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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 annually.

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 Officers.

The WPAM is meant to be interpreted in its entirety. Extracting material from one
section without understanding how it fits into the whole 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.


https://docs.legis.wisconsin.gov/statutes/statutes/70/32
https://docs.legis.wisconsin.gov/statutes/statutes/73/03/2a
https://www.appraisalinstitute.org/
https://www.iaao.org/
https://www.revenue.wi.gov/Pages/HTML/govpub.aspx#property
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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 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 (IAAO) also prescribes standards and practices specifically for assessors.
The IAAO was one of the founding members of the Appraisal Foundation and continues to be
represented by that organization. The efforts of the Appraisal Foundation and the TAAO
continue to be in concert, including the importance of providing USPAP standards that
govern professional appraisal and assessment practices.

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 Wisconsin Property Assessment
Manual (WPAM) contain the standards and practices required of Wisconsin assessors.

1-1 Revised 12/14
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Assessors were required to complete an AAR for each municipality where they were the
assessor from 2014 to 2019. The AAR was provided to the municipality and DOR. Starting in
2020, assessors are not required to complete an AAR. DOR continues to provide an AAR
template. Assessors and municipal officials need to discuss annual assessment requirements
and determine whether an AAR, or similar document, will assist with completion and
communication of these items. Municipalities and assessors may consider this as a
contractual item, identifying what the assessor must complete by specified deadlines.

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 sec. 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 percent
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 WPAM.

Wisconsin Property Assessment Manual (WPAM)

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

Sec. 73.03, Wis. Stats., provides the authority for preparing the WPAM. This statute requires
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.”

International Association of Assisting Officers (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 available without charge from the IAAO website. The most current version
effective on January 1 of a given assessment year is incorporated by reference in the manual.

1-2 Revised 12/19


https://docs.legis.wisconsin.gov/statutes/statutes/70/32
https://docs.legis.wisconsin.gov/statutes/statutes/70/05
https://docs.legis.wisconsin.gov/statutes/statutes/70/32
https://docs.legis.wisconsin.gov/statutes/statutes/70/05
https://docs.legis.wisconsin.gov/statutes/statutes/73/03
http://www.iaao.org/

Wisconsin Property Assessment Manual Chapter 1 Overview of the Property Tax

An assessor should become familiar with each of the standards. Assessors should recognize
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 Contracting for Assessment Services

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

Standard on Oversight Agency Responsibilities

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

Standard on Assessment Appeal

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

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

and timing.

Standard on Automated Valuation Models (AVMs)

This standard provides guidance for both public sector Computer Assisted Mass Appraisal
(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.
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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 Manual Cadastral Maps and Parcel Identifiers

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

This standard covers elements of a manual mapping system, map content, essentials of

design, preparation for a mapping program, parcel map compilation process, digital mapping
and interactive graphics, parcel identification systems, and assigning parcel identifiers.

Standard on Mass Appraisal of Real Property

This standard defines requirements for the mass appraisal of real property for ad valorem
purposes. It primarily addresses the needs of assessors, assessment oversight agencies, and
taxpayers. It provides 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; and section 5 discusses 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 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, Wisconsin Association of Assessing Officers
(WAAO), and DOR.

Some of the areas this standard covers are certification programs, recommended education,

administrative authority and responsibilities, qualifying applicants for employment,
certification and education, and continuing education.

Standard on Property Tax Policy

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

Standard on Public Relations

This standard focuses on public relations and what it means to be 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 its services.

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

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

Standard on Ratio Studies

This standard has two major parts. The first section pertains to the local assessor, while the
second section pertains to the oversight agency (DOR). The standard contains many technical
details, however, the assessor can refer to Property Assessment Valuation (IAAO 2010) and
in Mass Appraisal of Real Property (1999, Chapter 5) for further information. The assessor
uses ratio studies more than the oversight agency; however it is a powerful tool that should
be used by both. This standard provides 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 for the defining, discovery, listing,
classifying, valuing, verifying, and reporting personal property for ad valorem tax purposes.
It is not intended to address unique valuation issues associated with personal property of
public utilities, telecommunications, railroads, or similar properties.
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This standard presents methods and techniques assessors can use to achieve uniform and
equitable personal property valuations. This standard includes the 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 they are only using sales that meet the
definition of market value and that are adjusted for any money not attributable to the real
estate when they are developing their estimates of market value. Accuracy is dependent upon
proper verification and adjustment of sales data.

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

Uniform Standards of Professional Appraisal Practices (USPAP)

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

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

The 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
Definitions

Ethics Rule

Record Keeping Rule
Competency Rule
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Scope of Work Rule

Jurisdictional Exception Rule

Standards and Standards Rules
Standard 1: Real Property Appraisal, Development
Standard 2: Real Property Appraisal, Reporting
Standard 3: Appraisal Review, Development
Standard 4: Appraisal Review, Reporting
Standard 5: Mass Appraisal, Development
Standard 6: Mass Appraisal, 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.
o The Definitions establish the application of certain terminology in USPAP
o The Ethics Rule sets forth the requirements for integrity, impartiality, objectivity,
independent judgment, and ethical conduct.
e The Competency Rule presents pre-assignment and assignment conditions for
knowledge and experience
o The Scope of Work Rule presents obligations related to problem identification, research,
and analyses
e The Jurisdictional Exception rule preserves the balance of USPAP if law or regulations
of a jurisdiction precludes compliance with any part of USPAP
e The Record Keeping Rule identifies what must be included in a work file
¢ The ten Standards establish the requirements for appraisal, appraisal review, appraisal
consulting service and the manner in which each is communicated
0 Standards 1 and 2 establish requirements for the development and communication
of a real property appraisal
0 Standard 3 establishes requirements for the development and communication of an
appraisal review
0 Standards 4 and 5 establish requirements for the development and communication
of a real property appraisal consulting assignment (Retired)
0 Standard 6 establishes requirements for the development and communication of a
mass appraisal
0 Standards 7 and 8 establish requirements for the development and communication
of a personal property appraisal
0 Standards 9 and 10 establish requirements for the development and communication
of a business or intangible asset appraisal
e 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
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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. Identify the law or regulation that precludes compliance with USPAP;

2. Comply with that law or regulation;

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

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.

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 importance 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
from general property taxes. (State law, chapters 70, 76, and 77, specify exempt property).
Local taxing jurisdictions levy property taxes 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,
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merchandise, chattels, and effects, of any nature or description having any real or marketable
value, and not included in real property.

General real property must, by law, be further divided into the following eight classes:

Residential (class 1) e Agricultural Forest (class 5m)
Commercial (class 2) e Productive Forest Land (class 6)
Manufacturing (class 3) e Other (class 7)

Agricultural (class 4)
Undeveloped Land, formerly
swamp, or waste (class 5)

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

e steam and other vessels

e furniture, fixtures, and equipment

e 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 are 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 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, to 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 14 for
instructions on how to value agricultural property). The name and address of each owner or
other person or company responsible for the tax should also be entered next to the property
description.

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

Manufacturing property is assessed by the state. Beginning January 1, 2003, DOR charges
municipalities with manufacturing properties for manufacturing assessments. The annual
fee is based on the equalized value of the manufacturing property located in the municipality
multiplied by a rate determined by DOR to cover 50 percent 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
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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 these units need. Certain non-property
revenues 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 is determined, the tax levy
must be divided among all of the taxation districts that contain territory in the jurisdiction.
A state levy, for example, is apportioned among all 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
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
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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 billings
and adds them to the amount, the local unit has levied on property for local needs, if any.
The amount of this total tax levy 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 equals 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 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 is 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.

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

assessor if under
sec. 70.99.

GoYernmental Tax Le\_zy or Assessment Review Tax Collection
Unit Apportionment
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 and
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 and
owners. or by the county school taxes to

treasurer of school
district.

Special Purpose

For general

Made by Wisconsin  No specific

All general

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

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

review per se

District operations, capital DOR sec. 33.21 to review per se  property tax
improvements and  33.37, 60.70 to monies received
debt retirement; 60.79, 62.18, from taxation
general property 66.0821, Chapter district treasurer.
tax levied by 200, Wis. Stats. Special
district commission assessments and
and apportioned to charges may be
taxation district collected by special
clerks, special purpose district
assessments and treasurer.
charges billed
directly to
taxpayer.

Vocational, For capital Made by Wisconsin  No specific None- all property

Technical and improvements, DOR (sec. 38.16, review per se  tax monies

Adult operation Wis. Stats.) received from

Educational maintenance, debt taxation district

District retirement; levied treasurer.
by district boards
and apportioned to
taxation district
clerks by district
board secretary
(sec. 38.16, Wis.

Stats.)
School District ~ For school Made by Wisconsin  No specific None- All property

tax monies
received from
taxation district
treasurer.
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Basic Property Tax Functions of the Several Units of Government
GoYernmental Tax Le\_/y or Assessment Review Tax Collection
Unit Apportionment
County For welfare and 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.
(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 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 implemented primarily through the Division of State & Local Finance.

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

Town, Village, and City Governments

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

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

It 1s 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 the 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. DOR, who values
manufacturing property, is also referred to as “the assessor".

Methods of Selection

Sec. 70.05(1), Wis. Stats., requires 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 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 are explained separately.

Towns

Sec. 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 when the BOR
meets, the newly elected assessor has not yet taken office and 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 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. Sec. 60.30(2)(b), Wis. Stats., provides
no assessor may hold the office of treasurer and assessor at the same time. In addition, it
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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

Sec. 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. 66.0101, Wis. Stats.

Sec. 66.0101, 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 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.

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

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

Cities

For cities, the selection of the assessor is outlined in sec. 62.09, Wis. Stats. This section
provides for selection of city officials either by appointment or through election by voters. It
also states officers shall continue to be selected in the manner prevailing until changed in
accordance with the provisions of sec. 66.0101, 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.

Special provisions apply for the selection of assessors in first-class cities. Sec. 70.06, Wis.
Stats., governs the process and provides 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.
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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. Sec. 70.05(2), Wis.
Stats., provides 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

Sec. 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 sec. 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 an equitable and uniform assessment
cannot be made without a revaluation of the entire municipality. Therefore, expert help is
hired to work with the assessor to perform a revaluation. When hired, the expert help has
the same powers and duties as the regular assessor. The local assessor is not relieved of any
responsibility when an expert appraiser is hired to aid in making the assessments. When
appointed, the expert help acts together with the assessor as an assessment board in
exercising the powers and duties of the assessor. All persons appointed under this section
must file the official oath prior to beginning the duties of office.

Vacancies

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

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. 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.

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
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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.

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 DOR.
Sec. 70.05(1), Wis. Stats., provides no person may assume the office of town, village, or city
assessor unless certified by 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 DOR. The
law further provides 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 applicants for certification as expert appraisers submit satisfactory
evidence they possess the necessary qualifications for certification by successfully completing
an examination given by DOR.

A person must attain the minimum age of eighteen before an assessor certification can
become effective. The minimum age requirement applies to all levels of certification.

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 website.

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 Division of Personnel Management in the
Department of Administration (DOA) 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 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 any assessor
who willfully or intentionally violates or fails to perform the duties imposed on the office by
law, is subject to a state fine, civil liability, or removal from office.
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State Fine

Sec. 70.501, Wis. Stats., provides any assessor who intentionally violates or fails to perform
any of the duties imposed by law shall be subject to a fine of $50 to $250. It states “Any
assessor, or person appointed or designated under sec. 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

Sec. 70.503, Wis. Stats., provides 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 states, “If any
assessor or person appointed or designated under sec. 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

Sec. 17.14(1), Wis. Stats., provides 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
by means and virtue of the office, the assessor gains or receives pecuniary profit or
advantage that could not otherwise be gained or received.

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

Board of Review

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

Municipal Attorney

Municipal attorneys research and pass upon questions of property tax law asked 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 DOR's Office of
General Counsel.

Clerk

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

Treasurer

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

County Government

Clerks

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

Real Property Lister

All counties have established this function. The Real Property Lister (RPL) keeps maps and
records of all real property ownerships, 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 incur the cost of completing these items. The
information supplied by the RPL to local assessors should be reviewed for accuracy, but all
changes must be made by the RPL. Valuation issues are the responsibility of the assessor.
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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

Sec. 70.99, Wis. Stats., provides 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
percent 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 DOR, who have passed an examination and have been
certified by 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. 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.

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
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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 from 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 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 (DOR)

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. DOR is organized into
six divisions - State and Local Finance; Income, Sales, and Excise Tax; Research and Policy;
Enterprise Services, Lottery, Technology Services. In addition to these divisions, the Office
of General Counsel reports to the Secretary of Revenue.

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 DOR, and through division personnel
administers the full range of tax, inspection, and supervision laws contained in state law.
The Secretary of Revenue, upon appeal and adjudication, orders reassessments, supervised
assessments and revaluation of individual assessments established by municipal BORs.

Office of General Counsel

The Chief Counsel and staff attorneys provide legal advice and opinions to DOR, and also
represent DOR in cases before the Tax Appeals Commission.
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State & Local Finance (SLF)

SLF consists of the Equalization Bureau, Manufacturing & Utility Bureau, Local
Government Services Bureau, and the Office of Technical and Assessment Services (OTAS).

Office of Technical and Assessment Services (OTAS)

OTAS responsibilities:

Maintain the Division systems and programs

Tax Incremental Finance: process creations, amendments, and terminations

Develop uniform assessment standards and practices

Maintain the Wisconsin Property Assessment Manual which serves to define those

standards and provides guidance for Wisconsin property assessment

Propose legislation to improve equity and uniformity in assessment

Certify local assessors and assessment personnel

Develop and administer examinations for the various levels of certifications

Establish continuing education and recertification requirements

Administer the program for recertifying assessment professionals

Review and approve training programs for assessors

Develop seminars and training materials

Contribute to training activities for municipal assessors through:

0 The statewide vocational system

Annual assessor conferences

The League of Wisconsin Municipalities

the Wisconsin Association of Assessors

Other professional organizations
0 An annual conference with the local assessors

e Develop and enforce disciplinary procedures for assessment professionals

¢ Conduct investigations related to potential disciplinary actions

e Develop publications to assist property owners, assessors, members of the BOR, business
owners, and others to understand the assessment process and property tax system

e Provide assistance to assessors seeking guidance in best practices

e Respond to assessment and appeals process questions

O o0OO0Oo

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:
e Processing of petitions submitted by property owners to seek re-assessment of entire
municipalities provided by sec. 70.75, Wis. Stats.
Supervising municipal revaluations under sec. 70.055, Wis. Stats.
¢ Administrating individual assessment appeals under sec. 70.85, Wis. Stats., and
Establishing the Equalized Values annually

1-22 Revised 12/14


https://docs.legis.wisconsin.gov/statutes/statutes/70/75
https://docs.legis.wisconsin.gov/statutes/statutes/70/055
https://docs.legis.wisconsin.gov/statutes/statutes/70/85

Wisconsin Property Assessment Manual Chapter 1 Overview of the Property Tax

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 DOR for the next assessment year. All objections to manufacturing assessments and
exempt computer values are investigated by the State BOA. The State BOA is chaired by the
Manufacturing and Utility Bureau Director. Other members of the Board are the
Manufacturing and Utility Bureau central and district managers. Under sec. 70.995(14), Wis.
Stats., each municipality with manufacturing property pays a fee for the services provided
by the Manufacturing & Utility Bureau.

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

Since local governments were unable to cope with these problems, the state assumed the
administration of railroad taxes in 1854, and since that time has also assumed the taxation
of most other public utilities such as light, heat, and power companies. The assessment of the
property of utility companies is the joint responsibility of both the Bureau and the various
local assessors because the law provides all property of utility companies not used for utility
business purposes is to be assessed locally, while property used for utility purposes is to be
assessed by 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
DOR. The local assessor assesses the portion of the structure that represents the extent of
its use for non-utility purposes. 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 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 are attributable to
terminal properties, which are turned over to the municipalities in which the terminal is
located.
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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. LGS assists 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 LGS and directly affects every
owner of general taxable property in the state. LGS certifies annually to the Department of
Public Instruction (DPI) the full valuation of general property of school districts for the
apportioning of general taxes for school purposes. The certification of the full value of school
districts must be completed on or before October 1. The State Superintendent of Public
Instruction then certifies the appropriate full values to each school district clerk. The
apportionment of the general property tax portion of the school budget is based upon the full
value of each municipality, or part of a municipality, which is located within the school
district. The school district clerks then apportion the levies to the municipalities involved.

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

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
DOA. DOA in turns prepares and forwards the payments to municipalities.

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 percent in July and 85 percent 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 LGS for purposes of ad
valorem taxation of certain utility and railroad properties. Each August, LGS provides DNR
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)
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on Stewardship lands. LGS also makes other certifications permitting borrowing by towns,
villages, cities, school districts, and other special-purpose districts.

Department of Administration (DOA)

DOA 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 DOR. The State Treasurer makes
the actual disbursement.

Attorney General

The Attorney General’s office consults with DOR's Office of General Counsel and represents
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 state circuit courts and
the State Supreme Court.

Wisconsin’s Equalized Values

Property tax is a topic that we can all relate to, but few of us can explain in any detail. What
we do know is that it creates questions at many levels. Every year, each parcel of taxable real
estate or item of personal property generates a tax bill. We always wonder what will happen
to our tax bill when our municipality announces that it plans on a revaluation of all properties
for the coming year. As the municipality works out its budget, news media reports 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
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districts, the county, the vocational schools and special districts like lake rehabilitation
districts also collect part of their budgets from the local property tax. These overlying taxing
jurisdictions need to collect the levy they need from each of the municipalities they lie within.
The municipality’s share of those budgets will be passed on to each property owner. Fairness
demands that the DOR compare “apples to apples,” by making sure that we use one consistent
standard in estimating the taxable value of each municipality. Then those overlying tax
levies can be fairly apportioned to each municipality. That is a primary reason for the
Equalized Value.

The need for these estimates began even before Wisconsin became a State in 1848. A
historical summary of the property tax states: “Many of the residents of the territory lived on
farms, and others lived in buildings where they also produced goods or services for sale. That
1s, 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 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.

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

Residential (class 1)
Commercial (class 2)
Manufacturing (class 3)
Agricultural (class 4)

Undeveloped Land (class 5)
Agricultural Forest (class 5m)
Productive Forest Land (class 6)
Other (Farm Sites and Farm
Buildings) (class 7)

The statutes also require general personal property be placed in one of the following
categories:
Steam and Other Vessels Furniture, Fixtures and Equipment
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 percent
of the market value of undeveloped land; and 50 percent 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 in which specific items, like churches, merchants
inventories, or manufacturer’s processing machinery and equipment, are 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 i1s needed for each taxation district, which includes every town, village, and city,
plus those portions located in an adjacent county. There are approximately 1851
municipalities and 1908 taxation districts.

The detail in the local assessment roll, showing the assessed value of land, improvements
and their total, for eight classes of real property and three 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, DOR has assessed
manufacturing property at its market value, by revaluing annually. The market value
assessments developed by 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, it is as of the close of
January 1 of each year. In effect, this would mean 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.
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State laws recognize the difficulty in maintaining assessments at the value standard
(market, use value, or 50 percent of market). In most cases individual property assessments
are at different levels than the value standard. However, the Equalized Value is always at
the value standard. The relationship between a municipality’s Equalized Value and its total
assessment is referred to as the aggregate level of assessment.

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

Our constitution requires the property tax should be uniform. This is 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. State 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 percent of their market value, and Equalized at the same percentage.

The following section discusses 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 percent of the total value in
the county, the city taxpayers should pay 30 percent 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 the eight classes of real property and three 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, wherein DOR
1s 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
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annual basis, the values must be equated to the local level of assessment. This process

guarantees the taxes will be uniform with the other classes of property in the municipality.

The annual establishment of the Equalized Value of every municipality in the state requires

the development of over 64,000 statutorily required figures in 1,851 taxation districts. DOR

uses six basic strategies to determine Equalized Values: (1) sales analysis, (2) use value

analysis, (3) property appraisal, (4) local reports, (5) Manufacturing Class, and (6) sec. 70.57,

Wis. Stats., corrections.

1. Sales Analysis: Sales are analyzed through two principal methods: (a) assessment-to-
sales ratio studies and (b) unit value projections. The sales forming the basis of the
analysis represent the calendar sales for the year prior to the January 1 being estimated
(e.g., the calendar year sales in 2018 are the basis of analysis for the January 1, 2019
values). The Real Estate Transfer Returns (RETRs), 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 the class. This relationship is considered to be its “assessment
level”. The total local assessment of the class is then ratioed to full value, resulting in
the statistically derived Equalized Value of the 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

Sale Assessed Selling Price Ratio of Asses;ment-to-
Value Sales Price
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 five sales are shown.

In this example, the average ratio of the total assessed value to total actual sales price
is 93.13 percent - even though the ratio of individual properties are above or below
this average. The total assessed value of the class 1s divided by 93.13 percent to project
the market value of class. The statistical sales value established by this analysis is
compared to the Equalized Value of the class established by DOR for the previous
year. This comparison indicates the trend in value for the class in a particular tax

1-29 Revised 12/13


https://docs.legis.wisconsin.gov/statutes/statutes/70/57

Wisconsin Property Assessment Manual Chapter 1 Overview of the Property Tax

district and this trend serves as a guide in establishing the current year's Equalized
Value. It is noted 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 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.

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

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

4. Local Reports: There are two significant annual reports 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, they do not adjust for the
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reported changes due to revaluation. 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 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 the local level of assessments.

5. Manufacturing Class: The Manufacturing Class of property is assessed by DOR
annually at 100 percent 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. Sec. 70.57, Wis. Stats., Corrections: A significant effort is expended in reviewing prior
year Equalized Value determinations, primarily because of the timing of the Municipal
Assessment Reports. DOR is required by statute to certify the Equalized Values on
August 15 of each year. Every taxing jurisdiction awaits the values because of the impact
portions of the value have on their aids or their levy limits. However, assessors with
multiple districts plan their work to extend throughout the year, and the assessors cannot
reasonably complete their job in the same time frame as DOR. DOR’s experience is that
40 to 50 percent of the assessor reports are estimates. After reviewing all amended
reports, recent experience is that ' 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 percent, by statute for each municipality in the
state. The taxation district Equalized Value totals are summed to arrive at the County and
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State Equalized Value totals. This value, and the value of each county, is certified to the DOA
on August 15 of each year. In addition, values for each Tax Incremental Financing (TIF)
District are calculated based on the TID Assessment Report. The total assessed value of a
TID is then adjusted by the municipality’s overall level of assessment. This process ensures
TID values that are responsive to changes within the TID, as determined by the municipal
assessor. The TIF incremental value is excluded in the apportionment values provided to the
county.

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

Use of Equalized Values

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

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

0
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 equity problem would result if the county levy were apportioned using assessed values:
Township A 28.6% of $100,000 = $ 28,600
Township B 71.4% of $100,000 = $ 171,400
Total County Levy $ 100,000
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But the picture changes substantially if the county levy were apportioned using the
Equalized Values. A fair tax system would apportion one-half of the county levy to each as
follows:

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

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

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

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

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
municipalities with the greatest need.

Allocation of State Aids to Local Governments: The distribution of funds to local
governments under several state programs is determined in part by formulas measuring

2 Wisconsin Department of Public Instruction, Education in Wisconsin, 1922-1924 Biennial Budget, (Madison:1924), 28
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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 with 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 percent of Equalized Value. Certain school districts have debt limits
of 10 percent of Equalized Value.

Determination of Manufacturing Equated Property Values: DOR determines the fair
market value of all manufacturing property in the state, at a 100 percent 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 percent of market value,
the value of any manufacturing property in the municipality would be adjusted to the 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 percent 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. If non-compliance continues for six consecutive years, DOR
will order a revaluation for the seventh 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.

Both assessed and fair market values shown on property tax bills underscores Wisconsin's
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 ensures 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
RR9
BADGER WI 58425

PROPERTY TAX BILL FOR

2020

IMPORTANT: Corresponden_ce sho_uld refert(_) numbe_r
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

$847.33

FOR INFORMATIONAL PURPOSES ONLY — Voter-Approved Temporary Tax Increases
Total Additional Taxes
Applied to Property

Total

Taxing Jurisdiction Additional Taxes

BILL AND SUE HOMEOWNER
RR 9
BADGER WI 58425

[ Check For Billing Address Change

Year
Increase Ends

Assessed Value Land Ass'd Value Improvement Total Assessed Value Ave. Assmt. Ratio INet Assessed Value Rate 017243455
22,000 76,900 98,900 98.9000000 Does NOT reflect credit) )
Est. Fair Mkt. Land Est. Fair Mkt. Improvements Total Est. Fair Mkt. A Star ir&thiS.gCg. School taxes reduced by 185.01
22,250 77,750 100,000 L] feans Uapaid Prior ehool levy tax credit -
2019 2020 2019 2020
Taxing Jurisdiction Est. State Aids Est. State Aids Net Tax Net Tax % Tax Change
Allocated Tax Dist.  Allocated Tax Dist.
STATE OF WI 17.27 17.20 -4%
AMERICA CO 16,632 17,466 317.60 328.20 3.3%
VILLAGE OF BADGER 116,684 117,737 183.29 183.32 .02%
SCH. DIST. #3150 659,459 569,823 1,220.87 1,188.45 -2.6%
TECH. COLLEGE #56 20,283 22,326 150.06 173.21 15.4%
Total 813,058 727,352 1,889.09 1,890.38 .01%
First Dollar Credit 79.76 74.64 -6.4%
Lottery & Gaming Credit 105.56 121.08 14.7%
Net Property Tax 1,703.77 1,694.66 -0.5%
Make Check Payable to: Full Payment Due On or Before January 31 Net Property Tax $ 1,694.66
JANE DOE $2,053.68
TREASURER, VILLAGE OF BADGER Or First Installment Due On or Before January 31
RR 9, PO BOX 6890 $1,206.35 GARBAGE 359.02

TOTAL DUE FOR FULL PAYMENT

PAY BY JANUARY 31 2021

> $2,053.68

Warning: If not paid by due dates,
installment option is lost and total tax is
delinquent subject to interest and, if
applicable, penalty.

Failure to pay on time, See reverse.
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Chapter 2

Assessor Certification

State law requires all assessors and technical level assessment personnel to be certified.
State certification of assessors and assessment personnel ensures individuals working in the
assessment field possess the minimum knowledge necessary to perform the assessment
function. Establishing minimum standards is required by state law to ensure quality
property assessments, and therefore, greater equity in property taxation. A person must
attain the minimum age of eighteen before an assessor certification can become effective. The
minimum age requirement applies to all levels of certification.

History of Certification

Assessor certification is not a new nor 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 providing for mandatory certification of county assessors and their appraisal
staff. The Legislature also enacted secs. 70.055 and 70.75, Wis. Stats., providing 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 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 assessor certification in Wisconsin; 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 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
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of assessor. A non-certified individual cannot be appointed to fill an unexpired term of an
appointed or elected assessor.

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, including duties required by level, are established by sec. Tax
12.06,Wis. Adm. Code (October 2019 Register). The levels are listed in hierarchical order.
With the exception of Assessor 3, each subsequent level of certification is qualified to perform
duties included in the present certification and those below. The duty and opportunity to sign
a roll rests with the Assessor levels of certification and must be coordinated with the
municipality to ensure an assessor with the correct level of certification is responsible for
signing the roll.

Assessment Technician

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: measuring and listing, calculating building
cost data, posting maps/plats/charts, collecting relevant data, assisting with physical
inventories, verifying property descriptions, and classifying real property according to use.

Property Appraiser

Property Appraiser shall be authorized to perform, in accordance with the WPAM, and under
the direct supervision of an assessor, the duties of an Assessment Technician and the
following duties: inspecting classes of real property for assessment purposes, assembling
relevant information regarding tangible personal property, appraising real and personal
property for assessment purposes, and supervision of assessment staff.

Assessor 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: serving
as statutory assessor in an assessment district with a degree of complexity requiring the level
of Assessor 1 as determined by DOR, contacting taxpayers of the assessment district to
explain the property assessment laws and procedures under which the property assessments
are determined, supervising subordinate assessment staff, and signing the assessment roll
as statutory assessor in an assessment district requiring the level of Assessor 1.
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Assessor 2

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:
serving as statutory assessor in an assessment district with a degree of complexity requiring
level of Assessor 2 as determined by the DOR, supervising subordinate assessment staff, and
signing the assessment roll as statutory assessor in an assessment district requiring the level
of Assessor 2.

Assessor 3

Assessor 3 shall be authorized, in accordance with the WPAM to perform the following duties:
serving as statutory assessor in an assessment district with a degree of complexity requiring
level of Assessor 3 as determined by the DOR, policy determination, budgetary formulation,
and responding to appropriate levels of government involved in the property assessment
process, and supervising subordinate assessment staff.

Levels of Certification by Assessment District

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, Washington, and Waukesha Counties

Assessor 2

Municipalities requiring an Assessor 2 level of certification are the following:
Town of Grand Chute - Outagamie 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 Fox Crossing - Winnebago 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
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Village of Twin Lakes - Kenosha County
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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2019 Levels of Certification by Assessment District

The following are effective for the 2019 assessment.

Assessor 3

Municipalities with a 2016 Equalized Value of the commercial class of property greater than
$1,000,000,000 require an Assessor 3:

Town of Grand Chute, Outagamie County
Village of Ashwaubenon, Brown County
Village of Menomonee Falls, Waukesha County
Village of Pleasant Prairie, Kenosha County
City of Appleton, Outagamie County

City of Brookfield, Waukesha County
City of Eau Claire, Eau Claire County
City of Glendale, Milwaukee County

City of Green Bay, Brown County

City of Janesville, Rock County

City of Kenosha, Kenosha County

City of La Crosse, La Crosse County

City of Madison, Dane County

City of Middleton, Dane County

City of Milwaukee, Milwaukee County
City of New Berlin, Waukesha County
City of Oshkosh, Winnebago County

City of Verona, Dane County

City of Waukesha, Waukesha County
City of Wauwatosa, Milwaukee County
City of West Allis, Milwaukee County

Assessor 2

Municipalities with a 2016 Equalized Value of the commercial class of property less than
$1,000,000,000 and greater than $100,000,000 require an Assessor 2:

Town of Brookfield, Waukesha County
Town of Buchanan, Outagamie County
Town of Burke, Dane County

Town of Carlton, Kewaunee County
Town of Greenville, Outagamie County
Town of Ledgeview, Brown County
Town of Madison, Dane County

Town of Minocqua, Oneida County
Town of Rib Mountain, Marathon County
Town of Sheboygan, Sheboygan County
Village of Yorkville, Racine County
Village of Allouez, Brown County
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Village of Bellevue, Brown County

Village of Brown Deer, Milwaukee County
Village of Butler, Waukesha County
Village of Caledonia, Racine County
Village of Cottage Grove, Dane County
Village of Deforest, Dane County

Village of Elm Grove, Waukesha County
Village of Fox Crossing, Winnebago County
Village of Germantown, Washington County
Village of Grafton, Ozaukee County
Village of Greendale, Milwaukee County
Village of Hales Corners, Milwaukee County
Village of Hartland, Waukesha County
Village of Holmen, La Crosse County
Village of Howard, Brown County

Village of Jackson, Washington County
Village of Johnson Creek, Jefferson County
Village of Kimberly, Outagamie County
Village of Kohler, Sheboygan County
Village of Lake Delton, Sauk County
Village of Lake Hallie, Chippewa County
Village of Little Chute, Outagamie County
Village of McFarland, Dane County

Village of Mount Horeb, Dane County
Village of Mount Pleasant, Racine County
Village of Mukwonago, Waukesha County
Village of Oregon, Dane County

Village of Pewaukee, Waukesha County
Village of Plover, Portage County

Village of Rothschild, Marathon County
Village of Sauk City, Sauk County

Village of Saukville, Ozaukee County
Village of Shorewood Hills, Dane County
Village of Shorewood, Milwaukee County
Village of Slinger, Washington County
Village of Somers, Kenosha County

Village of Sturtevant, Racine County
Village of Sussex, Waukesha County
Village of Waunakee, Dane County

Village of West Milwaukee, Milwaukee County
Village of West Salem, La Crosse County
Village of Weston, Marathon County
Village of Whitefish Bay, Milwaukee County
City of Altoona, Eau Claire County

City of Antigo, Langlade County

City of Ashland, Ashland County

City of Baraboo, Sauk County

City of Beaver Dam, Dodge County

City of Beloit, Rock County
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City of Burlington, Racine County

City of Cedarburg, Ozaukee County

City of Chippewa Falls, Chippewa County
City of Cudahy, Milwaukee County

City of Delafield, Waukesha County

City of Delavan, Walworth County

City of De Pere, Brown County

City of Dodgeville, Iowa County

City of Elkhorn, Walworth County

City of Fitchburg, Dane County

City of Fond Du Lac, Fond Du Lac County
City of Fort Atkinson, Jefferson County
City of Franklin, Milwaukee County
City of Greenfield, Milwaukee County
City of Hartford, Washington County
City of Hayward, Sawyer County

City of Hudson, St Croix County

City of Jefferson, Jefferson County

City of Kaukauna, Outagamie County
City of Lake Geneva, Walworth County
City of Lake Mills, Jefferson County
City of Manitowoc, Manitowoc County
City of Marinette, Marinette County
City of Marshfield, Wood County

City of Menasha, Winnebago County
City of Menomonie, Dunn County

City of Mequon, Ozaukee County

City of Monona, Dane County

City of Monroe, Green County

City of Muskego, Waukesha County

City of Neenah, Winnebago County

City of New Richmond, St Croix County
City of Oak Creek, Milwaukee County
City of Oconomowoc, Waukesha County
City of Onalaska, La Crosse County

City of Pewaukee, Waukesha County
City of Platteville, Grant County

City of Plymouth, Sheboygan County
City of Port Washington, Ozaukee County
City of Portage, Columbia County

City of Prairie Du Chien, Crawford County
City of Racine, Racine County

City of Reedsburg, Sauk County

City of Rhinelander, Oneida County

City of Rice Lake, Barron County

City of Ripon, Fond Du Lac County

City of River Falls, Pierce County

City of Saint Francis, Milwaukee County
City of Shawano, Shawano County
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City of Sheboygan, Sheboygan County
City of South Milwaukee, Milwaukee County
City of Sparta, Monroe County

City of Stevens Point, Portage County
City of Stoughton, Dane County

City of Sturgeon Bay, Door County

City of Sun Prairie, Dane County

City of Superior, Douglas County

City of Tomah, Monroe County

City of Watertown, Jefferson County

City of Waupaca, Waupaca County

City of Wausau, Marathon County

City of West Bend, Washington County
City of Whitewater, Walworth County
City of Wisconsin Dells, Columbia 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 require an Assessor 1 level of certification.

Temporary Assessor Certification

Sec. 73.09, Wis. Stats., provides 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 DOR 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 DOR, under the supervision of the individual’s immediate supervisor. Direct
supervision under sec. Tax 12.05,Wis. Adm. Code (October 2019 Register) means the
statutory assessor is personally responsible for all work performed by temporarily certified
individual(s). The statutory assessor must monitor the activities of the temporarily certified
individuals to ensure full compliance with the requirements of the tax rule.

Strict adherence to the start and end dates of temporary certification is the responsibility of
the supervisor. Only two persons employed by private firms in the same municipality may
hold temporary certification consecutively.

To become temporarily certified, an individual must submit an Application for Temporary
Certification (PC-724) to DOR. 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 DOR. A person must attain the minimum age of eighteen
before a temporary certification can become effective. The application form must be signed
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by both the applicant and the sponsor, and notarized. Temporary certification does not
become effective until DOR sends a letter of approval to the applicant. Once issued, the
temporary certification is effective for 100 days.

Examination Guidelines

Certification is achieved by passing an exam. Details on how to register for the exam can be
found on the DOR website. Certification is attained by correctly answering 70 percent or
more of the questions on the DOR prescribed exam. Assessor Certification Study Material is
available and can be downloaded from the DOR website.

Exam Content by Level of Certification

The five levels of exams have a potential of testing seven subject areas. These areas are math,
statistics, 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 20 5 1 0 0
Statistics 0 0 3 12 14
Legal Descriptions 10 11 8 5 0
Construction Terms 8 7 9 13 0

WI Assessment Law 12 13 51 29 21
Appraisal 0 14 28 41 25
Administration 0 0 0 0 40
Total Questions 50 50 100 100 100

Recertification
Certifications expire five years after the date of issuance.

To recertify, one must attend four of the five most recent Annual Assessor Meetings (Sec.
73.06(1), Wis. Stats.) and complete the continuing education requirements (CEUs) as
established by DOR for the level of recertification sought. Both the Assessor Annual Meeting
requirement and the CEUs 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.

2-9 Revised 12/17


https://www.revenue.wi.gov/Pages/Training/assessor-certification.aspx
https://www.revenue.wi.gov/DORForms/pm-201.pdf
https://docs.legis.wisconsin.gov/statutes/statutes/73/06/1

Wisconsin Property Assessment Manual Chapter 2 Assessor Certification

DOR Assessor Annual Meeting

The continuing education alternative requires individuals seeking recertification to complete
at least four Annual Assessor Meetings by DOR (sec. 73.06(1), Wis. Stats) during each five-
year certification period.

Assessors have the option of meeting this recertification requirement by completing the

assessor annual meeting on DOR’s internet site under assessor training. In order to gain
credit for viewing these materials, the assessor must complete the entire program.

Continuing Education Requirements (CEUs)
CEUs were established by DOR for each level of certification. These are in addition to Annual
Assessor Meeting requirements. The CEUs for recertification by certification level and

subject area are shown below. Instruction approved as meeting CEU requirements are posted
online under Assessor Training.

Continuing Education Requirements by Certification Level

(Minimum classroom hours)

Level of Certification Appraisal or Sulljé‘l(")\lzjizf)tr);/rr ﬁii:;ment I:II‘(())E?l lgiioqglfizld
Assessment Technician 0 0 0
Property Appraiser 20 0 20
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 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
0.5 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. For online courses, a quiz or test for completion is
recommended.
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Submit requests for course approval to OTAS on the Noncredit Continuing Assessor
Education Program Application (PM-100) no later than 60 days prior to the beginning of the
program. For certified individuals to receive CEU credit for approved courses, certain
restrictions apply:
o 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.
e Coursework begins before an individual is certified cannot be used to meet
recertification requirements.
e An individual can receive CEU credit for a given course only once during any one
certification period.
¢ During any one recertification period, an instructor may apply continuing education
hours toward recertification one time for each different program they instruct.

Credit programs offered by an accredited institution are automatically approved for assessor
continuing education credit if the conditions of sec. Tax 12.065,Wis. Adm. Code (October 2019
Register) are met. Sec. Tax 12.065, Wis. Adm. Code defines a credit program as a course
applicable 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 sec. Tax 12.065, Wis. Adm. Code. 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 online list of approved Assessor Continuing Education Courses is updated when courses
are approved. To receive CEU credit for credit courses, the individual must provide DOR 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 DOR 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 (PM-112).

When all education requirements are met, it is the responsibility of the individual to submit
an application for renewal along with the recertification fee to DOR, attesting the
recertification requirements are met. The educational requirements must be fulfilled and the
application submitted to OTAS at least 60 days prior to the certification expiration date.
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DOR Oversight of Assessor Practices

Wisconsin assessors are governed by state law and the Wisconsin Property Assessment
Manual. State laws related to assessor certification contain provisions intended to ensure the
integrity of the certification program by establishing procedures for reviewing assessor
practices. The Secretary of Revenue, or any designee, may order corrective action, suspend
or 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, sec. 73.09 (7), Wis. Stats.

Assessment practices oversight is an administrative process. One aspect of this process
begins with a request for review of assessment practices from a property owner. Evidence is
gathered from witnesses and records. 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. The burden
is on DOR to prove the matter.

Assessor Practice Review Procedure

When a request for review of an assessor's practices is filed with DOR, the issues are analyzed
to determine those dealing with state law. Appropriate issues for review include fraud,
neglect, and misconduct. Differences in opinions of value are not grounds for assessor review
as there is a statutorily mandated valuation appeal process.

The practice review process begins with the property owner contacting DOR. After this initial
contact, a letter is sent to the property owner asking if they wish to file a formal Request for
Review of Assessor's Practices. If the property owner elects to complete and submit the form,
DOR also seeks any additional relevant and supporting documentation.

DOR evaluates the submissions and may send a letter of inquiry to the assessor (and other
parties if necessary) with a specific time period allotted for response. Copies of the
submissions and correspondence may be provided to the assessor and are subject to open
records requests.

DOR is tasked with ensuring assessment practices are performed using professionalism and
care. Specifically, assessment practices must include recognized methods and techniques and
not commit substantial errors or omissions that significantly impact assessments. Diligence
and due care are required to identify and analyze the factors, conditions, data, and other
information that have a significant effect on the credibility of the assessment. Examples of
due care and diligence include, but are not limited to, the following: routinely auditing data
to ensure accuracy, continually updating property characteristics, and collecting data in a
prescribed format designed to facilitate both the collecting of data in the field and the entry
of data into the computer system.
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Delinquent Tax

Individuals with assessor certification are screened at initial issuance, renewal, and
periodically to identify individuals with Wisconsin tax delinquencies. If DOR determines an
applicant for certification or recertification is liable for delinquent taxes, the application may
be denied or certification revoked. Those with delinquent tax liabilities are notified and
allowed at least 10 days to pay the amount due. If the delinquent account is not satisfactorily
resolved, DOR notifies the certified assessor of the date his or her certification will be
revoked. A minimum of 30 days' notice is provided to the certified individual. The notice
includes a statement of the facts that warrant the denial or revocation.

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 the person's assessment certification period.

Links and Contacts

The following forms are available on DOR’s website:

o Application for Assessor Certification Application (PC-722)

o Application for Temporary Certification (PC-724)

o Application for Recertification of Assessment Personnel (PM-112)

Education and exam information is available on DOR’s website under Assessor Training.

Contact information: Wisconsin Department of Revenue
Office of Technical and Assessment Services, M/S 6-97
Assessor Certification
PO Box 8971
Madison, WI 53708-8971

Telephone: (608) 266-7750;
Email:bapdor@wisconsin.gov
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Chapter 3

Staffing Recommendations

To help ensure equitable assessments, each municipality should provide the necessary funds
to allow for 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 varies depending on the staff size and
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. An assessor is expected to accomplish
and maintain certain activities and standards, enumerated in sec. 70.05, Wis. Stats.,
regardless of the size of municipality served. These include specific requirements for
assessment ratios further discussed in Chapter 10.

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 including:
Adequate funding for the assessor’s salary

Assessor training

Modern office equipment and supplies

Support staff as necessary

Periodic revaluations

Modernization of appraisal systems

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.

3-1 Revised 12/16


https://docs.legis.wisconsin.gov/statutes/statutes/70/05

Wisconsin Property Assessment Manual

Figure 3-1

Assessment Personnel

Chapter 3 Staffing Recommendations

.. Position
Jelo AeamaEes Classification
Typing letters and reports
Filing apprglsal 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
. . . 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
. . 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 (BOR) 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 BOR on data relative to personal property 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
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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
Wisconsin Association of Assessing Officers (WAAOQO), 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 for adequate funding be provided to promote public information regarding the
assessment process. In addition to providing funding for the statutorily required assessment
notices and 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 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 are 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 determines
mapping, data processing, capital outlay needs (such as furniture and supplies), and office
rents, if applicable, to prepare and justify the annual budget request to the governing body.
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Staffing Requirements

The number of assessment personnel required varies from one district to the next. Staffing
needs 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 also varies depending on whether a manual or
automated assessment system is used, since this affects 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) draws 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 making up the total assessment process are
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 (avg.) 18.2 person days

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

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

Total = 91.7 person days
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The total of 91.7 or 92 person days indicates 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, Open Book, and BOR appearances.

After an adequate set of property record cards are 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 includes 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 ) )
Assessor | Field verification of land and

improvement information on

property record cards (after 10 5 5

adequate set of record cards are

created)
Appraiser | Agsessment 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.
The data collectors 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 reduces the number of staff
appraisers needed. Figure 3-2, line 4 shows the number of parcels that data collectors can
list and measure daily.

The number of support staff (in the form of clerk-typists or receptionists) required in an
assessment office varies 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 on the size of the municipality. The bulk of the workload is completed by field data
collectors. They 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 days

3,200 person days/234 working days (i.e., the 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 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 is completed, it is handled in one of two ways, either by in-
house computer facilities or by a private service contractor. Large municipalities generally
have data processing facilities in-house and 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 varies 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 varies among
municipalities, based on the size of the municipality, type of parcels being 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 varies from municipality to municipality, the basic
organization remains the same, and can therefore, be used as a guide.
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Figure 3-4

Assessor

General Office
Administrator

1 General Office
Administrator 2

Chief Appraiser
(Deputy Assessor)

Personal Property Unit —

1 Appraiser Il
1 Assessment Aide
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Real Estate Unit

Data Processing Unit

Technical and

Clerical Services Unit

1 Supervisor Appraiser ‘ ‘

1 DP Manager

‘ ‘ 2 Draft Persons

4 Appraiser lls

1 System Analyst
(part time)

2 Clerk Typists

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. 1interview appropriate individuals to discover the current value of taxable
personal property;
determine the tax exempt status of property;
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 and present evidence to support value estimates;
16. take corrective action when necessary.

oo

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 (WAAQO), International Association of
Assessing Officers (IAAO), 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 resulting in litigation;

7. perform other duties as required.

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
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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 WAAO, TAAO, 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;
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 contact with

the public, taxpayer associations, and real estate or business groups;
9. directs preparation of assessment appeal cases and production statistics.

R e

Areas of Responsibility
This position has 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.
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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 WAAQ, TAAQO, 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 is 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
of an Appraiser I or assist in the performance of the duties of the Statutory Assessor or Chief
Appraiser.

Areas of Responsibility
This position is 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;
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representing the assessor at meetings, speaking engagements, and in contact 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 Is; 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 WAAQ, TAAQO, or the Appraisal Institute, are
examples of desirable training.

DOR Certification
Assessor 1 level of certification is required. Assessor 2 is recommended.

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 Il in valuing more complex properties. Related work is performed as required.

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

DOR Required Certification
Property Appraiser level of certification is required. An Assessor level 1 of certification is
recommended.

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 of 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
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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.

Position: General Office Administrator

Nature of Work
This position acts primarily as private and confidential office administrator for the assessor.
In addition, it provides support as needed for other units.

Duties

1. 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;

3. 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. process monthly expense reports

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

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

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

8. 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;

9. pick up mail, open, sort, stamp date received, and route to appropriate personnel;

10. perform other duties as assigned.

ro

N oo

Desirable Training and Experience
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
desirable.
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Summary

While every taxing district may not require all of the positions previously described, the
personnel that are required should meet the qualifications as described for the corresponding
position. This is important because similar work must be performed whether the
municipality is a small or large one with the same basic requisite knowledge and skills.
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Chapter 4
The Assessment Cycle
and Dates Governing Assessment

Each year the governing body selects the type of assessment conducted for the current
assessment year. While some assessor duties are carried out 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. Some municipalities revalue all properties every year to recognize
economic change and make adjustments on an annual basis. The tasks required to accomplish
revaluation are dependent on the quality of the PRC data and how well the valuation model
replicates market influences. The TAAO Technical Standards on Mass Appraisal of Real
Property offers the following option to gather necessary data for accurate and uniform
assessments:

"3.3.5 Alternative to Periodic On-site Inspections

Provided that initial physical inspections are timely completed and that an effective system of

building permits or other methods of routinely identifying physical changes is in place,

Jjurisdictions may employ a set of digital imaging technology tools to supplement field re-

inspections with a computer-assisted office review. These imaging tools should include the

following:

o Current high-resolution street-view images (at a sub-inch pixel resolution that enables
quality grade and physical condition to be verified)

e Orthophoto images (minimum 6” pixel resolution in urban/suburban and 12” resolution
in rural areas, updated every 2 years in rapid growth areas, or 6—10 years in slow growth
areas).

e Low level oblique images capable of being used for measurement verification (four cardinal
directions, minimum 6-inch pixel resolution in urban/suburban and 12-inch pixel
resolution in rural areas, updated every 2 years in rapid growth areas or, 6—10 years in
slow growth areas). These tool sets may incorporate change detection techniques that
compare building dimension data (footprints) in the CAMA system to georeferenced
imagery or remote sensing data from sources (such as LIDAR [light detection and ranging])
and identify potential CAMA sketch discrepancies for further investigation.
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Assessment jurisdictions and oversight agencies must ensure that images meet expected
quality standards. Standards required for vendor-supplied images should be spelled out in
the Request for Proposal (RFP) and contract for services, and images should be checked for
compliance with specified requirements. For general guidance on preparing RFPs and
contracting for vendor-supplied services, see the Standard on Contracting for Assessment
Services [IAAO 2008]. In addition, appraisers should visit assigned areas on an annual basis
to observe changes in neighborhood condition, trends, and property characteristics. An on-site
physical review is recommended when significant construction changes are detected, a
property is sold, or an area is affected by catastrophic damage. Building permits should be
regularly monitored and properties that have significant change should be inspected when
work is complete.”

If the municipality has not conducted a revaluation in the past ten years or so; or if the PRC
data is believed to be significantly out-of-date; or when assessment values seem out of sync
with the market; the assessor must effectively ‘start over’. Revaluation is described in detail
in Chapter 6, Revaluation. Other, less extreme situations may arise, such as maintenance is
not enough, but the expense of a full revaluation is not justified. Perhaps a full revaluation
was conducted in the past five years and PRCs seem largely accurate, yet certain
neighborhoods seem to be increasing or decreasing in value faster than others. Or perhaps
the PRCs 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 sales are verified. Each
sale must be analyzed to determine its 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 in more detail later in this chapter and in Chapter 10.

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.

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 multiple inter-dependent tasks and processes. The assessor
must be familiar with the statutes and dates governing the assessment process, as well as
the property tax-related roles of various public officials and governmental units. Figure 4-1
in the second half of this chapter outlines the assessment cycle and the time frame for
completion of each phase, along with statutory references.
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ANNUAL ASSESSOR REQUIREMENTS BY ASSESSMENT TYPE

Full Revaluations

Exterior Revaluation

Interim Market Update

Annual Review/Maintenance

Appropriate When

PRC outdated or inaccurate, or
assessment uniformity is poor,
or full revaluation not done in
10 years, or assessment

Most PRC information can be
verified by exterior inspection
and full revaluation was
completed within the past 6-9

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

level shows unacceptable

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

PLUS
Analysis of problem strata
identified from previous
assessment year

uniformity is poor or years degree of variance in some year is within acceptable
reassessment is required per neighborhoods or classes parameters
statute 70.75
Real Property Affected All property All property Changes identified in column D Annexed properties

Change in exemption status
Demolitions and fire damage
New construction
Change in classification
Parcels with ongoing
construction
Change in legal description
Change in zoning

Land Study

On-site inspection

On-site inspection

As necessary

As necessary

Inspect Exterior

All buildings

All buildings
If no changes, may use digital
imaging technology to
supplement field re-
inspections with a computer-
assisted office review

Buildings w/changes

Buildings w/changes

Inspect Interior

All buildings

Buildings with changes

Buildings with changes

Buildings with changes

Building Measurements

Measure all buildings

Measure or verify as needed

Measure or verify as needed

Measure or verify as needed

full value as appropriate

Photos All primary buildings As needed As needed As needed
Sketch All primary buildings As needed As needed As needed
Analyze Neighborhoods, Property Required. Results determine
Types, and 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 (Ch 7 and 9) 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 Aggregate assessment

Mail Notice of Change in Asmt

Only if assessment changes

Only if assessment changes

Only if assessment changes

Only if assessment changes

book and BOR-70.47

Personal Property Assessment Required Required Required Required
Add Omitted Property to Roll-70.44 Required Required Required Required
Correct Errors in Roll-70.43 Required Required Required Required
Hold open book / attend BOR

(minimum 7 days between open Required Required Required Required

A change in color across arow indicates a change in the level of task work required compared to the preceding assessment type
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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 DOR and are available from the
county. Among the forms that must be acquired are the assessment roll, PRCs, 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 each is correctly described and property is not omitted from assessment. Aerial photos
and soil surveys are also needed for use in classifying and grading agricultural, swamp, and
forest lands. 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 (RETRs) are confidential under sec. 77.265, Wis. Stats., RETRs
are available to the assessor on the Provide Assessment Data (PAD) site.

RETRs 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 a
legal description of the property conveyed, and indicate financing terms and conditions.
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A review of the legal description contained on the transfer return alerts the assessor to land
splits or parcels combined through the sale. Where a parcel’s boundaries are changed, it is
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
determine 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 are 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 by performing assessment/sales ratio studies.
This procedure is described in detail in Chapter 10. 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
found. The assessment level must be determined to ensure new construction is assessed at
the same level as other property and 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 is issued, and update
the records and assessment accordingly. Where construction or remodeling is not completed
by the January 1 assessment date, it should be noted on the PRC, 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 PRCs.

Identify Zoning Changes and Other Land Use Factors

The assessor must be aware of planning, zoning, restrictive covenants, and other controls
affecting 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 PRCs. Where sales indicate
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.

Obtain Market, Cost and Income Data
Sec. 70.32, Wis. Stats., requires 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

4-5 Revised 12/12


https://docs.legis.wisconsin.gov/statutes/statutes/70/32

Wisconsin Property Assessment Manual Chapter 4 The Assessment Cycle

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.
Notification requirements take time to complete. Send the first round of notices
approximately one month prior to the desired dates of inspection to ensure adequate time for
distribution. When requesting view of a property for purposes of data collection, assessors
must provide notice to the property owner. DOR recommends a letter (Request to View
Property Notice — Form PR 300) sent through regular mail and allowing 14 calendar days for
a response. In addition, during a revaluation, contact shall be supplemented with a notice in
the local paper or a notice included with a recent tax bill. This supplementary contact during
revaluation also helps assessors avoid trespass.

If property owners do not respond to the initial contact, an optional next step is to obtain
consent or denial to view the property in person. If the property owner is unavailable, leave
a door hanger listing contact information. For any remaining unresponsive property owners,
send a letter (Request to View Property Notice - Form PR-300) through certified mail. Allow
14 calendar days to respond. Record denials by maintaining a list.

If property owners remain who have not responded with an affirmative consent or denial to

the request to view the property, the following options are available:

e Use the next best information available (see Chapter 9) to establish a supportable
valuation

e Use the special inspection warrant (see the Appendix for the warrant template) to gain
view if the next best information is insufficient to develop a supportable valuation
Note the lack of response and opportunity to view the property at the BOR, if applicable

¢ Right to enter a property may be exercised once per year if the statutory requirements in
the section Avoiding Trespass — Chapter 5-10 are met

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 January 1 and requests
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
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the parcel is no longer agricultural. In these cases, the assessor must verify the parcel is no
longer being used for agricultural purposes before changing the classification.

View and Value Real Estate

To maintain equitable assessments, it is essential 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.

Proceed with the standard assessment discovery, listing and valuation processes as described

by state law and the WPAM. The following are sources of information the assessor can

consider with the best sources listed first:

1. Request a view of the property (see Chapter 5-10 Notification Process)

2. View the property from a public area such as a road

3. Request data from the property owner (e.g., construction contracts, leases, operating
expenses, receipts, blueprints, video and/or photographs of the improvements, etc.)

4. Obtain other information, (e.g., sales listing information and building permits)

If these sources of information do not allow the assessor to develop a value, an interior view
is required. As an example, if the property has no prior improvement inspection, there is no
view of the property from a public area and the property owner has provided no information.
With this type of unique situation, the assessor may request a special inspection warrant
under sec. 66.0119, Wis. Stats. This option should be used only when necessary.

Obtaining a special inspection warrant requires three forms:

e An affidavit detailing the facts giving rise to the need for a warrant

e The special inspection warrant. The warrant also advises the homeowner of the lawful
basis for the inspection of his home and describe the search's proper limits including
identification of the assessor as one with the authority to search.

e Return of Officer

The completed affidavit and warrant should be brought to a local magistrate (i.e., municipal
judge or court commissioner). Contact the local clerk of courts to determine hours when a
magistrate is available. The local magistrate determines whether or not facts exist to support
the issuance of the warrant. If so, the warrant is signed by the magistrate. The assessor and
peace officer or sheriff may then execute the search. After completion of the search, the official
paper work (endorsement on warrant and return of officer) should be completed and filed by
the assessor. Please see the Appendix for sample special inspection warrant forms.

View and Value Personal Property
Sec. 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
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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 is 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.

If physically viewing personal property, the notification (Chapter 5-10) and data collection
(Chapter 9-21) provisions for real estate apply to the process and are a recommended practice
for personal property.

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 PRCs. 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 existing 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 Chapter 7.

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 are 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, under state law the assessor is responsible for
mailing assessment notices to property owners whose assessments have changed from the
previous year’s assessment. State law requires the assessor to notify property owners by
ordinary mail when the assessment of any taxable real property, or any improvements taxed
as personal property changes from the prior year. The notice must be sent at least 15 days
before the meeting of the local Board of Review (BOR) or board of assessors. If the
municipality conducts a revaluation under sec. 70.05, Wis. Stats., the notice must be sent at

4-8 Revised 12/17


http://docs.legis.wi.gov/document/statutes/70.05

Wisconsin Property Assessment Manual Chapter 4 The Assessment Cycle

least 30 days before the meeting of the BOR or board of assessors. The notice must contain
the amount of the changed assessment and the time, date, and place of the meeting of the
BOR or board of assessors. Effective January 1, 2020, the assessor is not required to provide
notice if land is classified as agricultural land, as defined in sec. 70.32(2)(c)1g. Wis. Stats.,
for the current year and previous year and the difference between the assessments is $500
or less. See sec. 70.365, Wis. Stats. Effective January 1, 2021, the notice shall include the
following: Under Wisconsin law, generally, the assessor may not change the assessment of
property based solely on the recent arm's-length sale of the property without adjusting the
assessed value of comparable properties in the same market area. For information on the
assessment of real properties that have recently sold, visit the Internet site of the
Department of Revenue at https:/www.revenue.wi.gov/Pages/ERETR/data-home.aspx. The
state prescribed notice is available on the DOR website.

The assessor must attach the Assessor's Affidavit (PA-533) to the assessment roll 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
(On or Before the 3rd Monday of April, 1st Monday of April for County Assessors)

Complete the assessment roll and provide it to the local clerk on or before the third Monday
in April. Before the BOR, the assessor completes and signs the Assessor’s Affidavit, attached
to the roll. Once the Assessor’s Affidavit is 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 45-day Period Beginning on the 4th Monday of April,
Beginning on the 2nd Monday of April for County Assessors)

Sec. 70.48, Wis. Stats., requires 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 21.

Complete the Municipal Assessment Report

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

It is recommended new assessors, in the first year of performing assessments, limit
themselves to placing new construction on the roll, deleting buildings removed, performing
the personal property assessments, and completing the assessment roll and various reports
previously discussed. Entering new construction on the assessment roll includes collecting
data on each building constructed or remodeled since the previous January 1, completing a
PRC, 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 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
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 6 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 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, 19 N.W.
526 (1884). For additional information on this, see Chapter 22.
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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 .
Subject Law or Comment

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

the year when the taxes are levied.”

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

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

70.05(1) Assessor to be “No person may assume the office of town,
certified village, or city assessor unless certified by the

department of revenue ... as qualified to
perform the functions of the office of
assessor.”

19.01 Form of oath State of Wisconsin

County of ss.
I, the undersigned, who have been elected (or
appointed) to the office of , but have
not yet entered upon the duties thereof,
swear (or affirm) that 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) When taken This oath must be taken within five days

60.31(3) after appointment in towns and villages or

61.21 within ten days of appointment in cities.

62.09(4) 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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Law or Comment

Period or Statutory
Date Reference
73.03(2a)
70.32(1)
70.34
70.32(1)
Prior to 70.34
January 1
70.345
70.10
(Usually 73.06(1)
held in
November)

Assessors shall
use and defer to
the WPAM
including
complying with
statutory and
administrative
rules and
procedures.

Obtain real
property value
knowledge

Obtain personal
property
knowledge

Uniformity
between real
and personal
property

When to make

assessments

Attend DOR
annual assessor
meeting

4-12

“To prepare and publish, in electronic form
and on the Internet, assessment manuals.
The manual 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. 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 considered valuable to
local assessors by the department...”

"Real property shall be valued by the assessor
in the manner specified in the Wisconsin
Property Assessment Manual (WPAM) ...from
actual view or from the best information that
the assessor can practicably obtain, at the full
value which could ordinarily be obtained
therefore at private sale.

“personal property shall, as far as
practicable, be valued ... at their true cash
value ... in the manner specified in WPAM.”

“The assessor shall exercise particular care
so that personal property as a class on the
assessment rolls bears the same relation to
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.”

The assessor should begin work as soon as
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.

“The Department of Revenue shall
annually ... at the time which in its judgment
is best calculated to obtain the ends sought,
call a meeting of all such local assessors for
conference and instruction relative to their
duties in the valuation and assessment of
property.”
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Period or Statutory .
Date Reference Subject Law or Comment

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
DOR and other required for the assessment and collection of
agencies general property taxes throughout the state,

and shall furnish each county designee a
sample of the uniform forms.”

“(c) If any county has reason to use forms for
assessment and collection of taxes in addition
to those prescribed under par. (a), the county
real property lister and treasurer jointly may
prescribe such additional forms for use in
their county, 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
Prior to 70.995(6) DOR notifies “Prior to February 15 of each year the
February 15 local assessor of department of revenue shall notify each
property municipal assessor of the manufacturing
assessed as property within the taxation district that will
manufacturing be assessed by the department during the
current assessment year.”
January- 70.32(2) Assessor enters  “The assessor having fixed a value, shall
April values in enter the same opposite the proper tract or lot

assessment roll

4-13

in the assessment vroll, following the
instruction prescribed therein.”
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January-
April

70.30

70.43(2)
70.43(4)

70.44(1)
70.44(3)

70.32(2
70.09(3)

70.35(1)
70.35(2)

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

Keep
assessment
records as work
progresses

Assessor
distributes
personal
property
returns

4-14

“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

»

“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
appeal rights to the board of review to the
owner of the property.”

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

“In the alternative the assessor may require
such person, firm or corporation to submit a
return of such personal property and of the
taxable value thereof. There shall be annexed
... the declaration of such person or of the
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Period or Statutory

Date Reference Subject Law or Comment

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 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 on or before March 1 of the year in which the
property assessment provided by s. 70.10 is made. The
returns with the assessor, for good cause, may allow a
assessor 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.”

70.995(12)(a) Manufacturers “The Department ... on or before March 1.
70.995(12)(b) 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. However, the assessor is not
required to provide notice under this section
if land is classified as agricultural land, as
defined in s. 70.32 (2) (c) 1g., for the current
year and previous year and the difference
between the assessments is $500 or less. 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
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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. The notice shall also
include the following: Under Wisconsin law,
generally, the assessor may not change the
assessment of property based solely on the
recent arm's length sale of the property
without adjusting the assessed value of
comparable properties in the same market
area. For information on the assessment of
properties that have recently sold, visit the
Internet site of the Department of Revenue
at
https://www.revenue.wi.gov/Pages/ERETR/d
ata-home.aspx. 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 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
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Period or Statutory

Date Reference Subject Law or Comment
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 274 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
April and on- 70.45 Delivery of “When the assessment rolls have been
going assessment roll  completed in cities of the 1st class, they shall
to clerk for be delivered to the commissioner of
open assessments, in all other cities to the city
examination clerk, in villages to the village clerk and in

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

On or before
first Monday
of May

April and on
going

70.995(8)(c)
70.995(8)(d)

70.49(1)

Objection to
manufacturing
valuation must
be filed with
State Board of
Assessors (BOA)
with-in 60 days
of issuance of
assessment

Delivery of
assessment roll
to clerk

Clerk examines
roll and makes
necessary
corrections

Assessor signs
affidavit in
assessment roll
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submitted by the commissioner of
assessments or clerk of the municipality to
the board of review.”

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

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

“Upon receiving assessment roll the said
clerk shall carefully examine it. The clerk
shall 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. The clerk shall add to the roll any
parcel of real or personal property omitted by
the assessors and immediately notify them
thereof; and such assessors shall forthwith
view and value the same and certify such
valuation to said clerk, who shall enter it
upon the roll, and such valuation shall be
final. To enable such clerk to properly correct
defective descriptions the clerk may request
aid when necessary, from the county
surveyor, whose fees for the services
rendered shall be paid by the town, city or
village.”

“The assessors shall annex to the completed
assessment roll, before the meeting of the
board of review, their affidavits, to be made
and certified substantially in the following
form:

STATE OF WISCONSIN,
County, Ss. I,
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the assessor for the
of in said county, do
solemnly swear that the annexed assessment
roll contains, according to my best
information and belief, a complete list of all
real and personal property liable for
assessment for the present year and that the
valuations of real and personal property for
the present year in said district, have been
made with the best information available
using professionally accepted appraisal
practices. 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”

April 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
45-day place of meeting any time during the 45-day period beginning
period on the 4th Monday of April, but no sooner
beginning than 7 days after the last day on which the
the Fourth assessment roll is open for examination
Monday of under s. 70.45. In towns and villages the
April board shall meet at the town or village hall or
some place designated by the town or village
board. If there is no such hall, it shall meet at
the clerk’s office, or in towns at the place
where the last annual town meeting was
held. In cities the board shall meet at the
council chamber or some place designated by
the council and in cities of the first class in
some place designated by the commissioner of
assessments of such cities.”
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May

May

70.47(3)

70.47(3)(ag)

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

4-20

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 under 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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Date Reference )

70.53 Clerk prepares
aggregate
statement of
assessments

70.65 Clerk
transcribes
listings and
valuations into
tax rolls

After BOR 70.73(1m) 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 2nd 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
8.74.03. 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
related to the error and notify the DOR of the
correction under sec. 74.41, Wis. Stats.
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Second 73.03(5)
Monday of
June
Second 66.1105(6)(a)
Monday of
June
August 1 70.57(1b)
August 15 70.57(1)

Send reports to
DOR

Clerk &
Assessor
submits TID
Report

DOR publishes
preliminary
equalized value

Determination
of full values of
each county,
city, village, and
town of the
state by DOR
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Municipal Assessment Report * (if Report
can’t be finished by June, an estimated report
should be submitted.)

“The department of revenue may authorize
allocation of tax increments only if the city
clerk and assessor annually submit to the
department all required information on or
before the second Monday in June...”

"On or before August 1 of each year, the
department of revenue shall publish on its
Internet site for each county and taxation
district a preliminary determination of its
equalized value, tax incremental finance

district values as provided wunder s.
66.1105(5) (g) and (6), and net new

construction value as provided under ss.
66.0602 and 79.05...."

“The department of revenue before August 15
of each year shall complete the valuation of
the property of each county and taxation
districts of the state. From all the sources of
information accessible to it the department
shall determine and assess by class the value
of all property subject to general property
taxation in each county and taxation district.
It shall set down a list of all the counties and
taxation districts, and opposite to the name
of each county and taxation district, the
valuation determined by the department,
which shall be the full value according to its
best judgment. There shall also be prepared
a list of all the counties of the state, with
opposite the name of each county the
valuation determined, which shall be
certified by the secretary of revenue as the
assessment of the counties of the state made
by the department, and be delivered to the
department of administration.
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August 15 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 of property showing in detail the work of local assessors
meeting value in each in their several districts, the failure, if any, of
taxation district such assessors to comply with the law, the
relative assessed and full value of property in
each taxation district, and all information
and statistics that may be obtained. Such
report shall be filed with the county clerk at
least 15 days before the annual meeting of
the county board."
Annual 70.62(1) Determination “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
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(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 distri