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I'Tammy Pongratz

From: Lance Bastrup [lance_bastrup@yahoo.com] 3 - / / / O

Sent:  Thursday, February 11, 2010 11:17 AM
To: Tammy Pongratz; dbannerman2006@yahoo.com; Dave Repinski Rome Supervisor; Phil McLaughlin
’ Rome Town Chairman; Al Bilbao; Lance Bastrup

Subject: Updated contracted assessor guidelines

Town Clerk

Maintenance quotes desired would be for a maintenance assessment for a 3
assessment year period which would include the years 2010, 2011, 2012, The first
year would be a partial year to be started at a time to be determined by the Town of
Rome for 2010 & to be prorated on an annual basis for the first year (2010). The
years 2011 & 2012 quotes would be full assessment years,

Full revaluation assessment quotes would be also desired for the year 2013, See
item # 6. below for a description of a full revaluation as desired. Options may be
- given for other types of revaluations but the required quote shall be for a full

revaluation as defined in #6.

Any contract entered into will first be reviewed & approved by the Town of
Rome’s attorney.

Appraisal Service Guidelines

1. Services shall be in compliance with all Standard Specifications for Revaluation
or Reassessment of property as per Chapter 70 Wisconsin State Statutes, Standard
specifications for work performed under statutes 70.055,70.75 (1)(2)(3)&(4) &
SHALL ALWAYS BE IN FULL COMPLIANCE WITH ALL RULES &
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" REGULATIONS AS PER THE Department of Revenue.

2. Provide personnel of good character, being ETHICAL, competent, experienced & shall
carry a photo ID with them. All employees, agents, or representatives of the assessor
shall conduct themselves in a safe, sober, & courteous manner.

3. Assessor shall provide service & be available for field appraisals/phone calls 6 days of
the week, without vacation time off or any other time off, excepting holidays. Assessor
shall provide a toll free telephone service. The assessor shall not discriminate against any
employees as defined in section 651.01(5) of the Wisconsin Statutes,

4. Open Book , assessor should hold informal hearings with property owners to discuss
individual appraisals as needed prior to the Board of Review for as many days as needed.

5. Assessor shall be at the Board of Review & any appeals to defend values that were
assessed & provided to property owners as needed.

6. Full revaluation, which includes interior & exterior viewing of all properties,
measurement of properties, new photos & new record cards, new sketch of property, &
Open Book/Board of review is planned on at least once every 7 years, or as determined
by the Rome Town Board with notification to assessor in advance by written letter for the
following year, Note that the state norm is once every 5 to 10 years as per the State Dept.

of Revenue,

7. Maintenance shall be done every year that there is not a full revaluation as per state
guidelines & shall include:

A. New construction, annexed properties, exempt status changes all should be fully
inspected with property card prepared or updated as necessary.

B. Properties affected by building removal, fire, significant remodeling or any other
major condition changes shall be physically inspected.
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C. Improved properties under construction over a period of years shall be reinspected.

D. All property sales, legal description changes, zoning changes shall be reviewed &
inspected if deemed necessary.

E. Requests for review by property owners after the close of the Board of review & prior
to the signing of affidavit for the next assessment roll, shall be inspected during the
current assessment cycle.

G. Annually review classifications to determine eligibility for agricultural use value
assessment & the assessment of agricultural & undeveloped land.

8. Insﬁrance Coverage Should Not Be Less Than

Worker’s Compensation:

Bodily Injury by Disease per Employee $100,000
Bodily Injury by Disease-Policy limit 500,000
Bodily Injury by Accident-Each Accident 100,000
General Liability:

General Aggregate 2,000,000
Products/Completed Operations 2,000,000

Each Occurrence 1,000,000

Personal & Advertising 1,000,000

Fire Damage 50,000

Medical Expense 5,000

Comprehensive Auto Liability:

Combined Single Liability of Liability 1,000,000

Assessor shall carry proper & sufficient insurance to cover loss of records withdrawn
from Rome as well as records in progress under any contract provided, Assessor shall
provide Rome with a certification of insurance from their insurance carrier.
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9. Payments for any contracted yearly amount shall be divided by 12 with payments to be
made on a monthly basis due on the 10t of each calendar month.

10. Duration of any contract for assessing will be as set by the Rome Town Board.

11. Assessment notices shall be prepared by the assessor & mailed by First Class Mail at
Rome’s expense.

12. Assessor shall provide their own marked vehicles, equipment, employees, training,
insurances, & any other costs associated with doing the assessing for the Town of Rome.
Assessor may use office space in the towns building to meet with citizens or to work on

Rome assessments as may be needed.

13. The Town of Rome shall at all times own & remain the sole owner of all the records
the assessor maintains or provides.

14. The assessor has no right to assign, fransfer, or any way convey, or sub contract all or
any parts of any contract entered into with the town without the prior written consent the

Town of Rome Board,

15. Termination. Either party may terminate a contract with a 60 day written notice to the
other party.

16. Contractor shall provide a complete list of the municipalities that they currently
provide services for & allow the Town of Rome to contact any of these municipalities to

obtain references.

2/11/2010




Assessor Dutios
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2 |Attend Annual Assessors School & min required

3 |Attend Centinuing Ed Opportunities to enhance skills and better scrve the commnity above min standards

4 |Obtain Nevessary Forms for Real Estate & PP from county | Al 4-1, 177 o 17-10 oy ﬁm

s }Prepare for mailing of PP returns Anmeal |45, 174, 1722 10 17429

6 _|Keep rocords as work progressos (new parcels, peomits, ownership changes, track information relative to value) Ongoitg  |4-1104-7, 17-2, 17-4, 1711 18 17-14

7 |Keeping records for the valuation of Agricultaral Land on form PA-703 (is on insert to PA-500) Ongoiag  |Chapter 11, 179, 17-15

g [Track "For Sale * properties through MLS ot other sources (Compare records 1o what's being advertised) Ongoitg

9 | Track Closings/Mortgages, Ensements and other recorded documents for cach parcel Ongaing,

10 | Practice effective Public Relations throughout yvear (in office meetings.reports, educational materials) Ongoing  {Chapter 13

11 {Maintain loen! office hours for the benilit of taxpayers, Board, Depts., Committees Ongoing

12| Promptly deceminate public records to Renltors, Appraiscrs, Attorney's, Surveyors, Insurance Agents, Barks, Title Co, Ongoing

13 |Mail Porsonal Property Forms Annul |49 174, 17-5, 17-22 ol 725

14 |Receive Sales Transfer Forms and update ownership records accordingly Ocopolng  |4-1, 17-4,17-5, 17-6% 1070 4 ;

15 | Assist Clerk in sending out Tax Exemption repart ench sven numbered year Biowaal | 17-5, 17-9, 17-35,17-36 Dus March 31t every other year

16 { Assist Clerk in sending ont Multi Parcel Tax Exemption report ench even numbered year Biawnal | 17-5, 179, 17-37, 1738 Dac March 318t overy atber yonr

17 [Receive, provess, audit PP Returns from Ovmers (Due on Marchlst) Annpal 4-9, 153, 174, 17-22 19 17-25 ik

1§ [Receiva, process, audit Cable Telovision Systems Annual Property Report Annual 17-55 to 17-68 Duo March Lst

19 [Question PP Owners as to roported amounts and clurify so no dupli Amuot Chplor 15

20 [Order Maps os needed - Base, Cadastral, Contour, Plat, Soil, Tax, Topographic - available in building for others to use Anmual a ; a0

21 [Receive and review preliminary roll for what property will be included on manufacturing roll Anounl  14-8,10-2 By Februnry 156

22 tReceive and review Requosts for Exempt Real Proparty by Masch 1 | Annual 17-5,22.1, 722, 223 e i

23 | Value Roal Properties and place in Assessment Roll Anoml 49,48

24 |Personal Property Filing due date, Mail delinquency notice to non-filers Aonwnt 49, 15-2, 155 Morch 1at

25 | Assessor to cater PP values in assessment rall Ak 4-8,15,2

26 |Send property information (permits, splits, sales) to DOR for Mfy Assessments Onpoing

27 |Send information, permits ete to DOR for ‘Telco Assessments Ongoing

22 | Information exchange & dialog with Property Listers or Register of Deeds office - non cument assmnt year igsucs Onpoing

29 |Make Corrections for Errors in Previous Years INocded  {4-3, 3-35, 17-3, 179, 1721

30 | Assess Omitted Real Property for 2 previous years Ifeadnd  |4-8,5-35,213)

31 | Assess Omitted Personal Property for 2 previous years CNoodod  |4-%, 535, 15-3, 15-2¢

12 {Finalize values and enter imto the PP roll, Mail notice of assessments Tor doomages, new accounts, all accounts | Annonl 4-4, 15-1 to 3, 17-6, 17-45

33 |Make sure Clerk publishes proper notice for Board of Review | Annual 18-10

34 |Mail notices of higher RE Asscssments (at least 15 days prior to the Board of Review Meoeting) Anaual |44, 175, 17-42, 18-11, 21,14

15 [Mail notices of Change in Exempt computer Equipment Ansal 17-3,17-82, L3

36 | Provide an open book petiod for property owners to discuss notices exceeding min stautory requirements Armast 15-51

37| Meet with and talk with property ewners about assessment clianges Cngolng

38 |Mail Summary of Compater Exetnption Report on or before May 1 sl 44, On or bofere May 1al
39 | Attach Signed Affidavit to Roll Anaual 1-11, 4-4, 17-17, 18-12, 192, 21,21 Bolore 1st Monday of Mey
40 [Assessment roll completod & submitted to Mimicipal Clerk, Assessment roll open for pubic inspection Amoal 44, 4-11, 152, 172, 17-16 Let Mondny of May _
41 Prepure Final Report (including all changes for now construetion, class shifts oto.) - estimates are OK if rofl not complote  |Anoual (44, 173, 1718, 1719 Boforo Lat Moaday of May
42 §Send Final Report to Supervisor of Equalization, estimates ave O if roll not complete Aunoel 43,4-11,17-3,17-18,17-19,19-3 By Lat Moaday in May
43 [Send Final report worksheet supplements to Supervisor of Equalization - once BOR has been completed Aanugl 1720 By 2t Mouday in May
44 | Attend Board of Review - normally a meet and adjonen to later date Annagl 4-4, 4-12, 17-20, Chapl3, 19-9, 21.8-1 30 doy period beginning 2nd Mondny in M.
45 [ Assist Clerk with Notice of Board of Review Determin Aanaal 17-10, 1747 Aftor Bd of' Revigw
46 yAssist Clerk with Statement of Assossment Annuel 176, 1748, 1748 After Bd of Review

“Tasks in REI? aro sorvices provided that will be curtailod of eliminated without in howse staft




Asseator Duties

: o

Receive and review the manufacturing Full Valne Assessment Roll and Change Report - updato data base w/ changes

Calculate penalty from Use Value Caleulation Worksheet

Adiriaal 11-C-1 1o 1104, 19-79 1o 17-81

49 |Review of Medis reports, telephone baol, city dircetory, other sources for new PP accounts & deletions of old Oupoing  |15-2
50 {Review of web pages, Business Journal, Chamber of Commerce Ditestories for new PP accounts & deletions of ofd Ongoing, {152
51 |Send out and review sales questionnaires from property ownors Dnpoing

52 [Send out and review Income & Expense reports from property owners Ougoing

53 |Enspections (Field Work) of January tlwu May new parcels, and permits Opgoing |43,
54 |Inspactions (Field Werk) of June thru September new parcels, and permits Ongolng  |4-3,
55 | Inspections (Field Work) of October thra Decernber new parcels, and permits Onpoing |43,
56 | Inspections (Field Work) of sales, for sales, properties in question Ongoing

57 | Retational inspection of properties to keep records up to date Ongeing

58 |Provide Public & Elected Officials with reports as to monthly aetivities, market updates, annual TEparts Ongping

$9 | Provide Tnformation (as req f) to public & Elected Officials Ongoing

50| Year end Inspections of new construction/permits (pictures) Arual

61 [Mect w/ or Talk with & answer questions of Property Qwners about tax Bills | Annunl Chaptor 13
62 | Mail, receive, process and schedule inspections from % complete inquiry letter Annoal

63 | Mail, receive, process and schedule inspections from changies to exist procperty letter Annual

64 j Assist Board w/ information and speak to taxation topics at Annual Budpet & Town Meetings Annual

65
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N Onzoing Non Assessmeqt Projects: P Ongoing
| 68 /Anm.._mnu Infarmation \ Ougoiny;

g0 = w.r./niuo Muilings \ {Ongoing

70| - :m«olvdﬁn>u=ua~u ctier \\ Ongoing

71 - Consult c#!ﬂru Q:rﬁa \\ ‘Ongoing

72| = Consulton OH:?AT \ Ongoing

73, | e EUTRO] AT Ongoing
\.ﬁ ~ Consult on Eq_:?x._\n;w::.:. w insurable vale. Onpoing

75| - Consult w/ ﬂaﬁ“aw on Tﬂ._ T 32?_ interest awnership Cnyoing

76| = Assistw/ _.Qa_.n: u_._u/. in house IT mdrEuE 24-7. Onpoing

47| - Assist «<\\ﬁ~m when :.Ek-m: house GIS§ ==»J-w~nm 24-7 Onpoing.

78| - ;F&u?\s. special charge *nqnn“ count reporting / Onpoing,
- b,uw_\m» w/ demographic m-_r,.o..s_amo: for various civic n.._d.:E. Lake Assoc., commitics ete. Qagoinp,

Tasks in RED are services provided that will ba curtailed of eliminated without in house staff,







