used to:

e House equipment performing non-waste treatment functions in addition to waste
treatment operations.

Equipment

Equipment used to:

Convert a furnace for a different fuel type.

Treat uncombined water vapor such as steam.

Deal with siltation resulting from operations such as washing of vegetables or

raw food products, gravel washing, stripping of lands for development of

subdivisions, highways, quarries and gravel pits, mine drainage, cleaning of
vehicles or barges, or gross neglect of land erosion.

e Increase the height of a smokestack to diffuse emissions over a wider area.

o Monitor if it is not a component or integral part of a waste treatment facility
(to be an integral or component part of a waste treatment facility, monitoring
equipment must cause a reaction to take place that results in a physical or
chemical change to the waste.)

e Monitor employee safety.

Monitor the amount of discharge for reporting purpose or for charge backs such

as the amount of wastewater flowing to municipal water treatment systems.

Burn petroleum coke or tires including boilers.

Reduce chlorine dioxide or chlorine.

Crush, compact, or bale waste to reduce volume for ease of transportation.

Detect leaks.

Replace PCB filled transformers with non-PCB units.

De-ionize or filter water.

Valuation of Property With a Contaminated Well

Section 70.327, Wis. Stats., states: “In determining the market value of real property with a
contaminated well or water system, the assessor shall take into consideration the time and
expense necessary to repair or replace the well or private water system in calculating the
diminution of the market value of real property attributed to the contamination.” This means
that the market value should reflect the cost to cure the problem; that is, the cost to either
repair or replace the well or private water system. Assume that the assessor is valuing a
property with a contaminated well and it would cost $3,000 to drill a new well. The assessor
has analyzed sales of comparable new properties with good water supplies and determined
that the subject property would sell for $66,000 if it had a good water system. The assessor
would then subtract the $3,000 cost of the new well from the $66,000 to arrive at a
replacement cost new of $63,000 for the subject property.
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This reflects the action of purchasers in the marketplace. If a purchaser can purchase a
comparable property for $66,000, the purchaser will not spend $66,000 for the subject
property plus an additional $3,000 for a new well. However, a purchaser could be expected to
spend $63,000 for the property and then pay $3,000 to drill a new well.

NOTE: When dealing with other than new properties, an estimate of the effective age of the

well and total property must be made and the dollar values added or subtracted accordingly.
See WPAM, Volume I, Chapter 7, for a more complete discussion of depreciation.
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Chapter 7
Part 1: Real Estate Concepts

Part I of this chapter provides a background in real estate terms and concepts that every
assessor must know in order to accurately identify what is being valued.

The assessor will frequently encounter the terms “real estate” and “real property.” In
appraisal terms, real estate refers to the physical items; the land and any structures and
improvements located on the land while real property is the rights, privileges, and benefits
of owning the real estate. Sec. 70.03, Wis. Stats., states “The terms ‘real property’, ‘real estate’
... shall include not only the land itself but all buildings and improvements thereon, and all
fixtures and rights and privileges appertaining thereto.” Thus, for assessment purposes in
the State of Wisconsin, the terms ‘real property” and ‘real estate’ are synonymous

Bundle of Rights

In sec. 70.03, Wis. Stats. the definition of real property includes “all fixtures and rights and
privileges appertaining thereto.” This means the assessor must not consider only the physical
attributes of the land and improvements but the intangible benefits that are associated with
them. These intangibles are collectively called the bundle of rights and include the following:

The right to sell an interest

The right to lease an interest and to occupy the property
The right to mortgage an interest

The right to give an interest away

The right to do none or all of these things

VVVVY

It is possible to own all or just some of these rights. The extent of ownership of these rights
determines what kind of estate, or interest, one has in the property.

When a property owner possesses all the bundle of rights, they have a fee simple ownership
interest (or a fee simple estate) in the property. A fee simple ownership interest is the fullest
form of private ownership subject only to certain government limitations. The estate has no
time limit on its existence, is inheritable, and is freely transferable during the owner’s life by
gift or sale.

Public Restrictions on Real Property

The bundle of rights is subject to certain governmental limitations which may or may not
affect the market value of property. These limitations include:

Taxation - the power to tax property to raise revenues to support government. Any unpaid
property taxes represent a lien on property. That is, the property itself becomes security for
the payment of the debt. Tax liens have priority over all other liens.

Police Power - the right to regulate the use of property for the public welfare. Examples of
police power include zoning ordinances, housing and building codes, and subdivision controls.
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Escheat - the power to take title to property if the owner dies without an heir.

Eminent Domain - the power to take property for public use provided the property owner
receives just compensation. An example of eminent domain would be the condemnation of
property for redevelopment. When the government takes or uses property without providing
compensation, it is considered police power rather than eminent domain.

Private Restrictions on Real Property

A property owner’s bundle of rights may also be subject to private limitations. These
limitations may be created either voluntarily (by deed or contract) or involuntary. They may
end at the time of transfer or go with land, in which case the sale of the property does not
cancel these limitations. These may, or may not, affect the value of the property. Private
restrictions can be divided into two major types: liens and encumbrances.

Liens

Liens are typically cases where another party holds a legal financial interest in the property.
A lien may entitle the creditor to have the property sold to satisfy the debt. When this occurs,
any liens on a property are paid off in the same sequence in which they are recorded, except
for tax liens which have priority over all other liens. Examples of other liens include
mortgages, home equity loans, and mechanics liens.

Encumbrances

Deed Restrictions — Deed restrictions are limitations incorporated into deeds. They are a
form of private zoning and limit land use. Deed restrictions may control such things as
minimum lot size, setback requirements, minimum building value, building type or size, etc.

Easements — An easement is an interest in real property that transfers use, but not
ownership, of a portion of the owner’s property. In most cases the easement designates a
specific use and/or a specific portion of the property. An easement may be in the form of a
surface, subsurface, or overhead easement. An example of a surface easement is a shared
driveway; an easement for mineral rights is a subsurface easement; air rights are an example
of an overhead easement. In the United States, most properties have utility easements
granting utility companies access to the property for the purpose of running gas, electric, and
other utility lines.

Life Estate — A life estate is an ownership interest in property that is not inheritable. It
expires upon the death of the person against whose life it is measured. At that time it reverts
to the owner who granted the estate (or the owner’s heirs). An individual who is granted a
life estate receives all rights to the property for his/her life, including the right to sell the
property; however, the life estate would still expire upon the death of the individual to whom
it was originally granted.

Leases — A lease is a contract between the property owner and tenant which transfers a
portion of the bundle of rights in exchange for rent. When a property is sold, the rights of the
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tenant are usually not extinguished. The existing leases remain intact and must be honored
by the new property owner.

Encroachments — An encroachment is the unauthorized use of the property by an
individual who does not own it, such as a neighbor’s fence or driveway extending over the
property line. An encroachment can make the title to a property unmarketable unless this
restriction on the title is clearly stated in the sales contract.

Ownership Interests

Under most circumstances, the notion of fee simple ownership is hypothetical. The Appraisal
of Real Estate, 13th Ed., ©2008 Appraisal Institute states, “The complexity of real property
ownership in the United States today suggests that a true fee simple interest seldom exists
because nearly all properties are encumbered to some degree by easements, reservations, or
private restrictions. Although most appraisers define the interest being appraised as a fee
simple interest, once a partial interest is created by a lease, a mortgage, or by any other
restriction, the fee simple interest becomes largely theoretical”.

So what is the assessor actually valuing? The short answer is that the assessor values only
those rights in the bundle that the owner is able to convey, and only inasmuch as those rights
have market value.

The assessor must consider what effects public restrictions (e.g. zoning) might have on the
value of the property. When the title to a property has an encumbrance against it (easements,
life estates, leases, encroachments, etc.), the assessor must consider how the encumbrance(s)
affects market value and adjust the value accordingly. The assessor does not evaluate liens
as these do not normally affect the market value of a property.

Real Estate Instruments

While a deed is the only legal instrument that transfers title (ownership) to property,
contracts can be used to contract for the transfer of real estate. Title to the property does not
pass, however, until the contract is fulfilled and a deed has been delivered to the buyer. The
two main contracts that are used in regard to the sale of property are land contracts and
option contracts.

A land contract is a contract between a seller and buyer in which the seller promises to convey
the property to the buyer at a specified time in the future and the buyer is obligated to make
installment payments to the seller. The seller retains title to the property until all of the
terms of purchase have been met. The buyer receives title to the property upon satisfaction
of the land contract.

With an option contract the property owner gives a prospective purchaser the right to buy a
property at a specified price within a given period of time. An option contract binds the owner
of the property for the period of the option; however, the prospective purchaser is not bound
to purchase the property. If the option is accepted by the prospective purchaser during the
option period, that person becomes the buyer and the option becomes a binding contract.

7-3 Revised 12/11



Deeds

A deed is used to transfer title from the seller to the buyer. The seller of real estate executes
the deed and is called the grantor. The buyer, or recipient of the deed, is the grantee. All
deeds are recorded in the office of the Register of Deeds.

There are numerous types of deeds used to transfer title. A warranty deed is the one preferred
by buyers since it contains certain guarantees that the title has no defects. Other deeds, while
not as desirable as a warranty deed, are commonly used and will be briefly discussed.

Warranty Deed. Under a warranty deed, the seller guarantees to the buyer that the title is
free and clear of encumbrances except those mentioned expressly in the deed. The guarantees
or warrants included in a warranty deed are the following:

1. The covenant of seizin — This guarantees that the seller owns the property and
has the right to transfer title.

2. The covenant of quiet enjoyment — The seller guarantees that the buyer will
not be disturbed by other persons claiming to have a right to the property.

3. Covenant against encumbrances — This is a promise that there are no
encumbrances on the property which have not been mentioned in the deed.

4. Covenant of further assurance — The seller promises to obtain any further
documentation as necessary to perfect the title.

5. Covenant of warranty forever — The seller promises to defend the title against
claims of persons contesting title even if it occurs after title is transferred to
the buyer.

Special warranty deed. Similar to a warranty deed in that it too, contains certain promises
or covenants that the title is free of defects. The difference is that with a special warranty
deed the seller guarantees the title only against defects occurring during the time that the
seller held title to the property.

Quit-claim deed. Does not guarantee or imply the existence, quantity, or quality of the
seller’s interest in the property. It simply passes all of the interest in the land that the grantor
might have and can lawfully convey. Quit-claim deeds are typically used to clear up flaws in
the title.

Correction deed. Corrects a previously recorded deed that may contain an error, such as
an incorrect legal description, or a misspelled name.

Sheriff’s deed. Used in cases where the sheriff acts as the grantor for the benefit of the
public. A sheriff’s deed may be used in cases of mortgage foreclosure, partition, or execution.
A sheriff’s deed contains no warranties on the title.

Trustee’s Deed. Used when the property is sold that is held in a trust. The trustees of the
trust need to sign the deed and guarantees the title only against acts by the trustees.
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Personal Representative’s deed. Used when property of an estate is sold, with the
executor of the estate acting as the grantor. A Personal Representative’s deed guarantees the
title only against acts by the Personal Representative.

Involuntary Transfer

An involuntary transfer is one in which the title (ownership) to real estate is transferred
without the consent of the property owner. Types of involuntary transfer include:

Condemnation — The government, through its power of eminent domain, takes title to
property for a public purpose in exchange for just compensation by this process.

Adverse Possession — A person takes possession of another’s land without that person’s
permission and acquires titles to the land. The person seeking to gain title must actually take
possession of the land, and that possession must be hostile (without the owner’s consent),
open and notorious, and continuous for twenty years. A title based on adverse possession is
not marketable in Wisconsin unless the adverse possessor takes legal action to “quiet the
title.” This is the process of having the court enter a judgment showing the title of record to
be in the adverse possessor.

Foreclosure Sale — This is an involuntary sale of a debtor’s property with the proceeds used
to pay unpaid obligations. When property is used as security for a debt, foreclosure is the
creditor’s means of collecting the debt if the financial obligations are not met.

Partition Sale — A person having an interest in real property jointly or in common with
others (as in the case of a tenancy in common or joint tenancy), may petition the court to
partition or separate the various interests. If the property cannot be physically divided, the
court may order a sale of the property and division of the proceeds among the joint owners.

Accretion — A person may acquire title to a portion of another person’s land when accretion
occurs. Accretion is the gradual adding of soil to land by natural deposits. This can occur by
either reliction or alluvion. Reliction is the gradual uncovering of land caused by the recession
of a body of water. Alluvion is the process by which the washing of a body of water causes
sand or soil to be deposited upon land, forming additional land.

Escheat — The state acquires title to property when the owner dies without a will or heirs.

Voluntary Transfer

When a property owner transfers the title to property of his or her own accord the transfer is
voluntary. Methods of transfer which are considered voluntary include:

Sale — The right to sell property is part of the bundle of rights. Any property owner may

voluntarily sell his or her property, limited by only governmental requirements for transfer
of ownership.
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Gift — A property owner may give away the title to property to a private individual or to
government. When property is given to the government as a gift, it is referred to as a
dedication.

Will — Title to property may be passed to a property owner’s heir(s) by will. The process of
transferring title by will is known as devise.

Descent — When a person dies “intestate” (without leaving a will) he or she has voluntarily
agreed to allow the state to distribute the estate to the heir(s) according to the statute of
descent and distribution. State laws prescribe the person(s) to inherit title to property when
an individual dies intestate.

Patents — A private individual may voluntarily take title to public lands by patent. A patent
is the legal document used to transfer title to public (state owned) lands and is only issued
upon full payment of the purchase money, and any taxes and interest due on the property.

Transfer-in-Effect — While not a legal term, this applies to situations where a lease
arrangement provides the lessee with control of the real estate to the point where the lessee
becomes the ‘beneficial owner’.

Deferred Like-Kind Exchange — The sale of investment real estate is usually a taxable
event. To postpone paying a capital gains tax due to an investment property sale; many
property owners structure the sale as a deferred like-kind exchange. Section 1031 of the
Internal Revenue Code contains detailed instructions about deferred like-kind exchanges.
Essentially the owner sells one property (relinquished property) and purchases another one
(replacement property) within certain time periods. To adhere to the IRS Code and postpone
the gain, the transactions must follow strict rules and occur within inflexible time frames.

Generally, both the sale of the relinquished property and the purchase of the replacement
property are separately negotiated transactions between different parties.

Data Validation

The real estate transfer return is the vehicle for collecting information about the transfer of
real property in the State of Wisconsin. Not all of the transfers captured are valid for use in
assessment functions. Validation is the process of examining each transaction to determine
whether it’'s an arm’s-length sale useable for modeling, appraisal, assessment, or ratio
analysis. The assessor must review each transaction recorded in the real estate transfer
return system and identify those that are valid sales. For each transaction that does not meet
validation criteria, the assessor enters the appropriate rejection code into

DOR’s Provide Assessment Data (PAD) system. Typical reasons for rejecting sales, both
arm’s-length and non-arm’s-length, are identified in the Rejection Criteria section of Chapter
14.

Part 2: Concepts of Value

In simplest terms, an assessment is an opinion of value. This does not imply however, that
one opinion is as good as another. There are valid and accurate assessments and there are
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invalid and inaccurate assessments. The validity of an assessment can be measured against
the supporting evidence from which it was derived, and its accuracy against the very thing it
is supposed to predict, the actual behavior of the market. Each is contingent upon the ability
of the assessor to document adequate data and to interpret that data in developing an opinion
of value.

Assessing real property, like the solving of any problem, is an exercise in reasoning. It is a
discipline founded on fundamental economic and social principles. From these principles
evolve certain techniques or approaches which, when applied to the valuation of property,
serve to explain the interaction of the marketplace. This chapter concerns itself with those
concepts, principles, and techniques basic to the evaluation process.

Standards of Value

The term ‘value’ can have different meanings depending on context and usage. Because the
number associated with different standards of values can fluctuate, the assessor must know
which value standard applies to the specific class of property, and the criteria for developing
it.

At one time, statutes required all general property to be assessed using the same standard
of value. The value standard was referred to as full cash value when applied to personal
property and as market value when applied to real property. Full cash value and market
value are considered one and the same.

In recent years, the state developed additional value standards in order to provide incentives
to protect and preserve the state’s agricultural lands and natural resources such as wetlands.
The legislature has established value standards for each classification of property. They are:

Classification Value Standard

Residential market value

Commercial market value

Manufacturing market value

Agricultural use value

Undeveloped Lands 50% of market value

Agricultural Forest 50% of market value

Productive Forest market value

Other market value

Personal Property full cash value (same as market value)

Market value —The definition of market value is the most probable price which a property
should bring in a competitive and open market under all conditions requisite to a fair sale,
the buyer and seller each acting prudently and knowledgeably, and assuming the price is not
affected by undue stimulus. Implicit in this definition is the consummation of a sale as of a
specified date and the passing of title from seller to buyer under conditions whereby:

1. Buyer and seller are typically motivated;
2. Both parties are well informed or well advised, and acting in what they
consider their own best interests;
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A reasonable time is allowed for exposure in the open market;

4. Payment i1s made in terms of cash in U.S. dollars or in terms of financial
arrangements comparable thereto; and

5. The price represents the normal consideration for the property sold unaffected

by special or creative financing or sales concessions granted by anyone

associated with the sale

The following definitions, except full value, are taken from The Dictionary of Real Estate
Appraisal, fifth edition by the Appraisal Institute.

Use Value in real estate appraisal is the value a specific property has for a specific use; may
be the highest and best use of the property or some other use specified as a condition of the
appraisal.

Value in Use is the value of a property assuming a specific use, which may or may not be
the property’s highest and best use on the effective date of the appraisal. Value in use may
or may not be equal to market value but is different conceptually.

Investment Value is the value of a property interest to a particular investor or class of
investors based on the investor’s specific requirements Investment value may be different
from market value because it depends on a set of investment criteria that are not necessarily
typical of the market. Investment value reflects that subjective relationship between a
particular investor and a given investment. However, if the investor’s investment
requirements are similar to the markets, investment value will equal market value.

Going Concern Value 1. The market value of all the tangible and intangible assets of an
established and operating business with an indefinite life, as if sold in aggregate; more
accurately termed the market value of the going concern. 2. The value of an operating business
enterprise. Goodwill may be separately measured but is an integral component of going-
concern value when it exists and is recognized.

Business Enterprise Value (BEV) is the value contribution of the total intangible assets
of a continuing business enterprise such as marketing and management skill, an assembled
work force, working capital, trade names, franchises, patents, trademarks, contracts, leases,
customer base, and operating agreements.

Insurable Value is a type of value for insurance purposes.

Full Value Throughout this manual this term means the value at 100% of the value
standard. This is the value that should be applied in assessing the property per Wisconsin
statutes.

Use Value
Wisconsin’s standard for valuing agricultural lands is use-value. Use-value is based on the

probable income that can be generated through use of the land. The process for valuing
agricultural lands is discussed extensively in Chapter 11 and its appendices.
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Market Value

The definition of market value is ‘the most probable price paid by a willing buyer to a willing
seller in an arm’s-length transaction’.

The basis for the assessor’s valuation of real property is found in sec. 70.32(1), Wis. Stats.:

“Real property shall be valued by the assessor in the manner specified in the
Wisconsin property assessment manual under Section 73.03(2a), Wis. Stats.,
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. In determining the value, the assessor shall
consider recent arm’s-length sales of the property to be assessed if according
to professionally accepted appraisal practices those sales conform to recent
arm’s-length sales of reasonably comparable property; recent arm’s-length
sales of reasonably comparable property; and all factors that, according to
professionally acceptable appraisal practices, affect the value of the property
to be assessed.”

The scope of the assessor’s valuation is defined in sec. 70.03 Wis. Stats. which states “Real
property...includes not only the land itself but all buildings and improvements thereon, and
all fixtures and rights and privileges appertaining thereto...”.

The goal of the assessor is to estimate the current market value of the bundle of rights for a
particular property, considering only those rights and privileges that the owner, or beneficial
owner, can transfer to a willing buyer in an arm’s-length transaction.

Wisconsin Courts have declared that, when applying the market value standard, the assessor
must base the value of a property on the arm’s-length sale price of the subject property or the
sales of reasonably comparable properties, if available. Therefore, the assessment of any
property should reflect the arm’s-length sale price of the subject, or its probable selling price
if no sale has occurred.

Uniformity

Section 1, Article 8 of the Wisconsin Constitution states that “The rule of taxation shall be
uniform...”. This directive is woven throughout chapters 70 and 73 of Wisconsin Statutes in
the structuring of the laws for the assessment and taxation of real property. Uniformity in
taxation ensures equity among taxpayers and, through the equalization process, equity
among jurisdictions across the state.

Uniformity occurs when all property is assessed at full value or when all classes of property
are assessed at the same percentage of full value. Because appraising is not an exact science
and is based on the ‘typical buyer and typical seller’ there will always be variances in
individual properties. The ideal of every single property being valued at exactly 100% of its
value, no more, no less, is a practical impossibility. The statutes have acknowledged this by
allowing assessments to range from 90% to 110% of full value.
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At a broader level, there is uniformity as applied across municipalities. This ensures that
each community bears its fair share of the tax burden. This becomes uniformity at the state
level. Equalization is the method used to achieve a high degree of uniformity (equity) across
communities at the state level.

The primary source for the concept of uniformity in the Wisconsin assessment process comes
to us directly from the Wisconsin Constitution. Section 1 of Article 8 reads as follows:

Article VIII. Finance.

“Section 1. [Rule of taxation uniform; income, privilege and occupation taxes.]
The rule of taxation shall be uniform but the legislature may empower cities,
villages or towns to collect and return taxes on real estate located therein by
optional methods. Taxes shall be levied upon such property with such
classifications as to forests and minerals including or separate or severed from
the land, as the legislature shall prescribe. Taxation of agricultural land and
undeveloped land, both as defined by law, need not be uniform with the
taxation of each other nor with the taxation of other real property. Taxation
of merchants' stock-in-trade, manufacturers' materials and finished products,
and livestock need not be uniform with the taxation of real property and other
personal property, but the taxation of all such merchants' stock-in-trade,
manufacturers' materials and finished products and livestock shall be
uniform, except that the legislature may provide that the value thereof shall
be determined on an average basis. Taxes may also be imposed on incomes,
privileges and occupations, which taxes may be graduated and progressive
and reasonable exemptions may be provided.”

This has become to be known as the Uniformity Clause.

There are three basic principles of uniformity which apply to each constitutional class of
taxable property:

1. All property within the class must be taxed on the basis of equality so far as
practicable and all property must bear its burden equally on the full value
basis of the value standard for that statutory class (market value for personal
property, residential, commercial, manufacturing, productive forest, and
other; use value for agricultural; and 50% of market value for undeveloped
and agricultural forest).

2. While there can be no classification of property for different rules or rates of
property taxation, the legislature can classify as between property that is to
be taxed and that which is to be wholly exempt, and the test of such
classification is reasonableness.

3. There can be variations in the mechanics of the property assessment or tax
imposition so long as the resulting taxation shall be borne with as nearly as
practicable equality on a full value basis of the value standard for that
statutory class with other taxable property.

Uniformity does not mean that the assessments must be at the full value of the statutory
value standard. It does require that assessments be at the same percent or fraction of the full

7-10 Revised 12/11



value upon which the statutory class is based. Uniformity is required for all property in a
constitutional class, which includes all taxable property.

Uniformity does not require that the identical method or approach be used in determining what the
assessed value should be. The ultimate goal is equality between the tax burden of each of the
property owners, and that is achieved by using the most appropriate and effective approach
or methodology for calculating the assessed value using the value standard for that statutory
class. For example, it is incorrect to presume that all items classified as personal property
should be valued using the year of acquisition times the annual factor shown in the schedules
DOR provides. The assessor must recognize that in some instances the sales comparison
method, or some other methodology, may yield a more reliable indicator of true cash (i.e.
market) value. What is critical for uniformity is not the methodology used, but that the tax
burden of each dollar’s worth of one sort of property is liable for exactly the same tax as a
dollar’s worth of any other property in that statutory class.

There are circumstances where the assessment process has resulted in non-uniform
treatment of properties on the roll. The uniformity clause is violated where the assessor has
significant differences between assessment to full value ratios of statutory classes
(residential as compared to commercial or personal property, for example), or strata within a
statutory class (on water vs. off water residential; newer vs. older homes). Changing the
values of properties in certain neighborhoods while not adjusting the values in other
neighborhoods, particularly when sales activity shows relative values are changing, fails the
uniformity test. Singling out specific properties as a result of a sale of the subject, while not
addressing all properties, would be another arbitrary method of assessment resulting in non-
uniform assessments.

Valuation Principles

Appraisal and assessment theory identify various principles to explain the actions of the real
estate market. The interaction of these principles produces the actions of the real estate
market. The application of these principles forms the basis of the techniques used by the
assessor to arrive at the market value of a given property.

Assessors need skills in both mass appraisal and single-property appraisal. Both appraisal
methods are based on the valuation principles discussed in this section.

Supply and Demand

Market value is determined by the interaction of the forces of supply and demand. Demand
is represented by buyers with similar desires and resources. Supply is represented by all of
the properties that are similar in the eyes of those buyers. The greater the supply of a
commodity, the lower its value; and conversely, if there is a scarcity of a commodity, its value
will be greater. For example, if the population of an area increases without a corresponding
increase in housing, the value of residential space would increase. On the other hand, if there
were an increase in residential construction while the population remains stable or decreases,
the market value of residential property would probably decrease. The assessor must be
knowledgeable of the supply and demand factors and be able to analyze the effect of changes
in either factor on market value.
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Highest and Best Use

Highest and best use is defined as that use which over a period of time produces the greatest
net return to the property owner. The possible uses of a property have a significant influence
on its value. Because most properties could be put to a number of different uses, it is
necessary to determine which of the possible uses is the highest and best use. There are a
number of factors that influence the highest and best use of a property.

The contemplated use must be legal. That is, it must not violate any government regulations.
This would include such items as zoning, building codes, health codes, criminal laws, and
other regulations. For example, an office building may represent the greatest net return on
a parcel of real estate; however, if this use is prohibited by zoning laws, it does not represent
the highest and best use.

The use must be complementary. It must be in balance with the uses of the property around
it. This is explained in the principle of conformity.

The highest and best use should not be a highly speculative use. The use should produce the
greatest net return over a reasonable time period. An income stream of high return over a
short time may not be as valuable as that use which generates a smaller income but over a
longer period of time.

The highest and best use of a property can change over time. Changes in the economy, society,
and neighborhood can result in new uses of properties. Therefore, the assessor should be
periodically reviewing the data on highest and best use and change the conclusions if
necessary.

Assessors should start with the assumption that the current use is the highest and best use.
However, it is important to recognize that the current use of a particular property does not
necessarily represent the highest and best use or the full market value of the property. All of
the available uses of the property should be considered.

Substitution

Assuming that a property is replaceable, the market value is usually set by the cost of
acquiring an equally desirable property. The premise of the principle of substitution is that
a prudent purchaser will pay no more for a property than the cost of building an equivalent
structure, or purchasing an existing property with similar utility or income generating
capacity. This principle is the basis for the cost, income, and sales comparison approaches to
value, which will be discussed later in this chapter.

While the principle of substitution is the basis for the three approaches to value, the terms
“cost” and “sale price” may not always be synonymous with market value. Cost and sale price
represent a historical figure for a specific property at a specific time. Cost and/or sale price is
not always indicative of market value. For example, a buyer may be willing to pay more for
an existing house than the cost of building it new because the new house would require
waiting 4-6 months for construction to occur.
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Contribution

This principle states that the value of an element or a component of a property is worth only
what the element or component adds to, or subtracts from, the whole property value. The
principle of contribution is the basis for the adjustment process of the comparable sales
approach. In this approach, adjustments are made based on how much the presence or
absence of an element affects the market value of a property. For example, a property owner
may spend $5000 to add a half-bath to his or her home; however, the value of the home may
only increase by $4000. Thus, the contribution of the half-bath to the overall value is $4000.

Increasing and Decreasing Returns

This principle says that value increases as investment increases until a certain point is
reached, at which point additional expenditures will result in decreasing returns. This
principle can be likened to a farmer’s use of fertilizer. As fertilizer is added, crop production
increases to a point; after this point, the addition of fertilizer increases production at a
decreasing rate until successive additions begin to decrease production by killing the crop.

An example of increasing and decreasing returns is a residential attached garage. If most
homes in a neighborhood have a two car garage and sell for $5,000 more than a house with
no garage, then the owner can expect to increase the value of his residence $5,000 if he builds
a two car garage. This amounts to a return of $2,500 per stall. If he builds a three stall garage,
he will likely get $2,500 each for the first two stalls but a lesser amount for the third stall.
The typical buyer is happy with this additional amenity but it is more than he expects so he’s
not willing to pay as much for it as for the first two stalls. If the owner builds a 6 car garage
the added investment may actually decrease the value of his property because the garage
does not conform to the typical neighborhood house.

Anticipation

One definition of value is the present worth of anticipated future benefits. These future
benefits can be the amenities of home ownership, the receipt of an income, a place to run a
business, or any other benefits that may be projected. It is the conversion of anticipated
future benefits into a present value that is the basis of the valuation of property in the income
approach.

Change

The factors that affect market value are constantly changing. Not only are economic, social
and government forces constantly changing, but the property itself is subject to change.
Because change is constant, every opinion of value is meaningful only in the context of the
date to which is applies. In Wisconsin, assessment values are always as of January 1. Any
changes to the property, economy, or any other financial factors affecting value that occur
after that date, are not considered until the following assessment cycle.
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Conformity and Balance

The value of a property tends to increase when it conforms to the standards of the
neighborhood. Conversely, value may decrease due to the presence of inharmonious use or
conditions. For example, a residential property is likely to be at its highest value when it
conforms to neighboring properties in age, size, condition, and construction quality. Zoning
and land use planning are based on the principles of conformity and balance.

When a residential neighborhood has the necessary support facilities such as stores, schools,
churches, and recreational area, it is said to be in balance, and barring any outside factors,
values will probably be stable or increase. If a non-conforming use, such as a heavy industrial
plant or truck terminal, were located in a residential neighborhood, values of residential
property would probably decline.

The principle of conformity is one of the reasons for the growth of industrial parks. The plants
can be separated from residential areas and, by being grouped in the same area, they lend
support and uniformity to each other.

Another aspect of this principle concerns competition. A neighborhood or municipality can
support only a certain number of restaurants, supermarkets, shopping centers, theaters, and
so forth. When there is a greater number of one type of property than the area can support,
this tends to depress the value of most, if not all, similar properties.

Valuation Considerations

This section describes how to apply the previously discussed valuation principles and
concepts to the valuation of real property. Application of the principles requires the assessor
to understand the trends and factors that affect value in general and hence affect the value
of an individual property. These valuation considerations apply to both individual appraisal
and to mass assessment.

Market Conditions

Real property valuation does not exist in a vacuum. It is not enough for the assessor to apply
the principles of valuation to a specific property. The assessor must also be aware of the
trends and factors that occur on the international, national, and regional levels as well as
those factors which have an influence at the neighborhood and municipal levels.

International, national, and regional forces affect the value of property indirectly. At this
time, conditions are such that the world has become more interdependent. National and
international events influence almost every municipality. The value of currencies, the price
of oil, the rate of inflation, the unemployment level, changes in population, and shifts in
demographics may all have an influence on property values.

Neighborhood Analysis

The assessor should consider those factors that have a direct and immediate impact on value
in a neighborhood. The first step is to identify neighborhood boundaries. There are basically
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three types of boundaries: man-made, geographical, and political. Man-made boundaries
include freeways, highways, railroad tracks, streets, and property use. Lakes, hills, rivers,
swamps, and similar features are all examples of geographical boundaries. Political
boundaries can be city limits, school districts, zoning areas, and aldermanic wards. Once the
assessor has defined the various neighborhoods in the municipality, it is then possible to
analyze each neighborhood in terms of the physical, economic, governmental, and social
forces that affect it.

Physical Factors

Location. The most important physical factor is typically location. All real estate derives its
value from its location.

Appearance. The physical appearance of a neighborhood affects all types of property. Well-
maintained residential areas are more desirable than those that are dilapidated. This is also
true of other property. Commercial areas of run-down buildings, inadequate parking, poor
lighting, and poor snow removal are not as desirable as those that are well-maintained.

Traffic. In residential areas curved streets, cul-de-sacs, and dead ends are desirable to keep
out heavy traffic and to keep speeds down; however, in industrial and commercial areas the
opposite is true. In such areas, roads capable of carrying heavy traffic are needed to facilitate
the movement of customers and trucks.

Soil and Subsoil Conditions. This can determine the use of a property. For agricultural
properties, soil conditions determine what crops can be grown. The supporting capabilities of
the subsoil can also determine the size and type of structure that can be built.

Economic Factors

Population. Any growth, decline, or shift in the population can have an effect on value.
People moving into an area increases the demand for housing and services.

Property Use. When the uses of property in a neighborhood are in balance, value is
enhanced. Balance is achieved when the mix of property uses, generally achieved through
zoning, results in property uses that support each other. Examples are adequate commercial,
retail, parks, schools, and other amenities to support residential neighborhoods and easy
access to highways to transport goods from industrial facilities.

Assessment. Assessments should be uniform not only within a neighborhood, but also
between neighborhoods. If a neighborhood is not assessed uniformly, it can create an artificial
competitive advantage or disadvantage.

Governmental Factors

Municipal Services. The availability and adequacy of such services as schools and fire and
police protection will influence the desirability of a neighborhood.

Planning and Zoning. Good planning and zoning create a balance in a neighborhood (See
economic factors above)
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Building Codes. Building code requirements affect the cost of construction and remodeling.

Social Factors

Social factors include population trends, family size, education trends, crime rates, and age
distribution. They also include the availability of recreational, social, and cultural facilities.

Property Considerations

The assessor must derive a land value for each parcel and, if improvements exist, the assessor
must place a separate value on all improvements. These values are listed separately on the
assessment roll according to sec. 70.32 (2a), Wis. Stats. If a property has sold, the assessor
must apportion the sales prices between land value and improvement value. This section
discusses the various factors which affect land and improvement value.

Conservation Easements

Limitations or restrictions on use may be incorporated into deeds. Restrictive covenants or
deed restrictions typically run with the land, regardless of the owner and may regulate land
use, minimum lot areas, building setbacks, minimum building value and maximum building
size. These types of private use restrictions on property may, or may not, affect the value of
a parcel.

Conservation easements represent private land use restrictions and may be more or less
stringent than zoning by the local government. However, sec. 70.32(1g), Wis. Stats. states in
part, “... the assessor shall consider the effect on the value of the property of any zoning
ordinance under s. 59.692 , 61.351 or 62.231 , any conservation easement under s. 700.40 ,
any conservation restriction under an agreement with the federal government and any
restrictions under CH. 91 .7

Section 700.40(1)(a), Wis. Stats. defines conservation easements as “... a holder's non-
possessory interest in real property imposing any limitation or affirmative obligation the
purpose of which includes retaining or protecting natural, scenic or open space values of real
property, assuring the availability of real property for agricultural, forest, recreational or
open space use, protecting natural resources, maintaining or enhancing air or water quality,
preserving a burial site, as defined in s. 157.70 (1) (b) , or preserving the historical,
architectural, archaeological or cultural aspects of real property.”

Conservation easements are usually established by a grant from the owner to a qualified
government or charitable organization “holder.” Section 700.40(1)(b), Wis. Stats. restricts
holders of conservation easements to: “1. Any governmental body empowered to hold an
interest in real property under the laws of this state or the United States. 2. Any charitable
corporation, charitable association or charitable trust, the purposes or powers of which
include retaining or protecting the natural, scenic or open space values of real property,
assuring the availability of real property for agricultural, forest, recreational or open space
use, protecting natural resources, maintaining or enhancing air or water quality, or
preserving the historical, architectural, archaeological or cultural aspects of real property.”
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The holder may pay the landowner for the value of the conservation easement, or accept the
interest as a donation. Conservation easements may only be obtained by qualified
government bodies and charitable organizations and only in a recorded document. In order
to qualify as a conservation easement, the recorded grant must include restrictions or
obligations whose purpose is to protect one or more of the conservation objectives listed in
sec. 700.40(1)(a), Wis. Stats.

Government agencies including Wisconsin DNR and some local government bodies and the
U.S. Departments of Agriculture and Interior all purchase conservation easements under the
Knowles-Nelson Stewardship Program, the Federal Farmland Protection and Forest Legacy
and other programs. Whether donated or purchased, a full narrative appraisal is often
prepared to determine the value of these conservation easements. Determining the assessed
value of property affected by conservation easements is a complex appraisal project. If an
appraisal is available, the assessor may find the information helpful in determining the
assessed value of the parcel.

Assessors should review each situation independently to determine the “bundle of rights” to
be valued while considering:

restrictions established by the easement

potential uses

duration of the recorded easement

the property’s location; and the boundary of the restricted land and its effect
on the parcel and appurtenant parcels.

The restrictions of a conservation easement may result in a redistribution of value on the
entire affected parcel. The impact of property restrictions on value is referenced in the
“Private Limitations On Property” section at the beginning of this Chapter. The restrictions
on the affected land may result in a change in value, either increased or decreased. The
adjoining or adjacent property or portions of the subject parcel may also have a change in
value due to the restrictions.

An assessor may not be aware of conservation easements since they are not separately
indexed by the Register of Deeds and are not recorded with a Real Estate Transfer Tax
Return. Assessors are not required to search public records to identify property within the
jurisdiction that are subject to conservation easements. However, if the assessor has
knowledge of a recorded conservation easement, the effect on the value on the affected
property shall be considered.

It is in the property owner's best interest to provide the assessor of the
municipality-information regarding the conservation easement and a qualified appraisal (if
available) by January 1st of the assessment year. The assessor shall consider the information
when determining the assessed value. Assessors should review and analyze the information
contained in the appraisal. The appraisal will become part of the property record card file.
The appraisal will provide information and an opinion regarding the impact of the
conservation easement on the value of the property. When a conservation easement is
discovered, the assessor should check to see if other parcels are subject to conservation
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easements. Other possible sources of information are the Wisconsin Department of Natural
Resources and the Real Property Lister.

The valuation of parcels subject to conservation easements should be valued at market value
based upon the best information available to the assessor. The best evidence of market value
1s sale of the subject property or sale of a similar property. When sales data is available, the
assessor can determine the impact on value based on the sales comparison approach. The
impact on value can be found by comparing the sales price of properties with conservation
easements with similar properties not subject to easements. Please see Chapter 9 for more
information on the Sales Comparison Approach to value.

Zoning

Local zoning ordinances, and how strictly they are enforced, can greatly influence value.
Zoning ordinances limit the permissible uses of the land. If land use is limited, the value may
be affected by zoning unless the purchaser can easily get the zoning changed to permit other
uses.

Limitations or restrictions on use may be incorporated into deeds. These restrictions
represent “private” zoning or restrictive covenants and may be more or less stringent than
zoning by government. Restrictive covenants, which are also referred to as deed restrictions,
go with the land, regardless of the owner, and may control such things as minimum lot size,
set back requirements, minimum building value, maximum building size, etc.

Special Zoning Restrictions

Section 70.32(1g), Wis. Stats. requires the assessor to “consider the effect on the value of the
property of any zoning ordinance under Section 59.971, 61.351 or 62.231, any conservation
easement under Section 700.40, any conservation restriction under an agreement with the
federal government and any restrictions under Chapter 91.”

The assessor should work closely with county and municipal zoning authorities to ensure
that property subject to the above conditions is properly identified. The assessor should also
consult the Soil Conservation Service, the Department of Natural Resources, and the
Department of Agriculture, Trade and Consumer Protection. They may have maps and other
information that identifies property subject to the above conditions.

Sections 59.971, 61.351, and 62.231, Wis. Stats. refer to county, village, and city zoning of
wetlands and shorelands. The purpose of the zoning is the efficient use, conservation,
development and protection of the state’s water resources. The assessor must check with
appropriate zoning authority to find out the provisions of the specific zoning ordinance. The
zoning ordinance will also specify the permitted and prohibited uses of the wetlands.

In general the ordinance prohibits the development of the wetlands for any use that alters
the existing condition of the wetlands. For example, residential, commercial, or industrial
development is not permitted without receiving a variance from the zoning authority.
However, although zoning ordinances change the way property can be used, they usually
allow the continuation of an existing use. For example, if the property is being used as a
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residence, this conforming use may continue. An enforced zoning ordinance can change a
property’s highest and best use. The assessor must monitor the zoning ordinances to be aware
of any changes that affect the highest and best use and thus the value of the property.

Chapter 91, Wis. Stats. relates to Farmland Preservation. Farmland preservation
agreements or transition area agreements are restrictive covenants running with the land,
for a term of years, whereby the owner and the state agree to hold jointly the right to develop
the land except as may be expressly reserved in the instrument.

Location

Location is a primary factor in the value of any particular property, though the factors
associated with location may vary based its use. For example, most retail establishments
place greater value on locations with visibility and access while residential property value
may be influenced by proximity to parks or schools.

Land Factors

Topography. Topography can determine the type of construction, the location of
improvements, and the potential uses of a property. It can also influence the cost of
developing improvements. For example, if a property is lower than surrounding properties it
may need fill to make it conform to the neighborhood, adding additional cost to building a
residence.

Soil Condition. The condition of the soil and subsoil can influence what can be built on a
site or what additional costs may be necessary to build. For example, swampy conditions may
require heavier and deeper foundations, or permit only light construction. The soil type and
condition also help to determine the productivity of agricultural land.

Natural Features. The natural features of a property can have a significant effect on its
value. Woods, water frontage, and views are just a few of the features which can affect value.
For example, a buyer may pay more for a site with an attractive view of a lake. The assessor
should be aware of what natural features may affect value, both positively and negatively,
when deriving the assessment. See WPAM Chapter 8 for a more detailed discussion of
riparian property.

Size. The size or area of a parcel can influence value. The assessor must be aware of the
useable area of a property. If a property includes a gully, ravine, or other disadvantage that
would prohibit building or cultivation on that portion, the assessor should take that into
consideration when deriving the assessment.

Shape. The shape of a parcel must be considered influences its utility which can significantly
affect value. The shape, together with the area of the parcel, will affect what uses are possible
and permissible under local zoning and private use restrictions.

Frontage. The distance which a property fronts a roadway, street, or body of water, will also

have an effect on its value. Frontage is usually expressed in front feet, and generally in terms
of a standard depth.
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Depth. This is the distance from the front to the rear of the parcel. When a parcel is not of
rectangular shape usually the two distances from the front to the corners are averaged to
give an average depth. Depth has an influence on value.

Water Influence. Buyers frequently place greater value on property that has a water view
or water frontage. The quality of beach, the extent and desirability of the view, the
availability of access to the water, and the type of water (lake, stream, pond, etc.) all affect
the value of a property.

Improvement Factors

To value property correctly, assessors must gather detailed information on the utility,
condition, desirability, and thus the marketability of the improvements. This information is
best obtained through an on-site viewing. An on-site viewing allows the assessor to gather
and record detailed data on any new construction, remodeling and other characteristics. This
ensures that each parcel has an accurate and up to date property record card.

Physical Characteristics

Physical characteristics such as age, condition, design, layout, quality of construction
materials and workmanship all have an effect on the value of improvements. Again, the
important characteristics vary between property types. For single family homes, the number
of bedrooms or bathrooms may matter. For office space, handicap accessibility features,
fenestration, and modularity may affect the value.

Size. The size of a building often influences value with smaller properties tending toward
lower values when compared to larger properties. However, when comparing the property
value per square foot, smaller properties may have higher per square foot values when
compared to larger properties.

Age. The age of the building can have an impact on the value of the property. Typically, a
property loses value as it gets older. This loss in value can be attributable to several factors
including: the aging of the building components (e.g. furnace, roof, wiring) or the lack of up-
to-date amenities. Historic properties may not lose as much value due to their unique
property characteristics. Remodeling and regular maintenance can reduce the effects of
actual age on value.

Condition. The condition of the building can have an impact on the value of the property. A
property in excellent condition generally has a higher value than a similar property in poorer
condition. Condition may be correlated with the age of the property. However, there can be
newer properties in poor condition and older properties in excellent condition.

Special Features. The property’s special features can have an impact on the value of the
property. Special features can include fireplaces in residential buildings, or off-street parking
in a commercial or industrial building.
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Economic Characteristics

The property’s economic characteristics can have an impact on the value of commercial
property because they have an effect on income. Characteristics which affect income include:
operating expenses, quality of management, tenant mix, rent concessions, lease terms, lease
expiration dates, renewal options, and lease provisions such as expense recovery clauses.

This is not an exhaustive list of the factors that can influence property value. The factors that
influence value can also vary by property type.

Part 3: Overview of Appraisal Practices

Single-property appraisal is the valuation of a particular property as of a given date; mass
appraisal is the valuation of many properties as of a given date, using standard procedures
and statistical testing. Both mass and single-property appraisals apply economic analysis.
Both have logical, systematic methods for collecting, analyzing, and processing data to
produce credible and reliable value estimates. Part III of this chapter provides an overview
for appraising an individual property. An overview of mass appraisal can be found in Part
IVv.

Scope

The appraisal process consists of determining what property rights are to be appraised;
collecting and validating data related to the property, the neighborhood, the market, and to
comparable properties and sales; developing preliminary values based on the three
approaches to value; then reconciling the results to determine the most probable market
value. Each of these steps is briefly described below.

Market Value of Bundle of Rights

The goal of the assessor is to estimate the current market value of the bundle of rights for a
particular property, considering only those rights and privileges that the owner or beneficial
owner can transfer to a willing buyer in an arm’s-length transaction. The first step in the
appraisal process is to identify the bundle of rights associated with the individual property.
All future steps in the process will require the assessor to keep these in mind when selecting
sales and analyzing data to be sure that an apples-to-apples comparison is being made. In
this way, equity among assessments (property owners) is enhanced.

Effective Date of Assessment

Section 70.10, Wis. Stats. sets the statutory assessment date as the close of January 1 of each
year. The assessment is based on the status of the property as of the close of that day.

In the case of partially completed improvements as of the statutory assessment date, the
assessor must value those improvements as they exist on that date.

For example, assume a property is worth $90,000 and the property owner has begun an

addition. However, as of January 1, only the foundation has been laid. The property should
be appraised at the $90,000 plus the value of the foundation as of January 1. Having a single
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valuation date for all property throughout the state is one of the steps that assist in ensuring
equitable assessments.

Data Collection

The characteristics of the property, including the land, site improvements, buildings, and any
other improvements should be visually inspected where possible (sec 70.32, Wis. Stats.) and
noted on the property record card. Building permits should be reviewed to determine any
effects on value of a property.

The Real Estate Transfer Return serves as the primary source of sales data for the assessor.
This automated system contains the name and address of the grantor and grantee, the date
of the transaction, the legal description of the property, and the amount of consideration.

The assessor should collect and verify data from other sources such as real estate brokers,
appraisers, lenders, newspapers, and multiple listing services. The assessor should be aware
of asking prices, listing prices, and typical market exposure time for the area as these may
indicate trends in the market.

When appropriate, information on leases, operating expenses, terms of sale, financing
considerations, and other particulars related to the characteristics, condition, or sale of the
property should be collected and verified.

Valuation Techniques: Overview of the 3 Approaches to Value

Having gathered data about the property, the neighborhood, and market conditions, the
assessor analyzes the data and develops an opinion of value. There are three traditional
approaches to developing the opinion of value: the sales comparison approach, the cost
approach, and the income approach. Each is based on a different valuation model.

The sales comparison approach, sometimes referred to as the market comparison
approach, is predicated on the principle of substitution; that the typical buyer will pay no
more for a property than it would cost to buy a reasonably comparable property. The sales
approach relies on recent market sales of similar properties to predict the probable market
price of the subject. Where sales differ from the subject, they are adjusted up or down in an
attempt to reflect how the market responds to the various differences. Examples of items that
may be adjusted are differences in age, condition, construction quality, the date of sale,
financing terms, amenities (number of bedrooms and baths, fireplaces, garages), and any
other factors to which the typical buyer would assign a dollar value. The amount of
adjustment must be reflected in sales data and not just a ‘guess’ on the part of the assessor.
The adjustment process is discussed further in the Sales Comparison section of this chapter
and more extensively in Chapter 8.

The income approach to value is based on the principle of anticipation. It is the calculation
of present value based on anticipated future benefits. Typically these benefits are in terms of
rents and other income that the property may produce either directly or indirectly. These are
compared to the typical rents and expenses of similar property types in developing an opinion
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of value. The income approach relies on estimating the net rent that the subject property
could generate, then capitalizing the rent by an appropriate rate.

The cost approach relies on determining either the reproduction or replacement cost of the
improvements, subtracting all depreciation, then adding the value of the land.

Board of Review and court cases often decide if the assessor used the most appropriate
approach. The assessor should carefully consider how the courts have ruled in specific cases
described in WPAM Chapter 21.

Reconciliation

Reconciliation is the process of evaluating and selecting from the alternative approaches to
value. Keep in mind that the three approaches to value are designed to be economically
“independent.” That 1s, the foundation for each reflects independent methods and data,
though all three methods require some correlation with sales data. For the sales comparison
approach, all analysis is based on sales data. For the cost approach, it is cost of construction
material, cost of labor, and depreciation data are emphasized. For the income approach, lease
information, operating expenses, and other financial considerations are emphasized.

The appraiser should consider all three approaches when estimating the value of a property.
However, whether an approach is developed or not will depend on the availability of reliable
data. For example, in most neighborhoods, single family dwellings are habited by the owners
so there is little rental data available for developing the income approach. In some cases, the
particular approach may not fit the characteristics of the property. For example, if the
property is a private zoo, there may be no sales of private zoos with which to compare the
subject.

Historically, the cost approach has not been a reliable indicator of value in older homes or in
homes with a great deal of depreciation so the cost approach might not be developed in these
situations unless the sales comparison and income approaches also lacked sufficient reliable
data.

The assessor can employ only those approaches to value for which there is adequate data to
develop an opinion of value. If more than one approach is developed in the appraisal, the
individual value estimates must be reconciled into one final value estimate for the property
giving greatest weight to the value derived by the approach that is most appropriate for the
type of property, best reflects conditions in the market place, and has the greatest degree of
reliability based on the quality of data.

The above discussion applies to the general concepts of valuation used by appraisers.
Assessors, and appraisers valuing property for assessment purposes, must use the
“Markarian hierarchy” in valuing real property. The Markarian hierarchy requires assessors
to first use a recent arm's length sale of the subject property. If there is no such sale, the next
step is to use recent comparable sales of other properties. Only if there are no recent
comparable sales of other properties should the assessor proceed to other indicators of value
that include the income and cost approaches to value. See Markarian v City of Cudahy, 45
Wis. 2d 683 (1970), 9 686 173 N.W. 2d 627.
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Appraisers typically use the sales comparison approach in markets where adequate sales
exist. They typically use the cost approach in cases of new or special purpose structures or
where limited sales or rental data activity exist. Appraisers typically use the income
approach for income-producing properties and when an active rental market exists. It is also
important to understand which valuation approach buyers and sellers rely on when they
interact in the marketplace. For example, buyers and sellers of income-producing property
may place the most reliance on the income approach because it explicitly considers the net
income of the property. Usually, more than one — and often all three — of the approaches apply
to a given property. The only limiting factor: whether available and appropriate data exists
to develop any and all approaches.

Given the data used and the type of property appraised, the appraiser must consider how
well each method employed estimates the market value of the property. How does the
appraiser determine which approach or approaches are most reliable? The best guidance that
can be offered is to review market activity for the subject and determine the attributes by
which the market uses to evaluate alternative real estate decisions. Generally, the greatest
weight should be placed on the approach for which the greatest amount of reliable and
appropriate data is available that will yield the highest degree of confidence.

The final value estimate may be the value estimate derived from one of the approaches or
may be a careful reconciliation of the applicable approaches.

The remainder of Part III will examine the three approaches to value in greater detail.

Sales Comparison Approach

This approach is based on the premise that similar properties will sell for similar prices on
the open market. Moreover, this approach embraces the principle of substitution that states
a buyer will pay no more for a property than the cost of acquiring a substitute property of
equal desirability and utility.

Wisconsin court cases have declared that the assessor must base the value of a property on
the arm’s-length sale price of the subject property (the property being valued) or the sales of
reasonably comparable properties, if available per sec. 70.32(1), Wis. Stats., which states “the
assessor shall consider recent arm’s-length sales of the property to be assessed if according
to professionally acceptable appraisal practices those sales conform to recent arm’s-length
sales of reasonably comparable property; and all factors that, according to professionally
acceptable appraisal practices, affect the value of the property to be assessed.”

Comparable sales refer to properties that are similar to the subject property in age, condition,
use, type of construction, location, design, physical features and economic characteristics.
The more similar the sold property is to the subject, the more reliable is the sale price as an
indicator of the value of the subject property.

Wisconsin Statutes require that assessors base market value based on comparable sales, if
available. In order to be considered comparable, the sale must be an arm’s-length transaction.
Sales that do not meet the definition of arm’s-length transactions may therefore not be used
in developing market value assessments.
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After the assessor eliminates those sales that are not valid arm’s-length transactions or not
valid for other reasons, the remaining sales are available for use in the sales comparison
approach. The number of sales used should be sufficient to establish a defensible estimate of
value. The important criterion is not the number of sales, but how comparable the sales are
to the subject. One sale of a property that is almost identical to the subject and needs no
adjustments is more valuable than 7 or 8 sales that are totally dissimilar to the subject and
would require numerous adjustments to arrive at an estimate of value that would be suspect.
Appraisers usually select 3 to 5 reasonably comparable sales for their estimate; more than
that usually causes confusion and adds little to the strength of the value estimate.

This approach compares the subject property to recent sales of similar properties.
Adjustments are made to the sale prices to reflect the differences between them and the
subject to arrive at indicators of value for the subject property. The adjustments are made on
the basis of what buyers in the marketplace consider when purchasing land parcels. Such
factors could include time of sale, location, availability of sewer and water, the productivity
of the soil for agricultural land, the number of bedrooms and bathrooms, or any number of
other factors that influence the amount a typical buyer will pay for a property.

The sales comparison approach is the most commonly used method of estimating value for
land as well as for improvements. In some cases, however, there will not be a sufficient
number of sales to use this method and the assessor will be forced to rely upon other methods.

Assessors are not limited to sales that occur in the municipality they are currently assessing.
Assessors should search for comparable property sales in the surrounding municipalities
also. An adjustment for location may have to be made; however, this should not deter the
assessor from looking outside of the municipality for comparable property sales. Independent
appraisers and taxpayers do not limit themselves to sales which occur just inside the
municipality so assessors should not limit themselves either.

Searching for sales in surrounding municipalities is very easy. There are several options the
assessor has available for searching for sales information. The assessor can use the eRETR
system to search for sales. After you are in the eRETR system, you can access electronic
transfer returns by: date recorded, date of posting, county document ID, or by
county/municipality. You will be able to search for sales in any municipality statewide. This
1s especially helpful if you have a specialized or unique property. To search the database for
sales:

Open the DOR website

Click on the Government Tab

Assessors in the municipality section

eRETR Log-in

All users — Log-in to eRETR

Enter WAMS ID and password

I Agree

Under Access electronic transfer returns by selecting one of the following categories:
Date recorded

Date of posting

County document ID

County/municipality

Download county wide assessment data

P N OO o
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Assessors are able to access the database to obtain limited parcel attributes also. Follow the
above steps one through six to access the database using your WAMS ID. You will be on the
same page as you are in step seven above; however, under Assessor Sales Data you should
choose Download sales data. Click on the county you wish to view, then on the next screen
click on the municipality. Choose to download sales by date loaded or date of conveyance.
When you click download, the next pop-up screen will ask you to save the zip file. Once you
save the file, you will be able to open it and access the parcel attributes.

DOR has a website that can be accessed to obtain sales information. When the website is
accessed, you have a choice of “Go to Real Estate Transfer Return Search” or downloading a
ZIP file to your computer. You will need a software program, like WinZip or PKzip, to extract
the files.

Another search option, if you do not have a WAMS ID, is to search the IPAS sales database
This website will take you to the same search page as the “Go to Real Estate Transfer Search”
choice from the website in the paragraph above this one.

Searching for comparable property sales in surrounding municipalities will help ensure that
you are prepared if the taxpayer or independent appraiser presents a sale from an adjoining
municipality.

Elements of Comparison

In deciding what elements should be used for comparison the assessor should look to the
actions of the marketplace. The items that the assessor uses for comparison should be the
same ones that buyers consider when purchasing a property. The elements of comparison can
differ depending on property type.

The following basic elements of comparison should be considered in the sales comparison
approach. Examples in applying adjustments are illustrated. For a detailed discussion of
important elements of comparison, refer to The Appraisal Institute’s The Appraisal of Real
Estate.

Real property rights conveyed

Financing terms

Time (market conditions)

Location

Physical characteristics (e.g. size, construction quality, age, condition,
features)

Economic characteristics (e.g. operating expenses, lease terms, management,
and tenant mix).

Guk Lo

o

Real Property Rights Conveyed. A transaction price is always predicated on the real
property rights conveyed. The assessor must identify the real property rights available to be
conveyed in the subject as well as property rights actually conveyed in each sales transaction
selected for analysis. Many types of real estate, especially income producing property, are
sold subject to existing leases. The revenue generating potential is often fixed or limited by
the terms of existing leases. Leases are part of the bundle of rights. The effect of long-term
leases on the bundle of rights, inasmuch as the leases affect market value, should be reflected
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in the valuation of the property. The transaction price of a property sold subject to existing
leases reflects the contract rent it will generate during the term of each lease and the market
rent that will likely be achieved thereafter.

Financing Terms. Financing terms and conditions may influence the sale price of a
property. If a sale involves the assumption of a below market interest rate mortgage, the sale
price may need to be adjusted. Other financial terms and conditions that may need
adjustment include: seller’s points, blended mortgages, wrap-around mortgages, subsidized
down payment, land contracts, and interest only mortgage payments. If the sale price
includes personal property (e.g. boats, furniture, stocks, bonds, etc.), it must be adjusted to
remove the value of these items.

Some financing terms and conditions do not require price adjustments. These include: typical
financing, closing costs, real estate commissions, income tax considerations, title insurance,
and transfer fees. These items are discussed in detail in the Appendix under Cash Equivalent
Financing.

Time. Because the real estate market is constantly changing, the value of real estate tends
to vary over time. For example, inflation or a shortage of available housing due to rapid
population growth, will generally result in a trend toward rising property values. The
assessor can evaluate the extent of these changes by looking at sales data. Ideally, the
assessor would extract compare the sale price of properties that have sold multiple times over
the desired time period where there were no changes in the condition, amenities, or features
of the property between the first and second time it sold.

Sale of property (present) $ 55,000
Sale (1 year ago) $ 50,000
Increase over 12 months $ 5,000

$5,000 ~ $50,000 = 10% increase for one year.

The assessor should be aware that the adjustment for economic changes over time can vary
by neighborhood. One part of a municipality may have a greater change in value than other
areas due to changes in demand for properties in that area. For example, the building of a
new plant hiring hundreds of employees may increase the demand (and prices) for housing
in subdivisions closest to the new factory.

Location. Adjustments should be made to reflect differences in value resulting from the
location of property. For example, the price of a home in one area may be higher than that of
a similar home in another area because buyers view one location as more desirable than
another.

Sale 1 (better location) $ 100,000

Sale 2 (poorer location) -_$§ 95,000

Difference due to location $ 5,000
$5,000 + $100,000 = 5%

If Sale 1 were going to be used as a comparable for a property with a location similar to Sale
2, then a -5% adjustment would be made to Sale 1.
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Physical features. This is the area in which most adjustments are made. This would include
plus or minus adjustments for differences in number of bedrooms, number of bathrooms, size
of garage, fireplaces, pools, layout of building, age, and any other physical features that would
have an effect on the value as judged by the marketplace. An example of this would be the
presence of a fireplace in one of two otherwise similar properties.

Sale 1 (with fireplace) $ 61,000
Sale 2 (without fireplace) - $ 59,500
Difference $ 1,500

In this situation, if the subject has a fireplace $1,500 would be added to Sale 2 to make it
comparable to a subject property with a fireplace.

Economic Characteristics. Economic characteristics include income attributes of the
property which are reflected in sales price. Sales comparison adjustment factors include such
things as operating expenses, quality of management, tenant mix, rent concessions, lease
terms, lease expiration dates, renewal options, and lease provisions such as expense recovery
clauses.

Adjustment Process

Adjustments are based on the principle of contribution. That is, how much more or less a
purchaser would typically pay for a property with or without a certain feature. For example,
the adjustment for the presence of a fireplace is the additional amount that purchasers are
paying for a home with a fireplace as opposed to a similar home without one. It is important
to remember that the cost of an item does not necessarily indicate the amount of the
adjustment to be made for the presence or lack of that item. It is the value added to the sales
price by the presence of the item, or the loss in value caused by the lack of the item, that
determines the adjustment, not the cost to install or remove the item.

When making adjustments, the assessor should remember that the value to be arrived at is
the value of the subject. Therefore, all adjustments are made to the sale price of the
comparable to indicate the value of the subject. For example, assume the subject property
has a two-car garage and that the property sold has a one-car garage. Furthermore, buyers
in the marketplace are paying more for a property with a two-car garage than a property
with a one-car garage. The procedure for the assessor is to increase the value of the property
that sold to reflect the fact that the subject is better than the comparable in the eyes of
purchasers.

The last step in the use of the direct sales comparison approach is applying the adjustment
procedure to the comparable sales in order to arrive at an indicated value for the subject
property. It is in this step that the assessor puts together all of the market information that
has been gathered and applies it to the subject property to arrive at a value estimate. This
step will be outlined in detail in WPAM Chapters 8 and 9. By using similar properties, sales
prices need fewer adjustments to arrive at an estimate of value for the subject property.
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Land Valuation Methods
Abstraction Method

This method can be used when there is a lack of vacant land sales. Under this method, the
assessor estimates the value of vacant land through the use of sales of improved property.
From the sale price, the assessor subtracts the estimated market value of the improvements
to arrive at a market value for the land. The problem with this method is determining the
value of the improvements. Usually this is done by estimating the cost new of the
improvements and deducting the accrued depreciation. Due to the difficulty in estimating
accrued depreciation, this method is best utilized on newer properties with little or no
depreciation. This method is most reliable when the building’s contribution to the total
property value is small and relatively easy to identify.

In developed areas, a building may be sold and subsequently demolished. The value of the
land can be estimated by adding the demolition costs to the sale price.

Allocation Method

This method i1s also known as the land ratio method. It is useful if there is a consistent overall
relationship between land and improvement values. If there are few vacant land sales in a
given area, the appraiser can look to comparable areas that have a sufficient number of land
sales, determine the typical ratio of land value to total value, and apply the ratio to sales of
improved parcels in the area in question.

Development Method

This method can be used to value land when there is limited sales data available or when a
large tract of land is being developed for residential or commercial use, or as an industrial
park. Using this method, the assessor estimates the number of lots that can be developed
from a tract of land, and multiplies that number by the price at which the lots can be expected
to sell. From this figure is subtracted the estimated costs of development. Development costs
could include the installation of utilities and streets, sales expense, profit, interest, and any
other costs incurred to develop and sell the sites. The result after subtracting the
development costs from the sales price is the value of the land in its present state.

Examples of the application of these methods can be found in Chapter 8-Residential
Valuation.

Residual Method

This method can be used to arrive at a land value in heavily built up areas where sales of
vacant land cannot be found or in situations where the property type is unique. When using
the residual method a projection is made of the potential net income that a new building
suited to the same use could produce. The income required by the building investment is
deducted, leaving a residual income that is attributable to the land. This income is capitalized
at the current market rate into an estimate of land value. The method is explained in more
detail later in Chapter 9.
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Capitalization of Ground Lease

This method assumes the gross rental under a ground lease is the fair or economic rental for
the property given current market conditions. Net rental after deduction of the owner’s
expenses (property tax, insurance, and management) is capitalized at an appropriate rate
into an estimate of land value. An example is given in Chapter 9 in the section dealing with
land value techniques.

Cost Approach

The cost approach is based on the principle of substitution. That is, that a well-informed
buyer will pay no more for a property than the cost of constructing an equally desirable
substitute property with like utility. The basic steps in the cost approach are:

Estimate the land value.

Estimate reproduction or replacement cost new of the structure.

Estimate accrued depreciation.

Subtract accrued depreciation from the estimated cost new to arrive at a
present value for the improvements.

5. Add the present value of the improvements to the estimated land value to get
total property value.

B o o=

Reproduction Cost vs. Replacement Cost

Step 2 above is to estimate either reproduction or replacement cost. Reproduction cost
represents the cost of an exact replica of the structure using the same materials, design, and
quality of workmanship. Replacement cost is the cost of a structure having the same utility
but using current materials, design, and methods.

The major difference between reproduction and replacement cost is that reproduction cost
can include replicating obsolete items such as high ceilings, ineffective layouts, and other
functionally obsolete items or materials. When using reproduction cost, the assessor must
remember to deduct the market value of functional obsolescence caused by these items when
estimating depreciation. This is not necessary when using replacement cost because the
functional obsolescence is eliminated by using current materials, design, and workmanship.

Replacement cost is most often used for those structures that it would not be physically or
economically feasible to reproduce today. An example is a barn with a fieldstone foundation.
Reproduction of a fieldstone foundation would be cost prohibitive today. The same is true
when materials are available but the craftsmanship for construction is no longer readily
available. Using replacement costs allows utilization of modern materials and construction
techniques at lower costs yet resulting in equal utility.

NOTE: The cost tables in WPAM Volume 2 provide for replacement of a structure with current materials.
The method of estimating depreciation using Condition, Desirability and Usefulness (CDU)
rating system against the costs provided in WPAM Volume 2 is further discussed in WPAM
Volume 2 Chapter 6.
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Estimating Cost

There are many methods that may be employed to arrive at an estimate of the cost of a
structure. The two most commonly used methods are unit-in-place and the model method.

Unit-in-Place Method

This method is used by estimating the installed cost of each unit of material or component
section. This cost includes labor, material, overhead, and profit. These unit and component
costs are added together to produce a cost estimate.

Model Method

This method is an extension of the unit-in-place method. It involves developing the unit-in-
place cost into a square foot cost for representative structures or models. The assessor selects
the model most appropriate for the subject and then makes additions or deductions to the
base cost of the model to arrive at a base cost for the property being valued.

Depreciation is defined as the decline in improvement value from all causes. To effectively
estimate depreciation, the assessor must have an understanding of the terms of physical life,
useful life, economic life, actual age, effective age, and remaining economic life.

Physical life is the length of time that an improvement can be expected to physically exist.
Useful life is the length of time that a structure can be expected to perform the function for
which it was intended. The useful life of an improvement may be lengthened through
remodeling or renovation. Economic life is the length of time which an improvement can be
expected to provide a positive contribution to the total property value, or the time period over
which a prudent purchaser could be expected to receive a competitive net return from an
improvement. The economic life of a structure is the time period over which its utility is
measured.

The actual age of an improvement is the number of years from when the improvement was
built until the date of valuation. Effective age is the age of the improvement with respect to
its condition and utility compared to typical properties of that type. Effective age can be
greater than, equal to, or less than the actual age of a structure. Above average maintenance
and remodeling decrease the effective age of a structure, while properties that are poorly
maintained will have an increased effective age.

Remaining economic life is the difference between the economic life and the effective age

of a structure. Depreciation has the effect of reducing the remaining economic life of a
structure through loss in utility.

Types of Depreciation

There are three types of depreciation: physical, functional, and economic.
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Physical Depreciation

Physical depreciation is the loss in value due to deterioration through wear and tear, time,
negligence, and the effects of nature or the elements. Physical depreciation is divided into
two kinds: curable and incurable.

Curable. Curable items are those which are economically feasible to correct. The cost to cure
the item is no greater than the value added to the property by the correction. Examples
include broken windows, leaky faucets, for painting, or repairing a door.

Incurable. These are items which are not economically feasible to correct as of the date of
valuation. This is further divided into short-lived and long-lived. Short-lived items are those
items for which the cost to cure is greater than the addition in value at this time, even though
the item will have to be replaced before the end of the structure’s economic life. An example
of this would be the roof on a 5-year-old home with a remaining economic life of 45 years. The
roof will probably have to be replaced sometime before the end of the economic life of the
structure even though it is not economically feasible to do so now. Long-lived items are those
that cannot be replaced and last the life of the structure, including the foundation, framing,
and subfloors.
Functional Obsolescence

Functional obsolescence is the loss in value, due to a lack of or excessive utility. Functional
obsolescence occurs over time because of changing needs, technology, design,
promotion/marketing, and cost/construction. Functional obsolescence occurs with all
types/classes of improved property. Functional obsolescence can also be divided into two
types: curable and incurable.

Curable. Curable items are those which are economically feasible to correct. As with
physically curable, the determinant is whether the cost to cure is at least equal to the value
added by the correction. An example of this would be old-fashioned plumbing fixtures.

Incurable. Incurable items are those which are not physically or economically feasible to
correct. Examples of this include poor room layout, excessive ceiling heights, and undesirable
building shape.

Research on residential property obsolescence indicates that houses built in each period in
the past had special characteristics, as do the homes of today. Comparing some of the features
of today’s homes with older homes illustrates the functional obsolescence that occurs over
time in the market place.

The large farm house and urban home common in prior years, sheltered families, in-laws,
cousins, aunts, and other relatives - as well as family employees and many visitors. The
family home was almost the equivalent of a boarding house. By contrast, the modern house
is almost exclusively a two-generation dwelling. Today’s homes typically house only the
immediate family. It rarely includes grandparents and other relatives.

Today’s houses differ from those of prior years in other ways. The many rooms in older houses

are not practical for today’s living; they are functionally obsolete. Older houses had cellars
and pantries for food storage; today’s homes have refrigerators, freezers, and storage
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cabinets. In the past, people had front porches; now there may be a patio or deck on the back
of the house for leisure use. The porch was usually adjacent to a parlor, the patio or deck is
usually built in common with a sun room, family room, or recreational room. These changes
created functional losses in value brought on by obsolescence of external (declining value of
large porches) and internal (diminished value of food storage areas and parlors) components
of homes. Most early houses were divided into specialized rooms such as dining room, kitchen,
parlor, library, and music room. The modern house is more likely to have open space and
multi-purpose rooms. For example, dining area, living area, and kitchen, may be one large
open space (Great room).

Other indications of residential functional obsolescence are story heights greater than two or
bathrooms only on the upper floor. The modern home is more likely to be on one level or split-
levels. If two-storied, it usually has some sleeping space and bathroom(s) on the first floor.

Over time, the size of houses has decreased. However, the cost of housing has not been
reduced because much more equipment is included in the homes of today. Homes now include
upgraded electrical service to handle a large variety of equipment,, i.e., from dishwashers,
air conditioning, to garage door openers. A house without adequate electrical service is not
fully functional, it has obsolescence.

Even the placement and the type of windows and doors can cause obsolescence. Glass is one
of the features of construction of the modern home. Recently constructed homes have large
areas of glass which may open to the outside; glass doors to patios and decks are common.
This results in a close relationship between outdoor and indoor space.

Comparing older homes with modern homes shows the following examples of functional
obsolescence:

Curable Corrective action
Patio Or Deck Build
Sliding Patio Doors Add
Electrical Upgrade
1st Floor Bath Remodel/Build
Incurable
Excessive Size *
Cellar *
Pantry *
Large Porch *
Parlor *
%

Story Height Greater Than Two
* Not feasible to correct.
These types of relationships illustrate how functional obsolescence affects residential
property. As previously mentioned, functional obsolescence occurs with all types and classes

of improved property. Changing needs, technology, design, promotion and marketing, and
cost and construction determine functional obsolescence in commercial property as well.
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Research on commercial property establishes where curable and incurable obsolescence
occurs.

Curable obsolescence in business and income producing property may be corrected with
remodeling or modern equipment. However, obsolescence is not always curable. In cases
where physical limitations or prohibitive cost prevent curing obsolescence, these buildings
have incurable functional obsolescence.

Incurable obsolescence occurs because of limited convenient parking, marginal delivery
access, and minimal frontage. These buildings have minimal standards for floor loads and
bay sizes (column spacing). Building partitions may be permanent or load bearing, and the
floor levels may be too high, too low, or uneven. In many cases multiple floor construction has
also caused obsolescence.

Buildings with maximum functional utility, use modern components and building material
advancements; such as lightweight materials for equipment, e.g., air conditioning and
heating systems.

These buildings are also built with lighter weight and quickly fabricated components, e.g.,
prefabricated alloys and pre-stressed concrete used in framing and roof support.

As in residential construction, to calculate functional obsolescence - compare the subject
building with modern functional buildings.

Economic Obsolescence

Economic obsolescence is a loss in value due to factors outside the property. This would
include changes in population and economic trends, encroachment of inharmonious uses, and
inadequate government services. These factors are almost always beyond the owner’s power
to correct. This is also called locational obsolescence because the loss in value is a result of
the property location.

Estimating Depreciation

There are several methods that may be used to estimate depreciation. They are the age-life
method, the engineering breakdown method, the comparative sales method, and the observed
condition method.

Age-Life Method

In utilizing this method the assessor estimates the effective age of a structure (economic life
minus remaining economic life) which is expressed as a percentage of the total economic life
of the structure. This percentage is then multiplied by the replacement cost new to obtain a
figure that represents the total accrued depreciation of the structure.
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Cost New $100,000

Effective Age 20 years

Economic Life 50 years

Ratio 20 + 50 = .40 or 40%
Depreciation $100,000 x .40 = $40,000

It should be remembered that the effective age of a structure may not equal its actual age
because factors such as maintenance, remodeling, and location may increase or decrease the
effective age.

Engineering Breakdown Method

This is a more detailed version of the age-life method. Using this method, the assessor
estimates the percent of remaining life for each building component. This percent is then
multiplied by the cost of each component. The results are then added together to produce an
estimate of the depreciated cost of the building.

Comparative Sales Method

This method provides the assessor with a way of estimating depreciation from sales in the
marketplace. The assessor estimates the cost new and site value of a property which has
recently sold and is comparable to the subject. The site value should be based on comparable
vacant land sales and is deducted from the sale price to give a depreciated value of the
improvement. This figure is then deducted from the estimated cost new to give the accrued
depreciation. The final step is to divide the accrued depreciation by the estimated cost new
of the sale property. This percentage can then be applied to the estimated cost new of the
subject.

Estimated replacement cost new of
comparable $60,000

Sale price of comparable $50,000
Less land value - $20,000
Depreciated improvement value $30,000

Accrued depreciation (replacement cost
new less depreciated improvement
value) $30,000
% Depreciation $30,000 + 60,000 = 50%

The percent of depreciation can then be applied to the cost new of the subject. This method
requires the sales used be truly comparable to the subject property and requires an accurate
estimate of the cost new. Its main advantage is that it provides a depreciation estimate based
on the market and measures all forms of depreciation existing in the comparable.

Observed Condition Method

Under this method, assessors estimate the amount of physical, functional, and economical
depreciation. In addition, each type is further broken down into its various subcategories as
follows.
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Physical Curable. The amount of depreciation is the cost to cure the defect. If, for example,
a house needs to be repainted at a cost of $800, then $800 is the amount of physical curable
depreciation.

Physical Incurable. In estimating physical incurable depreciation the first step is to divide
the items into short-lived and long-lived. In valuing each short-lived item the assessor
multiplies each component cost times the percent of actual age to expected physical life for
that component. For example, the roof on a 5-year-old home has an expected physical life of
20 years and costs $2,000. The calculation for depreciation would be $2,000 x 25% = $500.

Since long-lived items are expected to last as long as the building, the costs of the components
can be added together and then multiplied by the percent of actual age to physical life for the
structure.

Functional Curable. As in physical curable, the amount of curable functional obsolescence
1s the cost to cure the defect. Assume a home has old-fashioned plumbing fixtures that are
undesirable in the eyes of potential buyers and that it would cost $700 to replace the fixtures.
The amount of curable functional obsolescence is the $700 cost to replace the fixtures.

Functional Incurable. This type of obsolescence can be measured through an analysis of ,
. If, for example, a commercial building has excessive ceiling heights, through the analysis of
comparable sales, the assessor may discover that properties of this type bring $1,000 less
than those without this defect. The amount of functional incurable obsolescence is then
$1,000.

Economic. This type of depreciation can be measured through the sales comparison
approach by comparing sales similar to the subject, some of which are subject to the negative
influence, and others which are not. The difference in the sales prices of the properties with
the negative influence and those without it represents the amount of economic depreciation.
Economic depreciation can also be measured through the application of gross rent
multipliers. For example, a two-family residential building rents for $1000 per month.
Another similar property, due to a poorer location rents for $950 per month. The assessor
through an analysis of the market determines the monthly gross rent multiplier for these
types of properties is 100. The amount of economic depreciation is calculated as follows:

Good location (monthly rental) $ 1,000
Poorer location (monthly rental) -$ 950
Rental difference $ 50
Times monthly G.R.M. x 100
Economic obsolescence $ 5,000

Because the entire property is affected by economic obsolescence the assessor must allocate
this type of depreciation between the land and building. The amount of economic depreciation
that is attributable to the building can be determined through the use of the land to building
ratio. Using the above example, if the building represents 80% of the total property value,
then the economic obsolescence of the building is $5,000 x 80% or $4,000. If the land has been
properly valued, it will not change since it will already reflect this obsolescence.
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Depreciation Tables

To make estimating depreciation easier and more consistent, tables have been developed to
provide the average depreciation or residual (percent good) for different structure types.
There are several factors the assessor should be aware of when using depreciation tables.
First, most tables do not reflect all types of depreciation. The depreciation tables in Volume
IT reflect physical depreciation and functional obsolescence due to out-of-date materials and
workmanship. The assessor must still estimate economic obsolescence and functional
obsolescence due to such factors as design, style, or layout. Secondly, most depreciation tables
represent average depreciation for the structure types. If the property being valued is in
better or worse condition than average, the assessor must adjust the depreciation estimate
to reflect this.

Income Approach

A fee simple interest in real property can be divided into partial interests. A lease for rented
space is a common situation in which a partial estate is created. If a property encumbered by
leases is sold, only the owner’s interest in the property (leased fee interest) is actually
transferred to the buyer. The Dictionary of Real Estate Appraisal, fifth edition by the
Appraisal Institute, defines leased fee interest as a free hold (ownership interest) where the
possessory interest has been granted to another party by creation of a contractual landlord-
tenant relationship (i.e. a lease).

The market value of a leased fee interest in a rental property generally depends on how the
contract rent relates to the market rent. If the contract rent is at the same level as the
market, the leased fee interest has the same value as a fee simple interest. In this case, the
leasehold interest has no value.

A leasehold interest may acquire value if the lease rate is below market. In this case, the
leasehold interest has value due to the below market lease. Whenever a leasehold interest
has value, the leased fee interest is reduced below that of the fee simple interest. Conversely,
when the lease rate is above market rates, the leased fee interest may be more valuable than
the fee simple interest.

Gross Rent Multiplier

The gross rent multiplier (GRM) is used to provide a direct estimate of value based on the
relationship between the gross income and sale prices of similar properties. This method can
also be considered a type of income approach. The GRM is simply the sale price divided by
the annual or monthly gross income. For example, if the sale price of a property is $400,000
and the gross annual income is $50,000 the annual GRM is the following:

Sale Price $ 400.000 = B8 (GRM)
Annual Income $ 50,000

After calculating the gross rent multipliers for a number of similar properties the assessor
can determine which GRM is most appropriate for the subject. It is important for the assessor
to use properties of a similar nature. By using comparable properties the assessor should be
able to derive gross rent multipliers which fall into a narrow range (see Figure 7-1).
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Figure 7-1

Sale Sale price Annual GRM
income

1 $500,000 $70,400 7.1

2 $475,000 $69,900 6.8

3 $525,000 $76,100 6.9

4 $450,000 $62,500 7.2

In the above example, after analyzing the sales and comparing them with the subject the
assessor may decide that the appropriate GRM is 7. If the gross income is $65,000 then the
value of the subject is $65,000 x 7 = $455,000.

The gross rent multiplier can also be applied to monthly rentals. The only difference is that
the monthly GRM is 12 times the annual GRM. The advantage is that when an assessor is
working with monthly rental figures it is easier to use a monthly GRM than to multiply the
monthly figures by 12. The gross rent multiplier is often used as the income approach in
valuing residential property and some apartment buildings. This is because properties of this
type are not usually sold on the basis of the income generated from rentals, and thus, the
usual income approach is not applicable.

Capitalization

Earlier in this chapter one definition of value was given as “the present worth of anticipated
future benefits.” The income approach is the conversion of anticipated future benefits
(income) into an estimate of the present worth of a property. This process is called
capitalization. The income approach can be useful in that it represents the way investors
think when they buy and sell income property in the market. The gross rent multiplier (GRM)
method can be considered a type of income approach. This method was discussed previously
under the Sales Comparison Approach.

In applying the income approach there is one basic formula that is used to arrive at an
estimate of market value. In this formula V = value, I = net income, and R = capitalization
rate.

For example, if the net income from an apartment building is $70,000, and the capitalization
rate is 14% the value of the property is then the following:

$70,000

= $500,000
.14 $

In using this method the assessor has to calculate two estimates. One is to arrive at an
estimate of net income by deducting the appropriate expenses from an estimate of the market
rent of the property. The other is the derivation of the capitalization rate.
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To arrive at an estimate of net operating income, only typical operating expenses reflecting
stabilized property operations should be subtracted from the property’s revenues. Typical
operating expenses can include management, repairs and maintenance, utilities, and
building insurance. Property operating expenses should not include capital expenses,
depreciation, mortgage interest or debt service. Other property expenses that may be
considered are leasing commissions, replacement reserves and tenant improvements. A more
detailed discussion of these items can be found in Chapter 9.

In addition to building rents, the estimated gross revenues may include income generated
from parking or vending. If a vacancy rate is applied to the gross revenues, a stabilized rate
should be used.

The capitalization rate is composed of a number of elements:

Discount Rate: the rate of return required by investors to compensate for the risk assumed,
the non-liquidity of their investment, and the use of their money. Non-liquidity means that
the investment cannot be as quickly converted into cash as can bonds, stocks, or savings
accounts.

Recapture Rate: the annual rate of return that will provide the investor with a return of
the depreciable portion of the investment over the remaining economic life of the asset.

Effective Tax Rate: the tax rate of a municipality is expressed as a percentage of each dollar
of the market value of the property. The most appropriate effective tax rate to use is the
current year’s average net tax rate for all property in the municipality.

The process of arriving at these estimates can involve a great deal of time and effort. There
are a number of procedures that the assessor can use to arrive at market value estimate
utilizing this approach. Since the income approach is most often used in the valuation of
commercial and manufacturing property, a more detailed explanation of the procedures will
be given in the chapter on commercial valuation.

Part 4: Overview of Mass Appraisal
Definition: en masse: adv. In one group or body; all together.

Definition: mass: noun. 1. Done on a large scale; involving great numbers or large amounts.
2. Total; complete.

Mass appraisal is the systematic appraisal of groups of properties, as of a given date, using
standardized procedures and statistical testing. In sharp contrast, single property or “fee”
appraisal is the valuation of one particular property as of a given date. As noted earlier in
this chapter, both approaches are similar, but market analysis, valuation, and quality control
are handled differently.

The purpose of mass appraisal is the equitable and efficient appraisal of all property, in a
jurisdiction, for ad valorem tax purposes. Mass appraisal is the underlying principle that
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Wisconsin assessors should be using to value properties in their respective jurisdictions.
Wisconsin assessors must also consider sec. 70.32, Wis. Stats.

The assessor needs mass appraisal skills for producing initial values, whether during a
reappraisal year or not, and single property appraisal skills to defend specific property values
or to value special purpose properties that do not lend themselves to mass appraisal
techniques.

Principles and Concepts

Mass appraisal, unlike single property appraisal, requires the development of a valuation
model capable of replicating the forces of supply and demand over a large area. Simply put,
“the model” recreates mathematically, the changes in value and real estate activity
happening in the particular town, village, or city being assessed. Appraisal judgments relate
to groups of properties rather than single properties. The assessor must be able to develop,
support, and explain standardized adjustments in a valuation model among use classes,
construction types, neighborhoods, and other property groups.

Quality control is handled differently in mass appraisal. Statistical methods are used to
gauge the accuracy and consistency of valuations. These statistical methods are
mathematical equations applied to the “models” used to replicate the local market activity.
Specific guidelines exist that allow assessors to compare their statistical measures against
industry established standards. Statistical measures falling in line with prescribed
guidelines reflect good assessment uniformity and practices. When values fall outside the
guidelines, this should alert the assessor that review of values and adjustments may be
necessary within the tax district in the near future. Wildly fluctuating statistical measures
may be indicating that a jurisdiction wide valuation adjustment is necessary.

Managing a mass appraisal system is both a challenge and an opportunity. Effective mass
appraisal requires an adequate staff, budget, and resources. While it is possible to practice
mass appraisal techniques using a manual method, most assessors are assisted by modern
technology, in the form of computers and Computer Assisted Mass Appraisal (CAMA)
software systems. CAMA systems provide an opportunity to increase the efficiency and
technical capabilities of the assessor’s office. These systems also allow the assessor to produce
more accurate and equitable valuations. Uniformity and equity is the force behind ad valorem
taxation. The “assessment process” is used to distribute the tax burden fairly and equitably
amongst all taxpayers in the jurisdiction. Also bear in mind that properly executed mass
appraisal techniques allow the local assessor to satisfy all taxpayers that assessments are
fair and equitable, as well as, all taxing bodies and regulatory agencies that assessments are
at the legal level.

A mass appraisal system is comprised of four interdependent subsystems which are discussed
briefly here and in detail in Chapter 14:

Data management system
Sales analysis system
Valuation system
Administrative system
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Data Management System

The data management system has components for collection, entry, editing, organization,
conversion, and storage and security of property and ownership data. The data management
system is the heart of the mass appraisal system, and as such, should be carefully planned
and designed. Quality control is vital since the accuracy of values depends on the reliability
of the data from which they are generated.

Property characteristics are used in the valuation system to conduct research and generate
values, in the sales analysis system to stratify properties for ratio studies and to identify and
list comparable sales. The property characteristics are also used in the administrative
system.

System designers, and the assessor, need to decide what data elements need to be collected
and maintained. Since data is expensive to collect and process the jurisdiction/assessor
should capture those property characteristics that are important in the estimation of
property values. Care should be taken to minimize redundant or insignificant data. However,
certain data, seemingly insignificant, is sometimes captured and maintained because it helps
the assessor explain values to taxpayers; e.g. number of bedrooms.

Sales Analysis System

The sales analysis system has components for sales data collection, sales screening and
processing, ratio studies, and sales reporting. Ratio studies, the primary product of this
system, generally provide the best available measures of appraisal performance. They are a
valuable tool for monitoring appraisal results, identifying reappraisal priorities, adjusting
valuations for the market conditions, and assisting management in planning and scheduling.

For a more detailed discussion of ratio studies and analysis please refer to Chapter 14 of the
WPAM.

Valuation System

The valuation system consists of mass appraisal applications of the sales comparison, cost,
and income approaches to value.

Sales comparison applications include: multiple regression analysis, adaptive estimation
procedure (AEP or feedback), and automated comparable sales analysis.

Cost approach requires maintenance of computerized cost schedules and equations,
depreciation schedules derived from market analysis, and reconciliation of cost generated
values with the market.

Income approach includes the development and use of income multipliers and overall rates.

Values produced by these three approaches should be reviewed and reconciled to select an
appropriate value that most reflects the market, for assessment purposes.
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The valuation system uses property characteristics from the data management system, and
sales data and ratio study results from the sales system. Values produced by the valuation
system are used in both the sales analysis and administrative system.

Administrative System

The administrative system uses data from all three of the previously described systems to
produce products that are helpful to the assessor. Some of those products include the
assessment roll, assessment notices, tax bills, final reports, appeal processing and tracking,
sales reports, ratio studies, and a wide variety of other useful reports.

Functions of Mass Appraisal

There are three basic functions of a mass appraisal system: reappraisal, data maintenance,
and value updates.

Reappraisal or revaluations are discussed in greater detail in Chapter 19 of this Manual.

Data maintenance is the process of keeping and updating data in the system. A good
maintenance program has two components. The first element is new construction data from
permit activity, new lots from subdivision plats and other land divisions are part of the first
element.

The second element revolves around periodic re-viewing of all properties in order to keep data
up to date and accurate. Therefore, good data maintenance information comes from new
sources, as the community grows and verification of existing data from existing properties.

Value updates are annual adjustments applied to properties between appraisals. Ratio
studies and other market analyses can be used to assist the assessor in adjusting properties
between jurisdiction wide reappraisals.

Summary

A good mass appraisal system uses market data to build models that replicate the market in
order to value all properties in the jurisdiction at market, for ad valorem tax purposes.
Accurately maintained property characteristics, verified sales, and the use of ratio studies
and other reports for analysis purposes make a mass appraisal system a powerful tool in the
hands of the assessor.

While the assessment process is relatively simple in theory, it is extraordinarily difficult in

its application. A good mass appraisal system assists the assessor with this difficult, but
important, task.
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Chapter 8

Residential Property Valuation

According to sec. 70.32(c)(3), Wis. Stats., “Residential” includes any parcel or part of a parcel
of untilled land that is not suitable for the production of row crops, on which a dwelling or
other form of human abode is located and which is not otherwise classified under this
subsection”.

The assessor should consider the following guidelines to determine whether vacant should be
classified as residential:

» Are the actions of the owner(s) consistent with an intent for residential use?

» Is the size of the parcel typical of residential or developing residential
parcels in the area?

» Is the parcel zoned residential or is residential zoning likely to be allowed?

» Is the parcel located in a residential plat, subdivision, CSM or near other
residential development?

» Does the parcel’s topography or physical features allow for residential use?

» Is the parcel located in an urban or rapidly changing to urban area, as
contrasted with a location distant from much residential activity

» Are there any other factors affecting the parcel which would indicate
residential use is reasonably likely or imminent

In addition to certain vacant lands and parcels with traditional dwellings, the following are
also considered residential (class 1) properties:

» Mobile homes not in mobile home parks or courts
» Apartments with three or fewer units
» Condominiums and time-share units used for residential purposes

Apartment buildings of four or more units, hotels, motels, summer resorts, and mobile home
courts should be classified as commercial property. Farm homes as part of an operating farm
operation are classified as “Other.” See WPAM Chapter 11 for the administrative rule
definition of “Other.”

The basic appraisal principles discussed in WPAM Chapter 7 apply when developing an
opinion of the fair market value of residential property. This chapter will explore those
principles in greater depth; discussing techniques for collecting data about the subject
property and comparable sales, conducting property viewings, analyzing data, and utilizing
the three approaches to value as they apply to properties in the residential class.
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Part I. Valuing Land

In performing the assessments, the assessor must separate the value of the land and
improvements for each parcel. If the land is an improved site, although the land and
improvements are valued separately, their combined value must reflect the value of the
property as a whole. Site differs from raw land in that a site is considered to be improved to
the extent that it is ready to be used for the purpose for which it is intended, that is, as if it
were cleared, filled, equipped with utilities, etc.

Site and Use Analysis

Before residential land can be valued, its significant features must be identified and their
effect on the market value of the property determined. In analyzing the site, the assessor
must properly identify the property location and size. This is accomplished through the use
of maps and legal descriptions. Once this information is known, it is possible to analyze the
property and determine its highest and best use.

There are four basic factors to be considered in site analysis: physical, economic, social, and
legal-governmental.

» Physical factors include location, size, frontage, width, depth, natural features,
shape, topography, and soil condition to name a few.

» Economic factors to be considered are the prices of comparable sites in the area,
level of assessment, taxes, special assessments, and the cost of services in the
area.

» Social factors include population trends, family size, education trends, crime
rates, and age distribution.

» Legal-governmental factors can affect the use of a site and include zoning,
municipal services, tax and assessment policies, and title data such as deed
restrictions, liens, interest held, etc.

Highest and Best Use

In determining the highest and best use of a property, the assessor must consider those uses
which are physically possible for the site, those uses which are allowable according to zoning
or other local ordinances, and feasible uses which will provide a net return to the owner. The
use providing the highest net return to the owner is generally considered the highest and
best use for the site.

A site is valued as if vacant and available to be put to its highest and best use, even if the
property has improvements on it. The current improvements are not relevant when

estimating the site value. However, the total property value (site and improvements) must
take into consideration any existing improvements on the site.

Non-Conforming Use

If a property has improvements that are not consistent with the sites highest and best use,
the property is considered under-improved, over-improved, or non-conforming. If a current
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property use represents a non-conforming use, the difference between the total property
value and the site value is assigned to the value of the improvements. Therefore, if the
current improvements are not the highest and best use (if they represent a non-conforming
use), it is the improvements that are assumed to suffer the loss in value, not the site.

For example, assume a site in a commercially developed and zoned area has a house on it.
This current property use represents a non-conforming use in the sense that the residential
usage does not represent the highest and best use of the site. The value of the site in such a
case is not derived from the current use, but rather from the highest and best use.

In highest and best use analysis, it is necessary to determine to what use the typical informed
purchaser would put the property. It is assumed that in this particular case, the highest and
best use is commercial, therefore, the site would be valued at a rate similar to the rate
determined for adjacent commercial sites. In this case, the residential use does not represent
the optimum use of the site, and the improvement on the site, therefore, exhibits economic
(or locational) obsolescence and will suffer any loss in value.

To estimate the value of this type of property, two separate value estimates must be made: a
total property value and a site value. The total property value would take into account the
current property characteristics and locational attributes. The site value would reflect the
highest and best use of the site. The difference between the site value and the total property
value is assigned to the improvements. In this case, the improvements may have little value.

Sales Comparison Approach

The sales comparison method is generally the most appropriate method for the valuation of
residential vacant land. There are certain conditions that must be met in order to use this
method. There must be sufficient verified sales data available, the sales used must be truly
comparable to the subject, there must be an active market for sites such as the subject, and
the assessor must have a complete and detailed site description for not only the subject
property, but each of the comparables as well.

All sales should be investigated and analyzed by the assessor and a written sales analysis
prepared. Unless adjusted, only those sales which meet the definition of an arm’s-length
transaction should be used. The analysis should show the relevant physical features of each
sale property such as shape, size, frontage, natural features, width, depth, topography,
utilities, and other significant factors which may have affected the sale price including
location, zoning, market and economic conditions, and date and terms of each sale.

To use the information from properties that have sold to make the assessment of another
property, it is important that a system of comparing one parcel with another be used. The
residential property record card (PRC) contains a checklist of the most common elements
which have been found to affect the value of residential land. Location, size, depth,
topography, natural features, neighborhood, zoning, and utilities available are some of the
key elements. It is important that each of these factors should be considered in making
comparisons, and that the assessor notes these elements on the PRC when viewing each
parcel.
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Units of Comparison

When comparing sales data, it is desirable to reduce the sales price of each site to a per unit
basis. This is particularly appropriate where there are minor variations between the sites
being compared and where the sites are irregularly shaped. Common units used in analyzing
residential land sales are the front foot, square foot, standard lot, and acre. The market will
generally dictate the appropriate units to be used.

The front foot is generally used for lots with water frontage, and in built up areas where the
lots are relatively small. A front foot is a strip of land one-foot wide with frontage on a street
or body of water and extending to the rear of the parcel. Front footage is generally measured
in terms of a standard depth, and it is therefore necessary to make adjustments for variances
in lot depth using depth factor tables. The premise behind depth factors is that portion of the
lot nearest the street, lake, river, or road is more valuable than the land which is in the rear
of the lot and should be taken into consideration when the assessment is placed on the
property. Examples of depth factor tables are found in the Appendix to Volume 2.

The square foot is an appropriate unit of comparison in areas where the lots are irregularly
shaped and where frontage is not the primary factor contributing to the value of the site. This
method is used where lots are found to be selling for an average price per square foot.

In analyzing sales, the assessor should determine the square foot values for the minimum
square footage necessary for building, and for any excess land. This is done because when a
lot is excessively large, the excess amount of land (the amount beyond the standard sized lot)
will generally sell for less per square foot than the rest of the lot. For example, assume the
minimum lot size required by zoning is 12,000 square feet. Sales indicate that lots in a specific
area are selling for $2.00 for the first 12,000 square feet and $1.00 per square foot for the
excess land. If the assessor is determining the value of a lot with 16,000 square feet, the first
12,000 square feet would be valued at $2.00 per square foot (12,000 x $2.00= $24,000), and
the excess 4,000 square feet would be valued at $1.00 per square foot (4,000 x $1.00 = $4,000)
for a total value of $28,000 for the lot.

A standard lot value is appropriate in areas where land use is less intense and minor
differences in lot sizes do not significantly affect value. This is likely to occur in suburban or
rural areas and is becoming more common in subdivisions. An example of this would be in a
subdivision where all lots are similar in size and shape and enjoy the same amenities. If lots
are all selling for nearly the same amount with only slight variations, the standard lot value
is the simplest unit of comparison when determining the value of a site in that subdivision.
Local zoning will generally dictate the minimum size of the standard lot.

The acre is more commonly used as a unit of comparison in valuing raw land rather than a
site; however, it may be used in the valuation of residential land in rural areas and on the
fringe of a village or city. Such tracts of land are generally purchased on a per acre basis and
are appropriately valued as such. Small residential sites will sell for more per acre than large
acreage agricultural land, so the assessor must be certain that the sales used in determining
the per acre value of a rural residential parcel are in fact comparable to the subject, i.e., the
land sold must have been purchased for residential purposes, not for farming. Units of
comparison allow the assessor to account for differences in size when comparing competitive
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properties; however, not all differences in size can be compensated for through the use of
units of comparison. The differences must be relatively small, otherwise, the properties may
not be truly comparable.

Developing Standard Unit Values

When estimating the value of land, assessors may want to develop standard unit values for
a given area or property type. The most common way to do this is by either using the base lot
method or the comparative unit method. These methods establish land value “benchmarks”
which can then be used to estimate the value of individual land parcels.

Base Lot Method

Using the base lot method, the assessor selects a typical, centrally located lot and adjusts all
of the sales in that neighborhood so the sale prices reflect the characteristics of the selected
base lot. By establishing a standard unit value for the base lot, the assessor has a physical
benchmark to use when appraising other land parcels in the area. It is easier to determine if
a certain property should be assessed higher or lower than the standard unit value when
there is actually a physical lot representing the standard against which other lots to be
appraised can be compared.

Comparative (Average) Unit Value

The average unit value method can be used in areas where the lots are very similar in size,
shape, location, and other factors. Using this approach, the assessor determines an average
value for each land unit (square foot, front foot, or standard lot) using the time adjusted unit
sale prices. This method is easy to use since the only adjustments to the sale prices are for
time; however, because it does not take into consideration variances in lot attributes, it is
very important that the parcels be truly similar.

Land sale prices are stratified into categories by primary value factors (location, property
use, etc.). The typical per unit value can be estimated by analyzing the available sales data
for each land category. The typical per unit value could be the median or mean sale price per
unit in a given category.

The assessor should be cautious deriving a median or mean per unit value if there are only a
few sales to analyze in a given category or if the sale prices per unit vary considerably. If the
sale prices per unit vary considerably in a given category, the assessor should check to see if
the appropriate unit of comparison is being used. For example, when analyzing small
apartment land sales, the sales prices per square foot may vary considerably while the sales
prices per dwelling unit may be more consistent.
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Benchmark Value Applications

Once standard unit value ranges have been developed for neighborhoods, it is possible to
determine unit values by block. When determining the various block unit values, it will be
necessary for the assessor to evaluate each block in terms of its desirability in relation to the
rest of the neighborhood. This is where the map that has been prepared, showing the sales
and their unit values will be particularly helpful to the assessor. By reviewing the map, it
will be possible for the assessor to detect value patterns throughout the neighborhood. In
some cases, the same unit value may be appropriate for many of the individual blocks;
however, there may be some blocks that are more or less desirable than others, warranting
higher or lower unit values.

After the unit values have been established for each block, the assessor can determine land
values for each individual parcel by multiplying the unit value by the number of units in each
parcel. Further adjustment of the unit values may be required for individual parcels
depending on shape, size, access, utilities, topography, or other factors which have been
previously discussed.

Adjustment Process

Since no two properties are exactly alike, the assessor must make adjustments to account for
differences between the subject and comparable sales. By modifying the sale prices of
comparable properties to reflect the characteristics of the subject, the assessor can estimate
the value of the subject property. It is important that each sale be adequately described so
the assessor can readily identify major characteristics and compare them to the property
being appraised. The assessor should consider only the pertinent characteristics of each sale,
making adjustments which are based on the market.

The principle of contribution is the underlying principle in the adjustment process. The
assessor must determine what a particular feature contributes to the value of the property
as a whole, i.e., how much more or less would a purchaser typically pay for a property with
or without a certain characteristic.

Any adjustments must be supported by the available market evidence. The assessor must
determine the reaction of typical buyers to the lack of or presence of certain factors. Market
reactions can be measured by comparing the sale prices of properties which are the same in
every respect except for the presence or lack of the one factor in question. The difference in
the sale prices indicates the amount of adjustment required to compensate for the particular
factor under consideration.

When making adjustments, the subject property is the standard and all adjustments are made
to the comparable sales, not the subject. In general, sales are first adjusted for time to reflect
the sale price as of the appraisal date. All other adjustments are made to the time adjusted
sale price. If the sale property is superior to the subject in some respect, a minus adjustment
1s made to the sale price of that property; or conversely, if the sale property is inferior to the
subject, a positive adjustment is made. It is possible that the presence or absence of some
factors will have no effect on the sale price of a property. In such cases, no adjustments should
be made for those features.
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Generally, at least three good comparables should be used. A sale must be truly comparable
to the subject property if it is to provide a reliable value indication. Any sale requiring
adjustments which exceed 15-20% of the total sale price may not be in the same market as
the subject, and should not be relied upon in estimating the value of the subject property.

Characteristics for which adjustments are typically made include time of sale, location, and
physical factors. Other adjustments may be warranted based upon analysis of the economic
and legal-governmental factors affecting the subject and the comparable sales. One of the
most common adjustments made to land is for size or depth. Larger parcels typically sell for
less per unit then smaller parcels.

Depth Tables

Depth tables provide a means for adjusting front-foot values for parcels of non-standard
depth. Depth tables apply the principle of contribution, which states that the value of a
characteristic is measured by its contribution to the value of the whole.

Depth tables can be used to assist in the measurement of changes in value caused by lot
depth. The most easily understood basis for computing depth tables is the “4-3-2-1 rule.”
According to this rule the first 25 percent of a lot’s depth is 40 percent of the total lot value,
the second 25 percent equals 30 percent of value, the third 25 percent of depth represents 20
percent of value, and the fourth 25 percent of depth equals the remaining 10 percent of value.
Figure 8-1 illustrates this principle.

The total estimate of value for the lot is $40,000. The 4-3-2-1 rule allocates 40 percent of the
total value or $16,000 to the first 30 feet of the depth; the second 30 feet represents 30 percent
of the value or $12,000; the third 30 feet is 20 percent of the value or $8,000; and the
remaining 30 feet is worth the final 10 percent of value or $4,000.

In order to make the calculation of the effect of depth on the value of a lot easier, depth tables
have been developed. The tables can be found in the Appendix to Volume 2.
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Figure 8-1
4-3-2-1- Rule
10% of Value | 30 N
($ 4000) '
20% of Value | 30
($ 8,000) '
30% of Value | 30 120
($12,000) ' Standard
Depth
40% of Value | 30
($16,000) '
v
60'

Front Foot Value = $667
Total Lot Value = 60' x $667 = $40,000

Valuation Case Study

The following example illustrates how adjustments can be made. The same technique can be
used in any market comparison for all types of property. A rating grid is utilized, listing the
comparable sales vertically. The units of comparison can be any factors that are found to have
an effect on price. This displaying of data allows information to be categorized, viewed, and
analyzed.

The adjustments in the following example are made in lump sum dollar amounts.
Adjustments, however, can be applied in several ways:

e by adding/subtracting dollar amounts

¢ Dby adding/subtracting percentages

¢ by multiplying factors
To illustrate the difference between adding/subtracting and multiplying factors, say a
property which sold for $50,000 requires two adjustments: one for location (+10%) and one

for access (-5%).

If these adjustments are summed, the net adjustment is +5%
0.10 + (-.05) = +.05

The $50,000 sale price is adjusted to $52,500 ($50,000 * 1.05)

If the adjustments are multiplied, the net adjustment is +4.5%
(1+.10) * (1 - .05) = 1.045
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The $50,000 sale price is adjusted to $52,250
($50,000 * 1.045).

Example: The parcel of land to be valued is Lot 7, Block 12 of Peaceful Acres Subdivision.
School and playground areas are 2 blocks north of the subject lot with a shopping area % mile

down Major Boulevard. Recent sales in the area are shown in Figure 8-2.

Figure 8-2

Market Comparison Data

Sale No. 1 Lot 10 Block 7 $37,000 Current Sale-W.D.
Sale No. 2 Lot 18 Block 11 $27,000 One year ago-W.D.
Sale No. 3 Lot 6 Block 12 $29,000 Current Sale-W.D.
Sale No. 4 Lot 13 Block 6 $26,000 Two years ago-W.D.
Sale No. 5 Lot 1 Block 13 $36,000 Two years ago-W.D.

When the market comparison chart (Figure 8-3) is viewed, it becomes apparent that Sales 1
and 5 are not comparable to the subject property. Sale 1 is located on a hillside corner lot in
an area of more expensive homes. Sale 5, although in an area of average homes, is not
comparable because of lot size, shape, and corner location. Therefore, Sales 2, 3, and 4 are
the most comparable physically. When the sale prices of these lots are viewed, they are seen
to be appreciating at $2,000 per year. The prices for the sales, which were not current, were
adjusted on the chart accordingly.

Figure 8-3

Market Comparison Chart

Subject No.1 No. 2 No. 3 No. 4 No. 5
Sale Price  ------ $37,000 $27,000 $29,000 $26,000 $36,000
Time Adj. Now Current 1yr. Current 2 yrs. 2 yrs.

+2,000 +4,000 +4,000

Site Imp. Curb, Same None Same None Same

gutter +5,000 +5,000

sidewalks
Lot Size 6,000 SF 12,000 SF 6,000 SF 6,000 SF 6,000 SF 15,000 SF
Location Middle of Hillside Middle of Middle of Middle of Corner

block corner lot block block block lot
Neighbor-  Class C Class B Class C Class C Class C Class C
hood homes homes homes homes homes homes
Adj. Price $37,000 $34,000 $29,000 $35,000 $40,000

When the values of all the comparable lots are viewed, a value range of $29,000 to $35,000 is
indicated for lots comparable to the subject. The assessor must determine which of the sales
is actually the most comparable to the subject property. Those sales requiring the
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least adjustment are generally the most reliable indicators of value provided proper
adjustments have been made. Based on the information given in the example, the assessor
would probably select sale 3 as the most comparable sale, since it has the most comparable
location, is the most current sale, and requires no adjustments. Using sale 3, a value estimate
of $29,000 is indicated for the subject lot.

Land Valuation With Insufficient Sales

When there are not enough vacant land sales to reliably use the sales comparison approach,
the appraiser must rely on other methods. These methods include abstraction, allocation,
capitalization of ground rents and the development cost method. These methods tend to be
less reliable than the sales comparison approach because they may not adequately reflect the
actions of market participants. These methods also require analysis that is more complex and
therefore require very careful research and judgment.

Abstraction Method

Often, there will not be enough unimproved lot sales to determine residential land values. In
such cases the assessor may have to rely upon sales of improved properties. Under this
method the assessor arrives at a land value by subtracting the estimated market value of the
improvements from the total sale price. To determine the amount of the total sale price that
1s attributable to the improvements, the assessor must estimate the replacement cost new,
less accrued depreciation, for the improvements. The abstraction method (also known as the
land residual method) relies upon the cost approach for the determination of the replacement
cost new of improvements, and requires an accurate estimate of depreciation by the assessor.
Because of the difficulty in estimating accrued depreciation on older improvements, this
method is best used on newer properties with little depreciation.

The following example illustrates how this method works:

Sale Price of Property $150,000
Estimated reproduction cost new of improvement as of sale date $122,000
Estimated Accrued Depreciation of All Type -8 2,000
Estimated Depreciated Cost of Improvement $120,000
Indicated Value of Site $ 30,000

Where there are several sales of improved properties in a neighborhood the assessor may
begin to see a pattern in the values. For example, analysis of five different sales using this
method may indicate that typical sites in a given neighborhood have a value of $29,000 to
$31,000.

There are definite limitations to this method of land valuation since it relies heavily on
accurate estimates of replacement cost new and depreciation. In addition, the sales used must
be very similar to the subject under consideration. Even when these conditions can be met,
the value estimate is not conclusive enough to be relied upon as the sole means of deriving
value in most cases.
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The abstraction method may be used in conjunction with the allocation method, described
below.

Allocation Method

The allocation method (also known as the land ratio method) is premised on the notion that
there may be a consistent overall relationship between land and improvement values for
certain property types or in certain areas.

Where there are a sufficient number of comparable improved sales, the assessor may find it
helpful to break each sale down as described in the abstraction method above, and establish
land to building ratios for particular neighborhoods or for particular property types. For
example, after analyzing a number of comparable sales in one neighborhood, the assessor
may find that sites represent about 20 percent of the total property value in that area, or a
land to building ratio of 1:4. Therefore, if a property sold for $150,000 and it is known that
sites represent approximately 20 percent of the total value, the site value would be $30,000
($150,000 x .20 = $30,000). Or, if a property has not sold, but the depreciated improvement
value is known to be $120,000 and the assessor has found the land to building ratio for that
area to be 1:4, the site would be valued at $30,000 ($120,000 x 1/4 = $30,000).

There are definite limitations to this method of land valuation since it relies heavily on
accurate estimates of replacement cost new and depreciation. In addition, the sales used must
be very similar to the subject under consideration. Even when these conditions can be met,
the value estimate is seldom conclusive enough to be relied upon as the sole means of deriving
value in most cases.

Capitalization of Ground Rents

When land is rented or leased independently of the property improvements, capitalization of
the ground lease (rent) payments is a reasonable method of determining land value. This
method is usually only applicable to agricultural or commercial land that is typically leased
on a triple net basis (the lessee is responsible for paying the property taxes and any other
land-related operating expenses). To use this method reliably, the ground lease payment
should be at current market levels.

For example, say a parcel of land has been recently leased for 10 years at $10,000 per year,
triple net. The appraiser determines that the appropriate capitalization rate is 10%. In this
case, the land value is derived as follows:

$10,000/0.10 = $100,000.
Careful market analysis should be conducted to determine an appropriate capitalization rate.

If the ground lease is not triple net, the appropriate operating expenses incurred by the
landowner must be subtracted from the ground lease payment before it is capitalized.
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Cost of Development Method

The cost of development method can be used for land ripe for subdivision. The appraiser
projects improvements to the land, estimates the total revenues and development costs, and
calculates the value residual to the land after subtraction of all costs, expenses, and profit.
The method is based on the principle of surplus productivity. Land value is calculated as a
residual after the requirements of labor, capital, and management are satisfied.

For example, assume that the subject property is a 40-acre parcel zoned for residential use
with four home sites allowed per acre. Developers are currently selling 1/4 acre lots in the
area, with street improvements and utilities, for $17,500 to $22,000 ($20,000 is typical). Site
preparation, street improvements, and utilities will cost approximately $1,400,000; planning,
administrative, sales, and other overhead costs average 25 percent of gross sales in such
projects; and a reasonable allowance for interest expenses, other holding costs, and profit is
40% of net income. The estimated value is calculated as follows:

Projected sale price of lots: (160 * $20,000) $ 3,200,000
Site development costs: - 1,400,000
Total overhead costs (25% of $3,200,000) - 800,000
Net income before holding costs and profit: $ 1,000,000
Holding costs and profit: (40% of $1,000,000) - 400,000
Indicated value of undeveloped land: $ 600,000

This method involves considerable speculation and should be used cautiously. The projected
improvements must represent the most probable use of the land. Estimated costs should
include the direct costs of site preparation, utility hookups, all indirect costs, and a
reasonable allowance for profit. As long as the land is not subdivided, anticipated revenues
and expenses should be discounted for time. (The above section is taken from IAAO Property
Appraisal and Assessment Administration)

Land Valuation — Unplatted Areas

Unplatted areas are primarily found in rural townships and on the fringes of villages and
cities, and generally contain large dissimilar sized parcels. These properties often present a
problem to the assessor because small residential tracts usually sell for a higher amount per
acre than adjoining large acreage sold for agricultural purposes. Because land use will vary
with frontage, width, depth, and overall area, these factors must be carefully considered in
the valuation process. When analyzing sales in unplatted areas, the assessor must determine
what adjustments may be required in the sale prices to account for variations in the relative
utility value of the land due to excessive or insufficient frontage or size.

Figure 8-4 represents a typical unplatted area of residential property at the intersection of
two highways and illustrates some of the factors to be considered by the assessor when

valuing properties of this type.

Tracts 8 and 12 are each one-acre. It could be expected that Tract 8 would sell for more than
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Tract 12 for the reason that Tract 8 could be divided into two lots one-half acre each and a
building located on each, while the back portion of Tract 12 would have no access to the
highway.

Tracts 10 and 2 are comparable in size, location, and contour, and could be expected to sell
for the same price. While Tract 1 contains four acres and is two times as large as Tracts 10
and 2, the owner would realize very little more for Tract 1 for the reason that the rear portion
of the lot does not have access to the highway, and, therefore has little utility except for
garden purposes.

Tract 3 could be expected to sell for the same amount per acre as Tracts 2 and 10. However,
Tract 4 has greater exposure to the highway and would be worth more than Tract 3. When
valuing larger Tracts 14 and 15, the assessor must realize that while Tract 14 is 10 times
larger than Tracts 10 and 2, it may not bring 10 times more money; and Tract 15 being 20
times larger would not necessarily bring 20 times the money than Tracts 10 or 2.

The north 16 rods of Tracts 14 and 15, which are shown by the broken line in Figure 8-4,
would bring considerably more per acre if offered for sale than the south 64 rods because it
has access to the highway. The south 64 rods would be expected to sell for the approximate
value of the land of a regularly operated farm in the area.

The purpose of the above discussion is to point out that, because Tract 10 containing two
acres sold for $5000, or $2500 per acre, does not mean that tract 15 containing 40 acres would
also sell for $2500 per acre. It is possible that the 8 acres of Tract 15 near the highway would
sell for approximately the same, but the south 32 acres might not bring in excess of $500 per
acre.

The above dollar amounts are used as an example only. The assessor must study the sales in
the area to establish the unit value per acre to be used for assessment purposes.

In some instances, an individual will purchase a larger tract of land, construct a residence,
and use it in the same manner as those owning smaller tracts. As an example someone might
purchase 80 acres of forest land on which to build a home. In cases such as this, the only
portion of the land that is being used for residential purposes is that portion which the home
uses. It is suggested that the assessor consider one acre or more, as the case may be, as
residential land. The land used for residential purposes should be valued according to its
contributory value as a site to the entire parcel. The market value of the residential portion
may be the same value as other comparable small tracts of residential land, depending on
specific market conditions. The remaining 79 or less acres should be assessed and classified
as forest lands at a value commensurate with the amount that could be obtained for the 79
acres if placed on the market as a unit and a value established which is comparable to the
assessment on other similar forest lands.

In all cases, septic tanks, wells, sidewalks, driveways, fences, retaining walls, and other land
improvements should be included with the value of the residential improvements.
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Figure 8-4 Unplatted Area

Parcel
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No.Dimension Area
In Rods
1 8x80 4 Ac.
2 8x40 2 Ac.
3 16x40 4 Ac/
4 16x40 4 Ac.
5 40x40 10 Ac.
6 24x40 6 Ac.
7 8x40 3 Ac.
8 8x20 1 Ac.
9 8x40 2 Ac.
10 8x40 2 Ac.
11 24x20 6 Ac.
12 8x20 1 Ac.
13 40x40 10 Ac.
14 20x80 20 Ac.
15 80x80 40 Ac.
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Land Valuation - Platted Areas

Platted parcels are usually those found in a recorded subdivision. They are characterized by
orderly street layouts and are generally more densely utilized than unplatted areas. These
areas are commonly found in cities and villages and along lake or river frontage. Assessors
will usually value this type of property on either a standard lot size or a front foot basis.
Because the lots may be of various sizes and shapes and with different amounts of frontage,
good maps are essential for the assessor to accurately determine the size, shape, location,
and relationship of one parcel to another.

Sales in some newly platted areas are for the bare lots without such items as septic tanks,
wells, fences, etc. Through a study of the sales, the assessor can determine the value of the
lots without the land improvements. The value to be added for land improvements can be
determined from the study of the costs of such improvements and the study of the sale of
improved lots.

If there are enough sales in each case, direct comparisons can be made with properties that
have sold and those that have not. If the properties sold are not directly comparable, then
the assessor must make adjustments to the selling prices in order to estimate the amount
the subject property may be expected to bring if placed on the market.

In analyzing all of the sales data available, the sales prices should be adjusted to the January
1 assessment date and posted on a set of maps. This will enable the assessor to readily
identify where the sales have occurred and to develop standard unit values for specific areas
or neighborhoods.

Land Valuation Case Study

The following example illustrates the adjustment of basic front foot values for depth and
other variations in shape and location. While the example uses lakeshore lots for illustration,
the same principles are also applicable to other platted areas.

Referring to the plat along the lakeshore shown as Figure 8-6, it will be noted that a road
runs along the south side of the plat. There is also a road between lots 5 and 15 which serves
lots 6 to 14, and a road between lots 19 and 21 which provides access to lot 20.

Lots 1 through 3 are individually owned and are all 120 feet deep and 100 feet in width with
a good beach. After making a study of the sales of other comparable lakeshore lots in the
municipality, it is determined that the ordinary market value would be $2000 per front foot
for a standard 120 foot lot. Any variances from the standard depth must be adjusted through
the use of depth factors. Since the standard depth is 120 feet, the 120 Feet Standard Lot
Depth Table, which is found in the Appendix to Volume 2, will be used to obtain the
appropriate depth factor.
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In computing the value of Lot 1 that is 100 feet wide, the assessor will multiply the width by
the $2000 front foot value which results in a value estimate of $200,000. Since the depth of
lot 1 is the standard 120 feet, no adjustment for depth is required to the $200,000 value
indication.

Lots 2 and 3 are comparable to Lot 1, and the same method is used in determining their
values.

Lots 4 and 5 are owned by the town, and are used for a park. Lot 4 has a good beach for
swimming, and also a public boat landing. Lots 4 and 5 are exempt; however, the assessor
must determine if such public use has an effect on the value of adjacent lots.

Lot 6 is 100 feet wide, 150 feet deep on the south side, and 110 feet deep on the north side.
This presents a different problem. When valuing this lot, add the two sides and divide by two
to obtain the average depth of 130 feet (110’ + 150’ = 260’/2 = 130’). Lots 6 through 10 have
good sand beach suitable for swimming, and when these lots sell they bring $3000 per front
foot. To compute the value of lot 6 multiply the 100-foot width by the $3000 front foot value
resulting in a value of $300,000. Since the average depth of 130 feet is not standard, it is
necessary to refer to the depth factor chart in the Appendix of Volume 2 to obtain the factor
to be used in modifying this value. The chart shows a factor of 104; therefore, the $300,000
obtained above is multiplied by 104 percent to obtain a value of $312,000 (1.04 x $300,000 =
$312,000) for lot 6.

Lot 7 is 100 feet wide and 110 feet deep. To determine the value of this lot, multiply the 100
foot width by the $3000 front foot value for a standard lot value of $300,000 (100’ x $3000 =
$300,000). Since the lot is 110 feet deep, the assessor again refers to the depth factor tables
and finds that a 110-foot lot represents 96 percent of the value of a 120-foot standard depth
lot. The depth factor of 96 times $$300,000 indicates a value of $288,000 for lot 7 ($300,000
x .96 = $288,000).

Lot 8 is valued in the same manner as Lot 6.

Lot 9 is a triangular lot, which poses another problem. Because the lot is irregularly shaped
and is not the standard depth, the front foot value must be adjusted to account for both the
depth and shape of the lot, using the 65/35 rule in conjunction with the depth factor. See
Figure 8-5. The 65/35 rule is based on the premise that a right angle triangular shaped lot
with frontage at its base has 65 percent of the value of a rectangular lot, and that a right
angle triangular shaped lot with frontage at its apex has 35 percent of the value of a
rectangular lot. Lot 9 is 75 feet deep with a width of 100 feet on the lake. The 100-foot width
represents the base of the triangular lot. To calculate the value of this lot, the assessor must
first multiply the 100 foot width of the lot by the front foot value of $3000 for a value of
$300,000 (100’ x $3000 = $300,000). This figure is then modified by the 75 foot depth factor,
which is 79 percent for a value of $237,000 ($300,000 x .79 = $237,000). This value, in turn,
1s multiplied by 65 percent to account for the triangular shape of the lot, which results in a
value indication of $154,050 ($237,000 x.65 =$154,050), which would be rounded to $154,100.
In this particular case we have made the assumption that the lot is not subject to flooding
and that there are not stringent zoning requirements which would require minimum set-back
for buildings on the lake. In practice, however, the assessor must be aware that there are
many situations where it may not be appropriate to use the 65/35 rule for the valuation of
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triangular lots. For example, assume that every spring as the snow melts, the lake rises,
flooding part of the lot. In such a case, it is possible that the lot could not be used for building
since the widest part of the lot would be underwater each spring. If this were true, the lot
would probably be more desirable if the water frontage were located at its apex rather than
its base since it would still be possible to build a home on that portion of the lot away from
the water. Set-back requirements must also be considered. For example, if local zoning
required that all homes be situated at least 40 feet back from the lake, this particular lot
would perhaps be less desirable than one with its apex on the lake, since the area on which
a house could be built would be seriously reduced. As such, the 65/35 rule would not apply.

Figure 8-5
65/35 Rule

8%

The 65/35 rule is based on the premise that a right angle triangular lot with frontage at its
base has 65% of the value of a rectangular lot, and that a right angle triangular lot with
frontage at its apex has 35% of the value of a rectangular lot, as illustrated in example A.
Parcel B would, therefore, have an effective frontage of 81 feet. Parcel C would have an
effective frontage of 99 feet.

Lot 10 may be valued by considering it as two triangular lots. The procedure would then be
similar to that used for Lot 9. The east half of lot 10 has 85 feet of frontage on the lake, and
a depth of 124 feet. To value this lot the assessor would first multiply the 85-foot frontage by
the front foot value of $3000 for a value of $255,000. The depth factor for a 125-foot lot is 102
percent, which is applied to the $255,000 figure for a value of $260,100. This figure is then
adjusted to account for the triangular shape of the lot. Since the base of the lot is on the lake,
the $260,100 figure is multiplied by 65 percent for an adjusted value of $169,065, which would
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be rounded to $169,100. Since the west half of Lot 10 has the same dimensions as the east
half, its value would be the same, and the total estimated value of Lot 10 would be $338,200.

Lot 10 is unique in the area since it is on the point of a large peninsula. Usually such points
have a considerable amount of frontage but limited or irregular depth. The limited depth (as
opposed to a rectangular lot) may interfere with the placement of buildings or development
of the rear of the lot. Such lots are sometimes considered to have excess frontage. On the
other hand, points are desirable because of a wide angle view and somewhat greater privacy.
There can be no arbitrary rule for the valuation of such lots, and after approaching the
valuation problem from all reasonable alternatives the assessor must decide which is the
most applicable and the most likely to be the best estimate of market value.

The value of Lot 11 can be estimated in the same manner as Lot 9.

Lots 12, 13, and 14 lack the sand beach, and the market value of similar lots has been found
to be $2000 per front foot. Using $2000 as the front foot value, the same procedure that was
used in valuing Lots 6, 7, and 8 would be used to value these lots. Lots 15 through 18 have a
swampy shoreline. Similar lots have been found to be selling for $1000 per front foot at a
standard depth of 120 feet.

Lot 15 has only 25 feet of shoreline at $1000 per front foot, this being the most valuable
portion of the lot. The rest of the lot does not touch the lake; similar properties have been
selling for $400 per foot. The value of this lot would be calculated as follows: 25’ x $1000 =
$25,000; 75’ x $400 = $30,000; $25,000 + $30,000 = $55,000. Since the lot is the standard
depth, no depth adjustment is required; therefore, the indicated value of Lot 15 is $55,000.

Lots 16, 17, and 18 are similar with 100 feet of frontage and a standard depth of 120 feet.
Each of these lots would be valued at $1000 per front foot for a total value estimate of
$100,000 per lot. No adjustment is required for depth.

Lot 19 is similar to Lot 15, and would be valued in the same manner.

Lot 20 is a small peninsula with 225 feet of good frontage, 100 feet maximum depth due
north and south, and 75 feet average width east and west. Since the most useful depth of a
frontage lot is the depth measured at a right angle to the frontage, Lot 20 could be considered
as the equivalent of two lots each having about 112 % feet of frontage and an average depth
of 37 % feet (% of 75°). Since sales indicate that this is $2000 frontage, the calculation would
be as follows: 112 % x $2,000 = $225,000. The depth factor for a 37 % foot lot is 56 % percent,
which when applied to the value estimate of $225,000 indicates an adjusted value of $127,125
for one half of Lot 20, or a total value of $254,250 which would be rounded to $254,300.
However, two such lots placed back to back would appear to have more utility than is reflected
by the sum of the parts and the assessor may wish to add an additional amount. The amount
to be added will depend upon the total width of the peninsula and the increased freedom of
locating buildings, etc., which the combined depth of 75 feet will allow. Other factors such as
the unique location of the lot would also have to be taken into consideration.
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Lot 21 would be valued in the same manner as Lots 19 and 15.

The above computations are based mainly on front foot of lakeshore assuming the lots are
comparable except for the type of lakeshore and depth or shape. If other factors are prevalent
which are likely to affect the market value of the lots, the assessor will have to make further
adjustments.

The values established are for lakeshore lots without land improvements. The assessor would
add an additional amount for land improvements to the improvement value.

Figure 8-6

Plat of Lake Shore Lots
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Common Area/Land, Excess or Surplus Land - Subdivisions

The Dictionary of Real Estate Appraisal defines common area as “The total area within a
property that is not designed for sale or rental but is available for common use by all owners,
tenants, or their invitees, e.g., parking, and its appurtenances, malls, sidewalks, landscaped
area, recreation areas, public toilets, truck and service facilities.”

Excess land is defined as “Land that is not needed to serve or support the existing
improvement. The highest and best use of the excess land may or may not be the same as the
highest and best use of the improved parcel. Excess land may have the potential to be sold
separately and is valued separately.”

Surplus land is defined as “Land that is not currently needed to support the existing
improvement but cannot be separated from the property and sold off. Surplus land does not
have an independent highest and best use and may or may not contribute value to the
improved parcel.”
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In subdivisions common area is also known as common land. Most often common land is used
as a natural buffer or common area supporting the improved areas. Green space, retention
ponds, parks or playgrounds are examples of common land in a subdivision.

The assessor must analyze the rights available, as specified in the subdivision development
documents, to determine what uses are permitted or allowed. The assessor must determine
if the common land has an economic or contributory value to the surrounding improved
property in order for the common land to have a value.

Common Areas - Condominium

Another area that assessors may experience some difficulty is the common areas of
condominiums. Generally speaking common areas of condominiums, hallways, stairways,
elevators, sidewalks, etc. do not have a separate value on the roll. They may have a
contributory value for each of the units, and as such the value is taken into consideration
when determining the value of the individual units.

Common lands in condominiums share some of the same attributes and conditions of
common, excess or surplus lands in a subdivision. The assessor must analyze the declarations
of the condominium to determine how the common elements of a condominium are to be
treated.

Every subdivision or condominium is unique. The assessor must read, analyze and
understand the development documents or the declaration documents to understand each of
them. They may have certain qualities in common, but each may have special circumstances
addressed in the documents.

Outlots

The Dictionary of Real Estate Appraisal defines outlot as “A building site or pad that benefits
from being part of a larger development.” There is not one answer that will tell an assessor
how to handle these. Assessors must review the area in which the outlots exist. If the outlot
1s in a subdivision of residential units, the most likely classification of the outlot would be
residential. However, the value of the outlot may be different than the standard lots. The
assessor should refer to the development or declaration documents to aid in their
determination of how to handle the outlots. Some of the questions may be: Is the outlot able
to be improved or not? Is the outlot dedicated green space? Is the outlot common area? Each
outlot should be looked at on its own. There is no one solution for all outlots.

Part II. Valuing Improvements

The objective of improvement analysis is to determine the highest and best use of the
improved property and to estimate that portion of the total property value which is
attributable to the improvements. In performing improvement analysis, the assessor must
make a thorough, detailed, and objective viewing of each property, noting relevant
characteristics as they relate to physical condition, effective age, and functional utility. This
is best done through the use of the Property Record Card (form PA-500) which is prescribed
by the Department of Revenue (DOR) and available from the County Designee.
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The PRC is a valuable tool for the assessor. Its main use is that of a listing document. It
provides space to list in detail all of the pertinent characteristics of the subject property that
contribute to value. It is essential that the assessor have a detailed description of each
property in order to find market comparables, establish a basis for adjustments using the
market approach, to accurately estimate replacement cost new and depreciation, and to
better defend the final value estimate.

Data Collection - Field Viewing

Before beginning field work, it is important that the assessor become familiar with Volume
2 of the Wisconsin Property Assessment Manual (WPAM) and the PRC. This will ensure that
sufficient data is obtained in the field and will help to minimize errors.

The state prescribed PRC is a four-sided folder card, which is used to list residential and
agricultural properties. The front side is used to enter property identification data such as
the parcel number, name and address of owner, legal description, etc. The area is large
enough to incorporate pre-printed labels if so desired.

The second side provides an area for a detailed listing of building characteristics, an area to
sketch the building, and a pricing ladder to compute the value of the building using the cost
approach to value.

Other features and additional attachments are listed on the third side of the PRC. An area
1s provided to list other minor buildings and apartments, and a blank space is provided to
attach a photograph and make notations.

The fourth side provides space for all land listing data and computations, including a sketch
of the parcel, property identifiers such as parcel number and property location, sales data,
building permit records, and Municipal Assessment Report information. It is important that
proper consideration be given to the various factors affecting land value and that these
factors be documented. Use, depth, influence factors, topography, utilities, type of street or
road, dwelling setback, fronting traffic, and zoning should all be indicated on the card. By
showing these factors, differences in land assessments can be readily explained.

The PRC should be studied to determine exactly what information is needed and how it will
be recorded. It is important to develop a system of recording data, which will be uniformly
applied throughout the district. Because the information contained on the PRC is the basis
for the final value estimate, it is essential that it is field verified and accurate.

Certain assessment districts using computerized assessment software may use a system
generated data collection form to gather this information.

The quality of construction will have a significant effect on the value of a dwelling; therefore,
it is important that the assessor become familiar with the various grade classifications used
in the WPAM and the specifications of each grade. The four principal quality grade
classifications used in Volume 2 are as follows:
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Grade A Excellent Quality
Grade B Good Quality
Grade C Average Quality
Grade D Fair Quality

To cover the entire range of construction quality, two additional quality grade classifications
have been established: “AA” grade, which incorporates the very best quality of materials and
workmanship, and “E” grade, which incorporates the least expensive and inferior quality of
materials and workmanship.

These six grades cover the entire range of dwelling construction from the least expensive to
the finest of quality. Since each of the various grades have design and construction features
unique to that grade, the assessor should thoroughly examine and become familiar with the
specifications of each grade as outlined in Volume 2 of the WPAM.

To aid the assessor in estimating depreciation, the WPAM provides a CDU (condition,
desirability, and usefulness) Rating Guide. The guide establishes eight rating classifications
ranging from excellent to unsound, with accompanying definitions of the observed physical
condition of the building, and its degree of desirability and usefulness for its age and type. A
residual table (Basic Percent Good Table), which is used in conjunction with the CDU Rating
Guide, is also provided. This will indicate the appropriate residual for a structure, based upon
its condition, desirability, and usefulness as observed by the assessor. To properly use the
tables, the assessor should study the CDU rating system with its definitions, keeping in mind
that the tables are only guides and the true measure of depreciation must be obtained from
market studies. However, with valuation experience, the tables can be refined to give
adequate residual, or percent good estimates. When listing a large volume of properties, the
assessor will find these tables extremely useful for being consistent in depreciation
considerations.

Upon entering the field, the assessor should be concerned with the following points:
Proper identification of the parcel

Property owner interview

Measuring improvements and interior viewing

Proper classification and depreciation estimates

Land value factors

G o

Proper identification of each parcel is essential. The assessor should verify each legal
description to ensure that it accurately describes the parcel being assessed. Any incorrect
legal descriptions should be researched as necessary and corrected. The record cards should
also be labeled with the property owner’s name and address, the parcel number, and the size
of the parcel when available.

The property owner interview is a means of receiving additional information on a property
and establishes good public relations. For many property owners, this is the primary contact
with the assessor’s office. The assessor should have proper identification and state the
purpose of the viewing. Any questions pertaining to the assessment process should be
answered and data should be collected in the most efficient manner possible. The assessor
can obtain construction costs, ages of buildings, and sales information from the property
owner. At this time sales can also be verified, and a check made for any changes to the
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improvements since the date of purchase. If the occupant is a tenant, the amount of rent paid
should also be obtained. Follow-up for any unanswered questions is also very important. An
important question to ask but often overlooked is “Do you know of any factors that might
affect the value of your property?” These factors range from special easements to unusual soil
conditions. Many times peculiar situations are overlooked until the assessed value is
disputed by the owner. Before leaving the assessor should advise the owner when information
relevant to the current assessment will be available. Improvement viewing and measuring
pertains to collecting and recording complete data regarding the physical characteristics of
the improvements to be assessed. This includes properly completing the PRC to show the
style, age, size, quality of construction, condition, and other relevant physical features. To be
sure that nothing is overlooked during the viewing many assessors set up a routine. For
instance, the interior viewing may begin with the basement and continue on to the last level
needing viewing. The lister completes the PRC while viewing the house. Upon leaving the
property, the card is checked to be sure that adequate information has been collected.

Since building area serves as a basis for making comparisons using the market approach and
gross rent multiplier analysis, and is important in estimating replacement cost using the cost
approach, special attention should be given to the measurement and sketching of
improvements. Each item requiring an area should be measured to the nearest foot. The
dimensions should be written on a preliminary sketch and later transferred to the record
card. This sketch should contain dimensions, story heights, and labeling.

The final sketch drawn on the record card should be neat and to scale. Dimensions should be
properly placed so that areas are correctly calculated and the labeling should be legible and
complete. Detached garages and miscellaneous detached sheds need not be sketched since
their dimensions are listed elsewhere on the PRC.

Once the assessor has collected sufficient interior and exterior information, it is possible to
subjectively consider the improvements and determine the proper grade. Grading the house
becomes relatively simple since the viewing will show the design, planning, materials,
workmanship, and aesthetic features present. As each class has varying degrees of these
characteristics, a tentative grade can be chosen. A quick comparison of the information
recorded on the record card with the specifications in Volume 2 of the WPAM will show if a
different grade is indicated. The assessor must exercise caution not to confuse the concepts
of quality and condition when selecting the proper grade. This is especially applicable to older
buildings where a deteriorated condition can have a noticeable effect on physical appearance.
A building will always retain its initial grade of construction regardless of its existing
deteriorated condition. The grade ultimately selected must reflect that original built-in
quality, and the selection of that grade cannot be influenced in any way by the physical
condition of the building.

Physical condition does; however, bear a direct relationship to the desirability, usefulness,
and therefore, marketability of a structure and it is important that it be carefully evaluated
when estimating depreciation. In evaluating the condition of a structure, the assessor must
consider age, adequacy of equipment, types of repairs needed, and types of repairs already
made. Consideration must also be given to whether or not it is functionally adequate. By
using information obtained from market analysis and guides such as the CDU Rating Guide
and Basic Percent Good Table found in Volume 2, depreciation estimates can be made quickly
and accurately.

8-23 Revised 12/11



Wisconsin Property Assessment Manual Chapter 8 Residential Property Valuation

Sales Comparison Approach

The method of valuation, which most nearly conforms to the statutory requirement of market
value, is the sales comparison or market approach. This approach is based on the principle
of substitution which presumes that an informed purchaser will pay no more for a property
than the cost of acquiring a substitute property currently on the market with the same utility
as the subject property. The general procedure using this approach is the same as was
previously discussed for the valuation of land using the comparable sales approach. That is,
after collecting and analyzing data on each property sold, a comparison chart is set up with
the sales listed horizontally and the comparison factors listed vertically. The sale prices are
then adjusted to reflect the amount that each property would have brought on the market if
it had the same characteristics as the subject. The following example illustrates this
technique. (The lot is also included in this comparison.)

The subject to be assessed is a one-story, three bedroom, one-bath, single-family residence
which is five years old. It has an attached double garage, an average wood burning fireplace,
and central air conditioning. A study of the market indicates that there are five sales in the
neighborhood which are similar to the subject in age, quality of construction, and amenities.

Sale 1 is a four-bedroom, one-story, two-bath residence with an attached double garage. It
has a large fireplace, central air conditioning and sold for $150,000 one year ago.

Sale 2 is a three-bedroom, one-bath residence with no fireplace or air conditioning. It has an
attached single car garage and sold for $148,000 recently.

Sale 3 is a three-bedroom, two-bath residence with an average fireplace, attached double
garage, and central air conditioning. It sold recently for $162,500.

Sale 4 is a three-bedroom, two-bath residence with a single car garage. It has central air
conditioning and a large fireplace. In addition, there is surplus land included in the sale with
an estimated value of $16,000. It recently sold for a total of $178,000.

Sale 5 is a four-bedroom, two-bath residence with an attached double garage. It has central
air conditioning and a large fireplace. The sale price included personal property worth $3,200.
It sold for a total price of $173,500.

For purposes of this analysis, assume the following relationships as demonstrated by the
market: the average wood burning fireplace has a value of $4,000; a large, better quality
fireplace has a value of $5,600; a double garage will bring $5,000 more than a single one; a
fourth bedroom will command an additional $4,000; and a second bath will bring an
additional $3,000; central air conditioning is worth an additional $2,500; and property values
in this particular neighborhood are increasing at 10% per year.

Case Study

Under the column entitled “subject,” the property characteristics or factors affecting the
value of the subject property are listed for ready reference. Sale price, of course, is the
unknown that is being sought; therefore, that section of the comparison chart has not been
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completed. Since the subject property has not recently sold, the date of sale section of the
chart has also been left blank. The subject has a fireplace and central air conditioning and
this has been noted in Figure 8-7. The other items have been listed on the market comparison
chart in the same manner.

Sale 1 also has a large fireplace while the subject has only an average one. An adjustment
must be made to correct for this difference in the two properties. The specifications listed the
value of a large fireplace at $5,600 and an average wood burning fireplace at $4,000, or a
difference of $1,600. In order to make the sale comparable to the subject, $1,600 must be
subtracted from the sale price.

This sale has central air conditioning and an attached double garage. Since the subject also
has these features, there is no dollar adjustment made for these items.

There are two baths in Sale 1 while the subject has only one. The value of the extra bath is
indicated at $3,000; therefore, this amount must be subtracted from the sale price to make it
comparable to the subject. Sale 1 has four bedrooms while the subject has three. The value
of the extra bedroom is indicated at $4,000.

This amount is subtracted from the sale price to compensate for the fourth bedroom.

The lots of Sale 1 and the subject are both comparable and there was no personal property
included in the sale; therefore, no dollar adjustment is required for these items.

When all of the adjustments to the selling price of Sale 1 are totaled, they amount to a plus
adjustment of $6,400. This amount is added to the sale price of $150,000 to give an indicated
market value of $156,400 for the subject property based on the adjusted sale price of
comparable 1.

The same technique is used for the remaining comparable sales. Upon viewing the market
comparison chart, it can be seen that Sale 3 is the most comparable to the subject property
and required only one adjustment. Based upon this sale, the indicated value of the property

is $159,500.

Appraisal is not an exact science. It is not possible to estimate market value with a precision
that would yield a figure in exact dollars and cents; therefore, value estimates are generally
rounded to the nearest hundred dollars. In this particular example, no rounding was
necessary; however, had the value estimate been $159,485, for example, it would have been

rounded to $159,500.

It is obviously not feasible to develop a market comparison chart for every property in a
municipality. Therefore, it is important that some type of sale listing be prepared for use in
defending value estimates whether they are derived directly from the market, or from using
the cost or gross rent multiplier approaches. In preparing the listing, sales should be
stratified by primary value factors such as neighborhood, quality or grade, size, or age. This
will enable the assessor to quickly locate comparable sales for a specific property. Figure 8-8
illustrates a sales listing chart with some of the main value factors that should be included
to make it as useful as possible.
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Figure 8-7

Market Comparison Chart

Sale Subject No. 1 No. 2 No. 3 No. 4 No. 5
Sale Price ? $150,000 $148,000 $162,500 $178,000 $173,500
Date of Sale — 1yr.
+15,000 Recent Recent Recent Recent
Fireplace Average Large None Average Large Large
Wood burning -1,600 +4,000 Wood burning -1600 -1600
Air Central Central None Central Central Central
Conditioning +2,500
Garage Attached Attached Attached Attached Attached  Attached
Double Double Single Double Single Double
+5,000 +5,000 —
Bath One Two One Two Two Two
bath bath bath bath bath bath
-3,000 — -3,000 -3,000 -3,000
Bedrooms Three Four Three Three Three Four
-4,000 — — — -4,000
Lot Average Average Average Average Larger Average
— — — -16,000 —
Personal None None None None None Est.
Property — — — — worth
-3,200
Total — +6,400 +11,500 -3,000 -15,600 -11,800
Adjustment
Indicated $159,500 $156,400 $159,500 $159,500 $162,400 $161,700
Market Value
NOTE: The above values and unit prices are for illustration purposes only and are not meant to be a standard or average
value.
Figure 8-8
Sales Listing, Willow Brook Subdivision
Parcel Year Fire- Central Exterior Lot Land- Sale Sale Time Adj.
Number Address Grade Size Built Beds Baths place A/C Garage Walls Size scape Price Date Sale Price
75326682 201 Oak C+ 1580 1978 4 2 Yes  Yes 2 car Frame 66x120 Good $159,900 7/97 $162,900
75465437 452 C+ 1600 1978 4 2 Yes  Yes 2car Alum. 66x120 Good 163,000 1/98 163,000
Maple
75465439 456 C+ 1600 1976 3 2 Yes  Yes 2car Alum. 66x120 Good 157,000 6/97 159,900
Maple
75465248 911 Elm C+ 1640 1979 4 2 Yes  Yes 2 car Frame 66x120 Good 161,000 10/97 162,000
75465298 546 Ash C+ 1760 1975 3 1 Yes No 2car Brick 66x120 Ave. 154,000 4/97 157,600
75465764 995 C+ 1800 1977 4 2 Yes  Yes 2 car Frame 80x120 Good 166,000 1/98 166,000
Jackson
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Cost Approach

If the highest and best use of a property is its present use and the improvement is relatively
new, a valid indication of value may be derived using the cost approach. The cost approach is
based on the principle of substitution, that is, that a well-informed buyer will pay no more
for a property than the cost of purchasing an equally desirable substitute property with like
utility. The basic steps in the cost approach are as follows:

1. Estimate the value of the site as if vacant and available to be put to its highest

and best use.

Estimate replacement cost new of the structure.

Estimate accrued depreciation from all sources.

4. Subtract the accrued depreciation estimate from the estimate of cost new to
arrive at a present value for the improvements.

5. Add the present value of the improvements to the estimated land value for a
total property value.

R

At this point, it must be noted that cost is not the same as, nor does it necessarily create,
value. The assessor must continually analyze sales that have occurred to determine the
relationship between replacement cost and market value, and to develop sound judgment
regarding observed condition, the market’s reaction to the market place, and accrued
depreciation.

Replacement Cost

Replacement cost is the current cost of producing an improvement of equal utility to the
subject property; it may or may not be the cost of reproducing a replica property. The
distinction being drawn is one between replacement cost, which refers to a substitute
property of equal utility, as opposed to reproduction cost, which refers to a substitute replica
property. In a particular situation the two concepts may be interchangeable, but they are not
necessarily so. They both, however, have application in the cost approach to value, the
difference being reconciled in the consideration of depreciation allowances.

In actual practice, developers and builders for obvious economic reasons generally replace
buildings, not reproduce them. It logically follows that if an appraiser’s job is to measure the
actions of knowledgeable persons in the marketplace, the use of proper replacement costs
should provide an accurate point of beginning in the valuation of most improvements.

The replacement cost includes the total cost of construction incurred by the builder whether
preliminary to, during the course of, or after completion of the construction of a particular
building. Among these are material, labor, all subcontracts, builder’s overhead and profit,
architectural and engineering fees, consultation fees, survey and permit fees, legal fees,
taxes, insurance, and the cost of interim financing.

There are various methods that may be employed to estimate replacement cost new. The

methods widely used in the appraisal field are the unit-in-place or component part-in-place
method, the model method and occasionally the quantity survey method.
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The Unit-In-Place Method is employed by establishing in-place cost estimates (including
material, labor, overhead, and profit) for various structural components. The prices
established for the specified components are related to their most common units of
measurement such as cost per yard of excavation, cost per linear foot of footings, and cost per
square foot of floor covering.

The unit prices can then be multiplied by the respective quantities of each as they are found
in the composition of the subject building to derive the whole dollar component cost, the sum
of which 1s equal to the estimated cost of the entire building, providing of course, that due
consideration is given to all other indirect costs which may be applicable. This method of
using basic units can also be extended to establish prices for larger components in-place such
as complete structural floors (including the finish flooring, sub-floor, joists, and framing)
which are likely to re-occur repeatedly in a number of buildings.

The Model Method is still a further extension, in that unit-in-place costs are used to develop
base unit square foot or cubic foot costs for total specified representative structures in place,
which may then serve as “models” to derive the base unit cost of comparable structures to be
appraised. The base unit cost of the model most representative of the subject building is
applied to the subject building and appropriate tables of additions and deductions are used
to adjust the base cost of the subject to account for any significant variations between it and
the model.

The Quantity-Survey Method involves a detailed itemized estimate of the quantities of
various materials used, labor and equipment requirements, architect and engineering fees,
contractor’s overhead and profit, and other related costs. This method is primarily used by
contractors and cost estimators for bidding and budgetary purposes and is much too laborious
and costly to be effective in everyday appraisal work, especially in the mass appraisal field.
The method, however, does have its place, in that it is used to develop certain unit-in-place
costs, which can be more readily applied to estimating for appraisal purposes.

Pricing schedules and related cost tables are included in Volume 2 of WPAM to assist the
appraiser in arriving at an accurate estimate of replacement cost new. They have been
developed by applying unit-in-place costs to the construction of specified hypothetical or
model buildings. Application of the schedules involves the selection of the model in terms of
components construction which most nearly resembles the subject building and adjusting its
price to compensate for all significant variations. The schedules and tables have been
developed to be used primarily in assessment environments. As such, they have been
designed to provide the assessor with an uncomplicated, fast and effective method of arriving
at an accurate estimate of replacement costs. While the costs provide for replacement using
modern materials, they do not account for functional obsolescence caused by design, style,
layout, etc. Therefore, the assessor must still account for this in the depreciation estimate.
In addition, the cost figures do not include secondary costs such as closing costs, interior
decorating, final grading, landscaping, etc., which account for the difference between the new
construction cost and a higher sale price.

While the cost tables, in conjunction with the local modifiers have been prepared in a manner
which will reflect construction costs in the various parts of the state, actual known costs of
construction should be compared with the costs as estimated by the tables whenever possible.
Such comparisons will help to build the assessor’s confidence in the validity of the cost tables,
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and provide the basis for warranted adjustments to the local modifier.

Applied properly, this cost information will assist the assessor in arriving at valid and
accurate estimates of replacement cost new as of a given time. The difference between the
replacement cost new and the present value of a structure is depreciation. The final step in
completing the cost approach is to estimate the amount of accrued depreciation and deduct
that amount from the replacement cost new.

Depreciation

Depreciation can be simply defined as “a loss in value from all causes.” As applied to real
estate, it represents the loss in value between market value and the sum of the replacement
cost new of the improvements as of a given time. The causes for the loss in value may be
divided into three broad classifications: Physical Deterioration, Functional and Economic
Obsolescence.

Physical Deterioration pertains to the wearing out of the various building components,
referring to both short-life and long-life items, through the action of the elements, age, and
use. The condition may be considered either “curable” or “incurable,” depending upon
whether it may or may not be practical and economically feasible to cure the deficiency by
repair and replacement.

Functional Obsolescence is a condition caused by either inadequacies or over-adequacies
in design, style, composition, or arrangement inherent to the structure itself which tend to
lessen its usefulness. Like physical deterioration, the condition may be considered either
curable or incurable. Some of the more common examples of functional obsolescence are
excessive wall and ceiling heights, excessive structural construction, surplus capacity,
ineffective layouts, and inadequate building services.

Economic Obsolescence is a condition caused by factors extraneous to the property itself,
such as changes in population characteristics and economic trends, encroachment of
inharmonious land uses, and governmental restrictions. The condition is generally incurable
in that the causes lie outside the property owner’s realm of control.

Once depreciation from all causes has been estimated, that amount is deducted from the
replacement cost new, yielding a final value estimate for the improvement. While it is true
that a close relationship between cost of replacement and the ordinary market value concept
can usually be found for the average or typical residence, the assessor must always be aware
that cost less an average amount for depreciation is not necessarily equivalent to ordinary
market value in every case. Each property is unique and must be given individual
consideration regarding observed physical deterioration and the various types of
obsolescence.

There are limitations to the use of the cost approach to valuation. Depreciation is a critical
factor when using this approach. Since the value of a structure may vary substantially
depending on the depreciation estimate, it is essential that the depreciation estimate be
accurate. In general, when an improvement suffers a substantial loss in utility, it is more
difficult to accurately estimate depreciation and, therefore, the cost approach becomes less
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reliable. Examples where the cost approach may not be entirely reliable are properties with
very old or poorly maintained improvements and properties where the improvement does not
represent the highest and best use of the site.

Gross Rent Multipliers

Residential property generally is not purchased for investment income; therefore, net income
1s not customarily used in estimating the value of residential property. However, residential
property is often rented, and there is a method by which an indication of value can be
obtained from rental information. This is through the use of the gross rent multiplier, which
is a simple-to-use method of making comparisons between the subject property and
comparable properties which have been sold where rents are available. The gross rent
multiplier is used to express the relationship between gross rent and the value of a property
and is derived by dividing the selling price of a property by the gross rental income at the
time of the sale:

Sale price = Gross Rent Multiplier
Rental income

For example, the gross rent multiplier for a property with an annual rental income of $7,800
and a sale price of $82,000 would be computed as follows:

$82,000 = 10.5
7,800

It is also possible to compute a monthly gross rent multiplier by using the monthly rental,
rather than annual rental income:

Sale price = Monthly Gross Rent
Monthly rental income Multiplier

Using the same example with monthly, rather than annual rental income, the monthly gross
rent multiplier is calculated as follows:

$82.000 126.2

650

The gross rent multiplier, when applied to the market rental for the subject property, will
provide an estimate of value for the subject. Market rent is the amount of rental income that
a property will bring on the open market. It is indicated by the rent that is currently being
paid for properties comparable to the subject property. In estimating market rental for the
subject, it is important that the rental properties used as comparables be in the same market
as the subject and that the rents are current.

Once the market rental and the gross rent multiplier have been estimated, it is possible to
estimate the value of the subject by multiplying the market rental by the gross rent multiplier
(value = market rental x gross rent multiplier). For example, if the annual market rental of
the subject 1s $7,900 and the gross rent multiplier is determined to be 10.5, the value of the
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subject would be estimated as follows:
$7,900 x 10.5 = $82,950

which would be rounded to $83,000. If the sales used for gross rent multiplier analysis are
truly comparable to the subject, their multipliers should be grouped within a close range.
Where there are a large number of sales, sample statistics can be used to estimate the gross
rent multiplier. That is, the mean, median, and mode for the multipliers can be computed for
use 1n selecting the appropriate gross rent multiplier. If there are too few sales to rely upon
the use of sample statistics, the assessor must select the multiplier based upon judgment and
analysis of the data available.

For example, the assessor may have only four sales of rental properties that are truly
comparable to the subject. The monthly gross rent multipliers are shown in Figure 8-9.

Figure 8-9

Monthly Gross Rent Multipliers

Sale Price  Monthly Rentals Monthly GRM

Sale 1 $91,500 $750 122.0
Sale 2 $99,600 $800 124.5
Sale 3 $96,800 $770 125.7
Sale 4 $96,000 $760 126. 3

It is the assessor’s judgment that the subject is better than Sale 2, but not quite as desirable
as Sale 3. The gross rent multiplier for the subject would probably lie somewhere between
124.5 and 125.7. In this case, the assessor would probably use 125 as the gross rent
multiplier.

While gross rent multipliers are simple to use in estimating value, to be effective they must
be based on a sufficient number of truly comparable arm’s-length sales on which verified,
unfurnished rentals have been obtained. It is important that the sale properties be similar
to the subject in area, number of rooms, functional utility, condition, quality of construction,
value range, and neighborhood. Because gross rent multipliers will vary depending on these
factors, it is not possible to establish a “standard” gross rent multiplier for use throughout a
municipality; it must continually be recalculated from current sales and rental incomes for
various types of properties.

Part III Special Residential Properties
High End Residences

Unique Custom Built
The recently constructed expensive home can cause some difficulty when making the

assessment. Some smaller municipalities may have no comparable sales to serve as a basis
for estimating the ordinary market value of this type of home. The fact that a home in a
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district has never sold for greater than a specified amount does not limit the value to be used
for the assessment on this type of home. The homes that have sold are not comparable and,
therefore, cannot be expected to control the value established on a recently constructed
luxury type residence.

A home costing considerably more than the average home has a limited number of financially
capable purchasers. When put up for sale, such a home will often require a longer period of
time on the market before a sale occurs. Where no comparable homes have been sold to
establish a market value, the assessor will necessarily have to resort to, and place
considerable reliance on, the cost of construction less accrued depreciation as a guide to arrive
at the ordinary market value of the property.

The fact is that the owner did purchase the materials used in construction as well as the
services of laborers, contractors, and architects at the time the home was constructed, and
the home was built in accordance with the owner’s specifications. The assumption can be
made that had an identical structure been available, the taxpayer would have been willing
to pay the same amount or more, thus eliminating the trouble of overseeing its construction
and the delay of occupancy. When viewing this class of residence, the assessor may find
certain items that may have been of considerable importance to the original owner and
excessively expensive to construct, but may not enhance the value of the property to a
subsequent prospective buyer. If this is true, the assessor will have to rely on judgment to
make the necessary functional obsolescence adjustments in a cost approach to arrive at the
market value of the property.

Older Mansion-Type Residences

Most assessors will be faced with the problem of valuing homes constructed in an era when
the materials used at the time were plentiful and labor was cheap. Usually these homes were
custom built to the specifications of the owners or their architect, featuring many built-in
luxuries that may have been desirable only to the property owner building the home. Even
at the time the home was originally constructed it is doubtful that the luxuries considered
important to the builder would have had the same appeal to another prospective purchaser.

To reproduce an early 1900's mansion to the original specifications could cost more than a
home with similar utility using today’s construction methods. These homes were often
constructed of the best materials and usually well maintained so that even though maximum
deterioration is accounted for, the reproduction cost less depreciation gives no indication of
its current market value. If this is true, an obsolescence factor must be applied to obtain
market value.

The original design may include factors such as high ceilings that may no longer be in demand
and must be recognized as obsolescence by the assessor. The market value concept is
controlling when assessing a property of this kind, the same as in all other properties. Some
assessors may find a few sales in their municipality which can be used in making assessments
on similar old, expensive properties; however, many assessors will not have sales to guide
them in making such assessments. In these cases, they may be able to obtain some help by
considering sales in nearby districts. The information obtained may serve as a guide in
determining value for assessment purposes where the properties are similar and the location
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is comparable.

Where no sales are available, the assessor will find it helpful to give some thought to the
potential use of the property as it relates to its neighborhood. It is possible in many cases, to
make apartments of such properties if apartments are in demand and if zoning permits. Some
of these properties are located near colleges and universities and have been converted to
rooming houses and are producing a measurable income. If rent multipliers are available
from the municipality or from other nearby districts, they may be used to estimate value.

Riparian Property

Riparian refers to the bank or shore of a river or lake. Riparian property is property along
the bank or shore of a body of water such as a stream, river, or lake. This section will explain
the special nature of riparian property, how it affects the ownership rights, and how the
assessor should value this property.

In the early days of the state, the waterways provided the fastest and most efficient method
of transporting goods and people. The waterways were also the principle method of moving
timber from the forests to the sawmills. Land travel was slower and more difficult than travel
by water. Therefore, the waterways became the “highways” of that time. If the shore owners
were allowed to control the waterways, they could build barriers to travel, impose tolls, or
otherwise disrupt travel upon the waterways.

To prevent the disruption of the use of the waterways the state was granted control of all
navigable waters. The beginning of state control of navigable waters is expressed in Section
I, Article IX of the Wisconsin Constitution which granted the state jurisdiction over the
Mississippi River and all navigable waters leading to the Mississippi and St. Lawrence
Rivers. The Constitution declared these waters to be “common highways and forever free to
the inhabitants of the state and the citizens of the United States” and is often referred to as
the Public Trust Doctrine. Based on the state constitution, this doctrine has been further
defined by case law and statute. It declares that all navigable waters are "common highways
and forever free", and held in trust by the Department of Natural Resources.

Sec. 30.10, Wis. Stats., and various court cases have extended the state control to all
navigable lakes, streams, and rivers. This control of all navigable waters was also extended
to guarantee the public's right to recreational uses such as hunting, fishing, boating, etc.

Navigable water was originally defined as any lake, stream, or river capable of floating logs
to market. This definition was later expanded to include the floating of a canoe or boat as the
determination of navigability. It is not necessary that the water be navigable year round. It
is sufficient if the water level is periodically high enough to permit navigation and remains
so long enough to make the stream useful as a highway. The courts have been liberal in
declaring waters navigable including water 2 feet deep, muddy lakes, and marshes.

While the state has jurisdiction over all navigable waters, it does not necessarily have title
to the bed, or land, underneath the water. The ownership of the bed is governed by statutes
and court cases, and will vary depending on the type of body of water. The ownership is
generally as follows:
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1) Natural Navigable Lakes - The State owns all natural navigable lake beds to
the ordinary high water mark (OHWM). The OHWM is not always at or near open
water. Lake beds held in the public trust may not be navigable. Wetlands
(including those shown on the Wisconsin Wetland Inventory) and floodplains can
occur above and below the OHWM. Wetlands may share a boundary with the
OHWM. However, wetlands should not be classified as lake bed unless documents
such as deeds, legal description and maps provide evidence.

Assessors should review changes by the DNR to an OHWM, including the legal
description and deed to determine any impact to the taxable acres and value.

2) Navigable Rivers and Streams - The shoreline middle of the river. See Figure
8-10. In rare cases, the shoreline owner will sell the land up to the water’s edge
and retain ownership of the bed of the river. Although this situation is rare, the
assessor must carefully examine the legal description to ensure that the owner is
assessed for the exact amount of property owned. The boundaries of the lot that
establish ownership of the shoreline extend to the “thread” or center of the stream
and define the portion of the bed owned by the shoreline owner. In the following
example Lot A is 60 feet by 120 feet and borders on a 30 foot wide river. The
amount of the bed is determined by extending the boundaries of the lot to the
center of the stream. In this case, the shoreline owner owns a portion of the bed
that is 15 feet (to the center of the stream) by 120 feet or 1,800 square feet.

Figure 8-10
30
15
120
60 LOT A

3) Artificial or Man-Made Lakes and “Flooded Lands” — An artificial or
man-made lake is usually created by a developer or other landowner who erects
a dam on a stream or river causing the stream to overflow the surrounding
land to create a lake. The developer plans to subdivide the surrounding land
into lakefront lots and sell them for more than the land would be worth in its
previous condition. The creation of an artificial lake is a complicated process.
The Department of Natural Resources (DNR) must approve the creation of an
artificial lake and local or county agency approval may be required. A lake
cannot be created on the lands of others without their permission.

In Haase v. Kingston, 212 Wis. 585, the court held that title to the bed of an
artificial lake remains with the owner of the land on which the lake is created.
If the developer owns title to all of the land on which the lake is created, then
the developer retains title to this land. The developer may convey the portion
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of the bed along with the lots, retain the title to the bed, or convey to a third
party, possibly the state. The assessor must carefully examine the legal
documents creating the lake and the deeds for the lots to determine who owns
title to the bed. An artificial lake may also be created by the flooding of a gravel
pit. This occurs when the operator of a pit hits a stream that fills up the pit.
The title to the bed of this lake will remain with the owner of the pit until the
owner conveys the title.

The creation of “flooded lands” is similar to the creation of artificial lakes. A
power company or other concern constructs a dam on a river which causes the
overflow or flooding of the banks of the river behind the dam. The owner of the
shoreline property that is to be flooded retains title to the land after it is
flooded. The primary purpose is the creation of the dam and the flooded lands
are a result of that process. This differs from an artificial lake where the
primary purpose is the creation of the artificial lake and the sale of the
surrounding land.

4) Meandered Lake and Streams — On township maps, lands bordering on
streams and bodies of water will be designed 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

5) tothe water line set down. In the meandering process, 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 line that is run between meander corners, approximately following the
margin of a permanent body of water is called a meander line. Meander lines
are not ownership boundaries. They merely determine the sinusoidal line, or
the approximate line, of the stream or body of water. Lakes and streams on
which these lines have been established are called meandered lakes and
streams.

The boundary of riparian land on a meandered lake is the high water mark of
the lake. The boundary of riparian land on a meandered stream is the thread
or center of the stream.

6) Islands — The ownership of islands should not present a problem for the
assessor. In most cases, the survey or deed will establish ownership of the
island. However, there are cases where the island has not been surveyed or
deeded or where the water has receded to such an extent as to expose an island.
The island in these situations will be owned by the owner of the bed. In the
case of a navigable lake, the ownership of the island will pass to the state since
1t owns the bed in trust. In the case of islands in the stream or river, the owner
of the shoreline property owns the bed to the thread of the river and would own
the island or portion of the island above the shoreline owner's portion of the
bed.

In Figure 8-11 the entire island lies on Owner A's side of the thread of the stream. Therefore,
Owner A owns the entire island.
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Figure 8-11
Crvaerer B Shoreline
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In Figure 8-12, the thread of the stream splits the island. Owner A owns that portion of the
island that lies on Owner A's side of the stream and Owner B owns the portion of the island
that lies on Owner B's side of the stream (shaded portion of island).

Figure 8-12
Crvner B Shareline
. __ _ Thread of the
Stream
Shoreline
Cwvner &,

7) Accretion and Reliction - Accretion is the gradual and imperceptible
addition to the real property by the deposit of mud, sand, or sediment through
the action of the water. Reliction is the recession of a body of water that leaves
the land uncovered. When the water periodically rises over the land and then
recedes, there is no reliction. For example, the rise in the water level as a result
of spring rains and the subsequent lowering of the water level as a result of
dry summer conditions that is part of an annual cycle is not reliction.

The result of the accretion and reliction processes is to increase the amount of
the riparian land. The owner of the riparian property also becomes the owner
of any land created by accretion or reliction. The reasoning behind this is that
the main value of riparian property lies in its access to the water. If the
riparian owner did not gain ownership of this land, access to the water could
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eventually be cut off, decreasing the value of the original shore land. Since
accretion and reliction produce only gradual and imperceptible additions to the
real property, there should be little, if any effect on the value of the land over
the short term. However, the assessor should continue to monitor these
situations since, over a longer period of time, there might be a large enough
change to affect the value of the land.

Riparian Valuation

The assessment of shoreline property is to be based on the market value of the property. The
best evidence of market value is the recent arm's-length sale of the subject if, according to
professionally acceptable appraisal practices, the sale conforms to recent arm’s-length sales
of reasonably comparable property. In the absence of a sale of the subject, or when that sale
1s not the best evidence of market value, the assessment should be based on recent arm's-
length sales of reasonably comparable property.

In estimating the value of the land abutting the water, the assessor must consider the same
items as would be evaluated for all other land. These include zoning, topography, soil
condition, area, natural features, shape, frontage, and depth. In addition, there are several
factors unique to shoreline property that the assessor must consider. Among these are water
frontage, water access, and water view which can exist in isolation or in various
combinations.

1) Frontage. Quality of shoreline can significantly affect the value of a property.
The assessor should first determine whether the lot has primary (direct)
frontage on a lake or river or whether the lot has secondary (inferior) frontage
on a creek, canal, channel or small lagoon. The value of secondary frontage can
vary depending on accessibility to larger bodies of water such as rivers and
lakes and can be influenced by factors such as reeds and water depth. In
addition, the quality of frontage should be evaluated. For example, a shoreline
lot with swampy frontage is probably worth less than a lot with a clean, sandy
beach.

2) Private Access. Some properties have water frontage but no access.
Examples are lots on steep terrain and rock or lots with a road right-of-way
between the residence and the water. Alternately, some lots have no water
view or frontage but have deed restricted private access to a lake. The existence
and ease of water access normally has an effect on value which the appraiser
must consider in developing an opinion of value and which should be evaluated
separately from the characteristics of frontage and view.

3) View. Properties with a water view generally have a higher market than
similar properties without a water view. A property may have water frontage
but no view of the water because of terrain or other physical factors while a
property with no frontage may have a highly desirable view of the water. The
view should be valued separately from access and frontage inasmuch as it
affects market value.
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4) Location (public access). Lots that are adjacent to a public beach or public
boat launch will usually be less valuable than a lot that is not near a public
beach. Public access areas will usually be more crowded and noisy than areas
that are more secluded and private.

5) Flooding. Lots that are subject to regular and/or extensive flooding are
generally less valuable than lots that experience few problems with flooding

6) Erosion. A lot that is continually losing shore land due to erosion may not be
worth as much as a lot that experiences little or no erosion. This problem is
most severe along Lake Michigan where the rise in the water level has caused
a great deal of damage to the shoreline. When dealing with land susceptible to
severe erosion, the assessor may find that rocky shore land has more value
than sandy shore land because the rocky shore land is less susceptible to
erosion.

Because the influence of water can have a significant effect on value, the assessor is required
to identify any water characteristics of the site in the eRETR/PAD system. The categories for
eRETR are:

Lake Frontage—Primary. Parcel has direct frontage on a lake

e Lake Frontage—Secondary. Parcel has frontage providing access to a lake
which 1s not direct or is very undesirable. Indirect frontage may include
frontage to a channel, canal, or creek providing access to a lake. Very
undesirable access may include frontage which provides minimal access due to
poor shore (reeds, minimal water depth, etc.).

e Lake View. Parcel has no lake frontage or access but benefits from a view of
the lake

e Lake Access. Parcel has no direct frontage on the water but has deeded access
to a boat dock/slip that is over and above typical public access points.

¢ River Frontage-Primary. Parcel has direct frontage on a river.

e River Frontage-Secondary. Parcel has frontage providing access to a river
which is not direct or is very undesirable. Indirect frontage may include
frontage to a channel, canal, or creek providing access to a river. Very
undesirable access may include frontage which provides minimal access due to
poor shore (reeds, minimal water depth, etc.). This also includes smaller rivers
or creeks which are not typically developed for recreational purposes (though
may have canoeing, etc.)

e River View. Parcel has no river frontage nor access but benefits from a view

e River Access. Parcel has no direct frontage on the water but has deeded access
to a boat dock/slip over and above typical public access points.

e Other. Parcel has a water feature which does not fit the above definitions. This
may include ponds or lagoons with no access to larger rivers or lakes.

There are several methods that the assessor may use to estimate the value of lakeshore
property. One of these methods is to develop a sales comparison grid and make adjustments
for the differences between the subject and the comparable sales. NOTE: For further
information on developing elements of comparison and the adjustment processes please refer
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to the Improvement Valuation section of WPAM Chapter 7.

Example: The subject property has 60 feet of shoreline and is 120 feet deep, has a good sandy
beach, is subject to only rare flooding, is not near a public beach or boat launch, is zoned
residential, is a level lot, and the soil condition is typical of most lots in the area.

There are 5 sales along the same shoreline:

Sale Number 1: This lot sold for $57,500 two months ago. The lot has 75 feet
of frontage and is 130 feet deep. The lot is swampy, is zoned residential, and is
not level.

Sale Number 2: This lot sold for $66,800 six months ago. The lot has 120 feet
of frontage and is 125 feet deep, is zoned residential, is adjacent to a public
beach, is subject to frequent flooding, is level, and has a rocky beach.

Sale Number 3: This lot sold for $61,500 one year ago. The lot has 55 feet of
shoreline and is 120 feet deep, has a good sandy beach, is zoned residential, is
not near a public access, is not subject to flooding, is level, and the soil condition
1s typical of most lots in the area.

Sale Number 4: This lot sold for $58,800 six months ago the lot has 60 feet of
shoreline and is 125 feet deep, is zoned residential, is not near a public access,
1s subject to occasional flooding, and has a good sandy beach. The lot slopes
slightly from the shoreline back, and the soil condition is typical of most lots in
the area.

Sale Number 5: This lot sold for $63,700 two weeks ago. The lot has 65 feet

of shore line and is 120 feet deep, is zoned residential, is not near a public

access, 1s subject to occasional flooding, and has a slightly rocky beach. The lot

slopes slightly toward the shoreline, and the soil condition is slightly swampy.
Through an analysis of the market the assessor has determined the following adjustments:

Time: Sales prices are increasing approximately 5 percent per year.

Flooding: Occasional flooding requires a 10 percent adjustment. Frequent
flooding makes the sales not comparable.

Beach: A slightly rocky beach requires a 5 percent adjustment. A swampy
beach makes the sales not comparable.

Topography: A slight slope requires a 5 percent adjustment. A severe slope
requires a 15 percent adjustment.

Soil Condition: A slightly swampy soil requires a 5 percent adjustment. A
very swampy soil makes the sales not comparable.
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From the above conditions, the assessor can readily see that Sales Number 1 and 2 are not
comparable to the subject and should not be considered in the valuation process. The assessor
can then establish the following grid for the subject and the remaining 3 sales.

Subject Sale #3 Sale #4 Sale #5
Sale price $61,500 $58,800 $63,700
Time adjustment +5% +2 1/2% -
Time adj. sales price $64,600 $60,300 $63,700
Flooding Rare Rare Occasional Occasional
+10% +10%
Beach Sandy Sandy Sandy Slightly rocky
+5%
Topography Level Level Slight Slope Slight slope
+5% +5%
Soil condition Typical Typical Typical Slightly swampy
+5%
Depth 120 feet 120 feet 125 feet 120 feet
Zoning Residential | Residential Residential Residential
Public access None None None None
Adj. sales price $64,600 $69,300 $79,600
Frontage 60 feet 55 feet 60 feet 65 feet
Adj. sales price per $1,175 $1,155 $1,225
front foot

The assessor could reason that the adjusted sales price of the three comparable sales
produces a narrow range of value estimates and that because Sale Number 3 has the fewest
adjustments; it provides the best estimate of market value. Therefore, the estimated market
value of the subject property is:

60 feet x $1,175/foot = $70,500

Another method that the assessor may use to estimate the land value is the base lot method.
Using the base lot method, the assessor selects a typical, centrally located lot and adjusts all
of the sales to reflect the characteristics of the base lot. The assessor uses the value of the
base lot to estimate the values of all the other lots. This method is more fully explained in
the section on Developing Standard Unit Values.

If there are no sales or only a limited number of sales of vacant land, the assessor can use
the abstraction method to value the land. The abstraction method uses sales of improved
properties to estimate the vacant land values. The assessor estimates the depreciated cost of
the improvements and deducts it from the total sales price to arrive at a value estimate for
the land. Because of the difficulty of accurately estimating the depreciation of older buildings,
this method works best with newer buildings that have experienced little or no depreciation.

Assume that the assessor has analyzed the sales of improved properties, calculated the
depreciated cost of the improvements, and constructed the following chart:
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Total Sales Depreciated Land Value
Price Improvement Front ) Per Front

(-) Cost (=) | Land Value | (+) | Feet Foot
$291,800 - $182,000 = $109,800 + 9 | = $1,220
$309,000 - $195,000 = $114,000 + 100 | = $1,140
$266,400 - $164,000 = $102,400 + 80| = $1,280
$289,100 - $177,000 = $112,200 + 95| = $1,180
$308,900 - $189,000 = $119,900 + 110 | = $1,090
$269,900 - $173,000 = $ 96,900 + 85| = $1,140

The assessor has now established a range of values from $1,090 to $1,280 per front foot and
can proceed to use these land values in the same manner as the vacant land sales to estimate
the land values for all shoreline property. The assessor can also use the abstraction method
when there are only a few vacant land sales to strengthen the reliability of the value
estimates.

The above methods should enable the assessor to value most shoreline property. These
methods apply equally to property located on navigable lakes, streams or rivers, or man-
made lakes. However, there may be some rare situations where the bed of the water may
present some special problems for the assessor.

1) Natural Navigable lakes. Since the state owns title to the bed of all natural
navigable lakes, there is no need for the assessor to value the bed of the lake.
The assessor may use the methods illustrated above to determine the value of
shoreline property.

2) Streams or rivers. The shoreline owner owns the bed of the stream to the
center of the stream. Therefore, this must be included in the assessment. This
should not present a significant problem for the assessor since the vacant land
sales of shoreline property that are used to establish the assessments will
include the value of the bed.

The only problem that the assessor may encounter is when the shoreline property does not
include the bed. The assessor can detect this rare occurrence through an analysis of the legal
description. As long as the shoreline property owner has access to the river, the value of the
shoreline property should not differ from comparable shoreline property that includes the
bed. In this case, the value of the bed would be minimal and unless there is some special
value to the bed, the assessor may use a nominal or zero value to value the bed.

In those cases where the shoreline property owner is prevented by the deed from access to
the river, the value of the shoreline property is established by the sale of comparable property
not located on the shoreline. The value of the bed is the value of comparable shoreline
property with access minus the estimated value of the shoreline property without access. The
value of the bed is then the value of access to the river.
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3) Artificial or man-made lakes. The bed of an artificial or man-made lake can
be subject to three ownership conditions:

a) The ownership of the bed will run with the ownership of the shoreline
property.

b) The ownership of the bed will be conveyed to the state to be held in trust
for the public.

¢) The ownership of the bed will be retained by the developer.

In situation (a), the value of the bed will be included in the sales price of the shoreline
property. The assessor should value these properties based on the sales of comparable
properties.

Situation (b) is the same as a navigable lake. The state owns title to the bed and the shoreline
owner has access to the lake. The value of the shoreline property should be based on the sales
of comparable properties,

Situation (c) can have two alternatives. In one, the developer retains title to the bed but the
shoreline property owners have access to the lake. The value of the shoreline property will
be established by the sales of comparable properties. In the other alternative, the shoreline
property owners do not have access to the lake. The value of the shoreline property will be
based on the sales of comparable properties that do not have access to the lake.

Summary of Riparian Property

This section has explained the special nature of riparian property, how it affects ownership
rights, and how the assessor should value this property. This section has also discussed
navigable waters and the ownership to the bed of navigable waters, including the ownership
of islands and the effect of accretion and reliction on riparian property.

The valuation section emphasizes the sales comparison approach and includes examples of
how to apply this approach to riparian property. This section also discusses the special factors
that affect the value of riparian property, including the quality of frontage, view, and access,
and the susceptibility of the property to flooding and erosion.

Contaminated Property

Identifying the Contamination

Contaminated properties present a unique valuation problem for assessors because of the
difficulty in identifying contamination. The assessor can identify physical and functional
factors that affect value, such as a deteriorated roof or old-fashioned plumbing fixtures,
through a viewing of the property. Section 299.01(4), Wis. Stats., defines “environmental
pollution” as “the contaminating or rendering unclean or impure the air, land or waters of
the state, or making the same injurious to public health, harmful for commercial or
recreational use, or deleterious to fish, bird, animal or plant life.” Brownfield properties
represent a category of industrial or commercial sites where expansion or redevelopment is
adversely impacted by known environmental contamination. Contamination factors,
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however, such as contaminated water system or a leaking underground storage tank, are not
readily apparent.

Both Wisconsin Statutes and appraisal principles require the assessor to consider the effect
of contamination on the value of real estate. One example where contamination is specifically
referenced is sec. 70.32(1m), Wis. Stats., states “In addition to the factors set out in sub.(1),
the assessor shall consider the environmental impairment of the value of the property
because of the presence of a solid or hazardous waste disposal facility.” Section 70.327, Wis.
Stats., states “In determining the market value of real property with a contaminated well or
water system, the assessor shall take into consideration the time and expense necessary to
repair or replace the well or private water system in calculating the diminution of the market
value of real property attributable to the contamination.”

The most common types of contaminants are physical substances which when introduced to
the property create an environment deemed unsafe or potentially hazardous. Examples
include substances such as nitrates, radon, pesticides, asbestos, and fertilizers, which
adversely affect air, water, or soil quality.

Contaminants may be introduced directly onto the property, such as through the action of
the property owner or the leaking of an underground storage tank. Contaminants may also
be introduced indirectly through the contamination of adjacent or nearby property which in
turn affects the subject. For example, a chemical on a property may seep into the water table
that affects the water system or other properties. A substance must be declared a
contaminant by an environmental regulatory agency, such as the Federal Environmental
Protection Agency (EPA) or the Wisconsin DNR.

The assessor should monitor the activities of government pollution control agencies in the
municipality to be aware of any contamination. If a property owner believes the property is
contaminated, evidence should be given to the assessor. Because of the special knowledge
required to identify the type and extent of contamination and associated clean-up costs, the
assessor should obtain copies of reports by government agencies and environmental
engineers before estimating value.

Estimating the Value

1. The best evidence of value is the sale of the property if, according to professionally
acceptable appraisal practices, the sale conforms to recent arm’s-length sales of
reasonable comparable property. An arm’s-length sale assumes both the buyer and seller
are knowledgeable about the condition and future use of the property, thus, any effect of
contamination on the property’s value will be reflected in the arm’s-length sales price.
There may be some properties so severely contaminated that the government agency will
not allow the property to be used until the contamination has been removed. There may
be a weak market for these properties and the assessor may be justified in placing a
minimal value, such as $100, on the property.

2. If the sale of the subject does not conform to recent arm’s-length sales of reasonably

comparable property, or if there is no recent sale of the subject, arm’s-length sales of
comparable property should be considered as the basis for the assessment. These should
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be properties of similar size, location, and use that suffer from the same contamination
as the subject property. The assessor can develop a sales comparison grid and make
adjustments for differences between the subject and comparable sales. If the comparables
are exposed to similar contamination, there is no need to adjust for contamination.
Determining the adjustment for contamination, however, is the subject of this section.

Example 1: To estimate the effect of contamination on property values, the assessor should
compare sales of similar properties with and without the contamination. The difference
between the sales prices of the properties can be attributed to the presence of contamination.

Assume the assessor has gathered the following sales information on properties that are

Determining the Adjustment for the Presence of Contamination

similar except that some have a contaminated water system and some do not.

Sale 1 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot that is not subject to

contamination. It sold for $155,000.

Sale 2 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot that is subject to contamination.

It sold for $146,000.

Sale 3 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot that is subject to contamination.

It sold for $145,500.

Sale 4 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot that is not subject to

contamination. It sold for $155,000.

This data can be analyzed as follows:

[\

1
4

This data shows that properties subject to contamination sell for approximately $10,000 less
than properties not subject to contamination, and the assessor can then use this adjustment

Sales of Property Subject to Contamination

# Beds # Baths Lot Size Sales Price
3 1% 1 acre $146,000
3 1% 1 acre $145,500

Sales of Property Not Subject to Contamination

# Beds # Baths Lot Size Sales Price
3 1% 1 acre $155,500
3 1% 1 acre $155,000

in the Sales Comparison Approach.

8-44 Revised 12/11

Chapter 8 Residential Property Valuation



Wisconsin Property Assessment Manual Chapter 8 Residential Property Valuation

Example 2: The subject is a 3 bedroom, 1 % bath ranch home on a 1 acre lot with a fireplace
and a 2 car garage and is subject to contamination.

Sale 1 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot with a fireplace and a 1-car garage
and is not subject to contamination. It sold last year for $149,900.

Sale 2 is a 3 bedroom, 1 % bath ranch home on a 1-acre lot with a 2-car garage but without
a fireplace and is subject to contamination. It sold 6 months ago for $140,000.

Sale 3 is a 3 bedroom, 2-bath ranch home on a 1-acre lot with a fireplace and a 1-car garage
and is not subject to contamination. It sold last month for $159,000.

The market indicates that sales prices increased 5 percent in the last year; 2 bathrooms are
worth $2,500 more than 1 % baths; fireplaces are worth $5,500; 2 car garages are worth
$3,500 more than 1 car garages; and the presence of contamination has a negative effect on
value of $10,000. The sales comparison grid follows:

Subject Sale 1 Sale 2 Sale 3
Sales price $149,900 $140,000 $159,100
Time adjustment +5% +2.5% -
Time adj. sales price $157,400 $143,500 $159,100
No. of bathrooms 1% 1% 1% 2
Bathroom adjustment - - -$2,500
Fireplace Yes Yes No Yes
Fireplace adjustment +$5,500
Garage 2 car 1 car 2 car 1 car
Garage adjustment +$3,500 - +$3,500
Contamination Yes No Yes No
Contamination adjustment -$10,000 - -$10,000
Adjusted sales price $150,900 $149,000 $150,100

Since the comparable sales all fall into a narrow range around $150,000, the selected estimate
of the market value of the property is $150,000.

3. Ifthereis no arm’s-length sale of the subject property, and there are no sales of reasonably
comparable property, consider all other factors that affect market value according to
professionally acceptable appraisal practices. In estimating the value of contaminated
property, the primary consideration is how much will it cost to cure the contamination.
Estimate what the property would sell for without the contamination and subtract the
cost to cure the contamination. This is the procedure for estimating curable physical and
functional depreciation when using the cost approach.

Example: A property has a contaminated well, and it will cost $8,000 to drill a new well. The
assessor has analyzed sales of comparable properties with good wells and estimates that the
subject property would sell for $164,000 without the contamination. In this example, the
assessment should be reduced by $8,000 to reflect the cost to cure. The adjustment may be
higher or lower depending on the market’s perception of the extent of the contamination and
the effectiveness of the cleanup.
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There may be some situations where the property is so severely contaminated that it may
take several years to clean up the contamination. In these situations, the assessor should
consider using a Discounted Cash Flow Analysis to estimate value. Using this methodology,
the assessor deducts the present worth of the cost to cure the contamination from an estimate
of the current uncontaminated market value of the property.

For example, a residence has a current uncontaminated market value of $100,000. However,
environmental engineers have discovered a contaminated water system that will take two
years to cure at a cost of $20,000 per year. Assuming the 16% capitalization rate used in the
previous example, the assessor can determine the present worth of the cost to cure as follows:

Year 1 $20,000 X .862068 = $ 17,241
Year 2 $20,000 X .743163 = 14,863
Present Worth of the Cost to Cure = $ 32,104
Current market value w/o contamination $ 100,000
Less present worth of cost to cure $ 32,104
Current market value $ 67,896
Rounded $ 67,900

Stigma

Even after removal of the contamination there may be a stigma attached to the property that
makes it less desirable than comparable properties. The effect of stigma on market value can
vary greatly depending on the type of contamination, the cost to cure, and the results of the
cleanup.

The effect of stigma can best be measured by the actions of the marketplace. If sales prices,
asking prices, and offers are less than comparable property that is not contaminated, this
indicates the market has attached a stigma to the property and should be reflected in the
assessment.

Severe Contamination

The previous guidelines and examples present more common situations where the extent of
contamination and its effect on value are readily identified and measured. However, there
may be some situations where the extent of contamination is unknown and thus the effect on
value is difficult to measure. While it is not possible to develop specific procedures for dealing
with this uncertainty, the guidelines in this section provide a framework the assessor can use
to gather information to help estimate the effect of contamination on value. For example,
although there may not be sales of truly comparable contaminated property, there may be
sales of other contaminated property indicating a range of values or, possibly, a percentage
adjustment the assessor can use to reflect the contamination. Similarly, although an
environmental engineer may not be able to estimate a specific cost to cure the contamination,
the engineer may be able to estimate a range of costs and what are the probabilities that the
cost to cure lies on the high or low end of the range. Properties with a great deal of uncertainty
should be closely monitored and reviewed each year as more information becomes available
to reduce the degree of uncertainty.
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Historic Property

Historic properties are important because of their associations with historically significant
people or events, or because they represent significant architectural styles or are important
archaeological sites.

This has led to a growing preservation movement that has resulted in various levels of
historic designation, as well as property restrictions, enforced through landmark ordinances,
zoning ordinances, easements, and restrictive covenants designed to identify and preserve
these properties.

In valuing an historic property, assessors should first analyze the type and level of historic
designation and any restrictions that may affect the use of the property. The most common
types of historic designation are the following:

National Register of Historic Places and State Register of Historic Places

The National Register is a listing of historic properties which imposes no land use restrictions
on property owners. Owners are free to demolish or alter their properties, unless federal or
state funds or license are involved in a project, in which case the State Historical Society may
have the ability to intercede. Owners are not required to open their properties to the public
and may use their properties as they see fit. In limited cases, owners of National or State
Register properties may claim federal income tax credits or, in rare cases, federal grants for
rehabilitation of their properties. (For more information about the National Register program
and its effects and restrictions, contact the Division of Historic Preservation of the State
Historical Society at 608-264-6500).

Local Landmark Designation and Historic Zoning Ordinances

The effects of local landmark designation or historic zoning vary from community to
community, depending on the nature of the local landmark ordinance. In some cases, local
designation is purely honorific; landmarked buildings are provided with markers, but the
designation does not carry any land use restrictions. In other cases, landmark designation
requires that owners receive local approval before making physical changes to their
properties. (For more information about the effects of any local landmark ordinance or
historic zoning, contact the appropriate Wisconsin city, village, town or unit of county
government).

Easements and Restrictive Covenants

Under some circumstances, owners of National Register properties may attach restrictive
covenants or easements to the deeds of their properties, usually in exchange for federal funds,
federal or state income tax credits, or state property tax credits that they will receive. The
effects of these easements or covenants will vary, as will the length of time that they remain
in effect. The most common easements or covenants for historic buildings will require owners
to keep their properties in good repair and obtain State Historical Society approval for
proposed alterations. The most common covenants or easements for archaeological sites
require owners to leave the land undeveloped and sometimes withhold it from active
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agricultural use. The terms of these easements vary from a few years to “in perpetuity.” The
County Register of Deeds should be contacted for the exact terms of any easements or
covenant on any subject property.

In the case of National Register or State Register designation, there will be no restrictions
on the use of the property, and there will be no effect on the highest and best use. Local
landmark ordinances, historic zoning, easements, and restrictive covenants may impose
significant restrictions that may affect a property’s highest and best use. These may include
the following:

» Inability to subdivide the property

» Inability to change physical features such as building height, size, interior floor
plan, and interior and exterior finishes and decorative details

» Inability to expand or demolish the property

» Inability to change the use of the property in response to economic or market
changes or the personal desires of the owner (in limited cases)

Highest and Best Use and Land Valuation

Prior to valuing the property, the assessor must determine its highest and best use.
Restrictions may have a significant impact on the highest and best use of historic property.
For example, an historic covenant may require that a building be limited to the existing two
stories in an area of five or six story buildings. In this case, the highest and best use of the
property is not the same as surrounding property and should be reflected when estimating
the property’s value.

The major impact of the highest and best use will be on the land value of the property. The
assessor should ensure that any comparable sales reflect the highest and best use of the
subject property. In some situations, entire neighborhoods are subject to historic district
regulations, and the assessor should try to locate comparable sales within the neighborhood
for estimating land values. If most of the sales are of improved property, the assessor may
have to use the abstraction and land residual techniques described previously in this chapter
and in Chapter 9 of WPAM. If the assessor uses sales from other neighborhoods for
comparables, those neighborhoods should have similar restrictions and be in a similar state
of development to be comparable. For example, assume a municipality has several older
residential neighborhoods that are in varying stages of rehabilitation. If the properties with-
in the neighborhood are physically similar and in approximately the same stage of
development, they may serve as comparables for the other historic neighborhoods. Caution
should be used when the properties are not physically similar or the neighborhoods are in
different stages of rehabilitation, unless the assessor can develop an adjustment to reflect
these differences. An example of how to calculate this adjustment is shown in the Sales
Comparison Approach in this section.

Improvement Valuation
The best evidence of the market value of a property that is subject to historic designation or

zoning, easements, or covenants is the sale of the property if, according to professionally
acceptable appraisal practices, the sale conforms to recent arm’s-length sales of reasonably
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comparable property. An arm’s-length sale presumes both the buyer and seller are
knowledgeable about the use of the property, and the sales price will reflect the above
mentioned conditions. For example, if the property is subject to a restrictive covenant
requiring the structure to be maintained in its current use, a knowledgeable buyer will pay
only what the property is worth subject to the restriction.

Sales Comparison Approach

If the sale of the subject does not conform to recent arm’s-length sales of reasonable
comparable property, or if there is not recent sale of the subject, arm’s-length sales or
comparable property should be considered as the basis for the assessment. The conditions
mentioned earlier in discussing the use of comparable sales in valuing land also apply to
using comparable sales in valuing improvements. Assessors who have few sales of historic
property should contact assessors in other municipalities who have sales of historic
properties for use as comparables.

The assessor should also consider comparing sales of historic properties with sales of
comparable non-historic property to determine if there is some consistent relationship
between these properties. This could be either a lump-sum or a percentage adjustment.
Assume the assessor has gathered the following sales information on properties that are
similar except that some are not subject to historic designation or zoning and some are not.

Sale #1 is a five bedroom, three bath, 2 % story home with 2,500 square feet subject to historic
designation or zoning. It sold for $170,000.

Sale #2 is a five bedroom, three bath, 2 % story home with