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Dear Mayor Tomlinson: 

Management Partners is pleased to submit this report of our review of the Office of the Tax 
Assessor and of the Columbus Police Department.  This report summarizes our understanding 
of the organization and operations of the two departments and identifies opportunities for 
improvement along with attendant recommendations for action which will enable each 
department to operate more effectively and efficiently.   

We base these analyses on our interviews with department and other City personnel, operating 
data for each department, our knowledge of industry standards, and issues identified by staff.  
We have reviewed the analysis and recommendations with each department, and have 
modified the report as we considered appropriate to accommodate their comments.  

In preparing this report, we wish to acknowledge the work of both departments in supporting 
the research of our project team.  Both have been forthcoming in scheduling interviews, 
providing information, and responding to requests for data.  We are impressed with their 
professionalism and their desire to provide quality services to the residents of the Columbus 
Consolidated Government. 
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 Gerald E. Newfarmer 

President and CEO 
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Introduction 
The Columbus Consolidated Government retained Management Partners 
to conduct operational assessments of two departments, the Office of the 
Tax Assessor and the Police Department.  The purpose of these 
assessments is to identify means by which each department can improve 
their operational efficiency and effectiveness.  This project is the first in an 
anticipated series of reviews intended to improve the overall performance 
of the City.  Columbus plans to measure its performance against objective 
standards to be established once the operational reviews are complete. 

This report is a review of the operations of the two departments and the 
issues identified as a result.  Following the description of the issue, we 
provide recommendations to resolve the outstanding problem and, as 
appropriate, discuss the basis for the respective recommendation.  
Addressing and resolving these issues will result in departments that 
perform more effectively and efficiently, and often in cost savings and 
enhanced public service.   
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Tax Assessor’s Office 
In this section of the report, we review the organization and operations of 
the Office of the Tax Assessor.  At the outset of the project, the City asked 
Management Partners to address a critical question:  why was the Office 
of the Tax Assessor far behind in maintaining its assessment records, 
causing the City to lose tax revenue from the limited number of 
transactions that can be subject to reassessment?  This is an important 
issue, given the severe restriction on tax assessments under which the 
City must operate as a result of local legislation. 

Key Functions of the Tax Assessor’s Office 
The Tax Assessor’s Office is governed by the rules of the Georgia 
Department of Revenue. The purpose of the Office is to valuate 
residential, commercial, and personal property in the City and to compile 
an annual tax digest for the Department of Revenue to approve and 
adopt. Requirements of state law are that the Office should maintain tax 
valuations for all properties annually and conduct full re-valuations at 
least every three years.  The mission statement of the Tax Assessor’s 
Office is stated as follows:  

To compile an accurate, uniform, and timely Tax Digest 
which meets the requirements of the Georgia Department of 
Revenue and State Code. To maintain current property 
records to include ownership, sales information, and physical 
data. To perform our duties in a professional manner and 
provide customer service.”  

The Tax Assessor’s Office is required to adhere to the Georgia Code 
Section 48-5-299 which states that, “it shall be duty of the county board of 
tax assessors to investigate diligently and to inquire into the property 
owned in the county for the purpose of ascertaining what real and 
personal property is subject to taxation in the county and to require the 
proper return of the property for taxation.”   
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The governing authority appoints a five-member Board to oversee the 
Tax Assessor’s Office.  The Board appoints the Chief Appraiser, who is 
then responsible for the hiring and management of staff.  Each appraiser 
must hold State approved certifications for their respective duties.  Figure 
1 shows the current organization of the Tax Assessor’s Office. 

Figure 1. Columbus Board of Tax Assessors Organization Chart  
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The Chief Appraiser manages the day-to-day operations of the Office, 
which consists of the following operational functions: 

• Administration Division: This division consists of a manager and 
four full-time appraisal technicians. The administrative assistant 
also acts as an appraisal technician as needed. The role of the 
division is to serve mainly as office support.  Key functions 
include providing customer service, processing mail, processing 
time and absences for payroll, filing property records, entering 
data for residential property, processing taxable and non-taxable 
properties and returns, and performing other support service 
duties. The division also maintains current ownership of deeds, 
accepts appeals and maintains appeals database, maintains values 
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for the tax digest preparation, and audits new homestead 
applicant. 

• Residential Division: The Residential Division consists of a 
manager and six State-certified appraisers.  The role of this 
division is to manage and appraise/value residential property in 
the County. This division follows codes and regulations for 
residential property, as well as the Georgia Department of 
Revenue’s “Appraisal and Procedure Manual.” The Division’s 
duties include conducting field appraisals, conducting analytics 
and property valuations, processing annual returns, processing 
appeals, reviewing property sales and market information, and 
processing map splits. The Division uses OASIS appraisal 
software system.   

• Commercial Division: This division consists of a manager, three 
full-time and one part-time appraiser positions, and one 
temporary appraiser. The role of the Commercial Division is to 
appraise commercial properties, following the codes and 
regulations as applied to commercial property. Core duties 
include the appraising of commercial, condominium, and 
industrial parcels within the County; performing field reviews; 
maintaining parcel records, gathering and performing appraisals 
on commercial property income data, and conducting statistical 
analysis. The Commercial Division uses the OASIS appraisal 
software system. 

• Personal Property Division: This division consists of a manager 
and four full-time appraisers. At the time of this review, the 
manager has retired and one of the full-time appraisers has 
assumed the management position. In order to fill the resulting 
appraiser vacancy, the temporary appraiser from the Commercial 
Division will transfer to the Personal Property Division. This 
division’s role is to assess the County’s personal property, 
including aircraft, marine equipment, heavy equipment, and other 
personal property items. This division performs valuations on 
furniture and fixtures, machinery and equipment as was as all 
business inventory owned by the business. The Division also 
performs valuations on mobile homes. The Personal Property 
Division uses the WINGAP Appraisal system in conjunction with 
the OASIS system. 
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All four divisions have a part in the appeal process in 
representing their position and data before the board of 
equalization and court. 

The operation of the Office of the Tax Assessor is decentralized. 
Each division has its own policies and procedures for operating 
standards to meet codes and regulations as well as for preparing 
the division’s portion of the Tax Digest. The chief appraiser 
oversees each division and the operations to meet the 
requirements to develop and publish the tax digest. 

Principal Issues 
Our review identified several opportunities for improvement in the 
performance of the Office.  These are described below. 

1. Strategic Planning  

In 2007, the Office created a strategic plan for the period from 2008 to 
2014.  However, our interviews indicated that the members of the Tax 
Assessor’s board and some staff were not aware that a plan existed for 
the Office. Strategic planning has little value if the leadership and staff are 
not aware of, and guided by, the plan.  Organizational best practice 
instructs that an effective strategic plan improves operations when the 
plan is actively utilized by the organization and its employees.  A lack of 
awareness means that the Office is not using the plan to guide its 
operations or decision making.    

An effective strategic plan creates focus on work goals and establishes the 
basis for meaningful performance management.  Absent strategic goals, 
an organization has a tendency to lose its sense of direction and purpose.  
Work in that environment becomes rote. 

Recommendation 1. Create a new strategic plan, using a 
planning effort that fully involves the Board and staff. 

The Board of Tax Assessors, working with the Chief 
Appraiser, should lead a strategic planning effort that 
establishes a meaningful roadmap for the future.  The 
process should begin with the development of a strong 
statement of mission and values, followed by a complete 
assessment of organizational strengths, weaknesses, 
opportunities and threats (SWOT) relative to the mission 
and values.  From there, the process should move to 
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establishing measurable goals and objectives to achieve the 
mission.  The next step would be to develop an 
implementation action plan that assigns responsibility for 
completion of the goals and objectives, establishes 
timelines, creates performance measures by which to 
assess goal accomplishment, and allocates necessary 
financial, staff, and equipment resources. 

Every member of the Board and all staff should be 
involved in the process and have a commitment to its 
results. 

Once the plan is completed, the Board and Chief Appraiser 
should use the plan on a regular basis to evaluate 
organizational performance and adjust to meet new 
conditions as they arise. 

During the course of the review, all board members have 
received a copy of the current strategic plan. 

2. Technology Planning and Funding 

The Tax Assessor’s Office primarily relies on the OASIS, Version 7.0, 
appraisal software system, operating from a legacy mainframe.  The 
upgrades in the most recent five years include general maintenance and 
service agreement renewals. The Office does not have a separate budget 
for technology-related capital improvements; all technology expenditures 
are centralized within the City’s IT department’s budget. The IT 
department’s budget covers all City operations, and normally includes 
the cost of IT operations, prioritized projects, and funds to maintain 
maintenance agreements and licenses on behalf of user departments.  As 
a result, system upgrades for the Assessor’s Office depend on their 
placement within the overall City technology priorities. 

In 2008 the Internal Auditor recommended that an upgrade to the Tax 
Assessor’s Office’s software be made. This recommendation, however, 
has not been implemented. This places the Office at risk of missing 
opportunities to improve performance and operations through 
technological advances and newer business solutions. 

Software upgrades improve operations by providing opportunities for 
automation and more streamlined processes. The Tax Assessor’s Office 
has increased its workload and would benefit from a more effective and 
user friendly system. A new system can help automate more processes 

6 



Organizational Assessment 
Tax Assessor’s Office  Management Partners 
 
 

that are currently manually performed and potentially have attributes 
that can interface between other systems to reduce duplicative work.  

Recommendation 2. Create a multi-year technology plan 
with the Technology Department. 

The Office should work with the City’s Information 
Technology Department to create a technology plan that 
identifies both hardware and software needs and user 
training and establishes a three- to five-year strategy for 
acquisition and implementation.  The plan should 
document the capabilities of the current system and 
potential software and hardware needs to fill the gaps in 
operations. In addition, the plan should identify needs and 
processes for the other departments that use the software, 
such as the Tax Commissioner’s Office.  

The plan should quantify the total cost of ownership, 
including costs for implementation, training, retraining, 
and ongoing maintenance. An analysis of return on 
investment from technology should be formulated, along 
with recommendations for the amount of investment that 
should be allocated within the IT Department budget.  
This will enable the Tax Assessor and IT Department to 
work together to incrementally build a capital budget 
sufficient to finance future upgrades for the Office. The 
Office should present this plan to the Mayor and City 
Council so they are fully aware, and supportive, of the 
Office’s technology needs. 

During the course of the review, the tax assessor and tax 
commissioner’s office have started an initiative to advance 
their technology needs with the Technology Department. 
Funding will be critical to implementing necessary 
upgrades.  

Recommendation 3. Acquire a new property valuation 
management system. 

It is our understanding that the Tax Assessor has been 
exploring options for a new system for several years.  We 
recommend that the Office Technology Plan establish the 
groundwork for such a new system and that the City move 
forward expeditiously in the acquisition and 
implementation of such a system.  
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Technology replacements of this magnitude are successful 
only if they are well planned and executed.  This requires 
specialized skills and effective project management.  We 
recommend that the City acquire the services of a qualified 
technology firm to run a system design, acquisition, and 
implementation process.  This process would include the 
development of detailed needs requirements so that the 
City clearly establishes its operating requirements.  Then, 
the consultant would use the needs requirements to solicit 
vendor responses for City evaluation and selection.  The 
consultant would then manage the implementation 
process for the Office and City to assure that 
implementation is performed in a timely, effective, and 
cost managed approach. 

Appendix 1 contains an RFP issued by Hennepin County, Minnesota, for 
a new assessor system.  The principal features of this RFP are the details 
for how the system is intended to work. 

3. Operational Policies, Procedures, and Business Processes 

Each of the Tax Assessor’s four divisions operates independently, with 
little interaction with other divisions. The Administration Division 
performs data entry for the Residential Property Division but mainly acts 
as administrative support for the remaining divisions. Each division 
manager has the authority to establish policies and procedures for that 
division’s respective portion of the tax digest. Each division has a listing 
of daily, weekly, and other periodic duties but does not have established 
work processes. Each department has access to the OASIS system but 
uses property cards or a manual card system for data entry.  

According to the staff and management, there are duplicative efforts 
being performed by the staff and a new or upgraded technology software 
solution would help reduce the redundancies as well as improve 
performance. For instance, the use of the manual card system is 
redundant and adds more work. There are two cards associated with 
each property that are carefully cataloged in a file drawer. Staff has to 
maintain these cards and make sure they are filed correctly, kept up-to-
date, and entered correctly into the software system. As discussed earlier, 
the software system is outdated and there are multiple screens that 
require users to enter data. Once data are entered, staff has to check other 
screens to make sure they are updated with the new information. This 
requires more time. Additionally, plan drawings are duplicated because 
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the system does not interface with the CAD drawing system.  This 
requires the plans to be printed and redrawn to enter into the OASIS 
system’s format. An updated software system and process management 
review will better assist staff with the increased workload.  

The following are the work processes for each division of the Tax 
Assessor’s Office. 

• Administration Division. The Administration Division provides 
the front line customer service to the community. The staff 
answers phones, greets property owners, and performs intake 
transactions for the other divisions. The division manager 
determines how the division is managed and standards for 
operation. Processes are not formally established and monitored. 
The staff also supports the Residential Property Division for 
property data entry, using the following process: 
 
The Residential Property Division submits real estate data to the 
Administration Division for manual entry into the OASIS system 
and for manual instruction for the system to perform the 
valuation.  The Residential Division then presents the data to the 
Board for approval.  These data flow into the Tax Digest. The 
Administrative Division processes taxpayer notifications and 
sends them to the property owner.  
  

• Residential Division.  The manager determines how the division 
is to be managed and establishes standard operating procedures.  
The property valuations process is described below.  When 
valuations are likely to be affected by building improvements, the 
valuation process is as follows: 
 

o A permit is received from the Building Codes Office.  
o Two property record cards are pulled from the file and 

logged into the property book.  
o The record card is given to the field appraisers who go to 

the property to measure and take pictures.  
o When the appraisers return, the information is given to the 

appraiser technicians to input into the software system.  
o The system processes the costs of the improvements to 

help generate a valuation.  
o The valuation is then submitted to the Board for approval.  
o Once approved, the valuation is posted to the tax digest. 
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o When the tax digest is complete, it is submitted to the tax 
commissioner. 

o The tax commissioner then bills the property owner based 
upon the new valuation. 

 
• Commercial Division.  The Commercial Property Division is 

separately managed and the manager is responsible for the 
division’s standard operating procedures and processes. Unlike 
the Administration and Residential Divisions, the Commercial 
Division has not designed and documented its processes. It has 
not set standards for workload to be performed by staff to meet 
division deadlines. Daily, monthly, and annual activities are 
listed, but the process for meeting the Tax Digest deadlines is not 
defined as it is in the other divisions. No assistance is provided 
from Administration Division staff beyond basic clerical work. 

• Personal Property Division.  Because of its focus on personal 
property valuations, the division uses a different appraisal system 
called “WINGAP Appraisal” in conjunction with the OASIS 
system. The staff follows the WINGAP manual for data entry 
procedures.  

Similar to the other divisions, the manager is responsible for the 
division’s standard operations and processes. The staff in this 
division has daily and monthly duties with certain annual duties 
based upon the tax reporting system. The process for workload 
and data entry is not standardized within the division nor 
documented.  

Overall, it is our observation that the Office’s business processes do not 
sufficiently meet industry standards for effective performance.  The 
department’s weaknesses in process management result from: 

• A lack of unified or coordinated processes between divisions; 
• Duplication of efforts due to lack of established process and 

evaluation of redundant steps; 
• Absence of staff meetings to share ideas and talents and mutually 

support work activity; 
• Lack of cross training between the divisions to help assist with 

deadlines, obviously complicated by the lack of standard 
processes throughout the Office; 

• Absence of performance standards for staff; 
• Outdated and differing software systems; 
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• Lack of meetings with other departments such as the Tax 
Commissioner and Building Codes to share information and 
formulate appropriate processes; 

• Absence of department goals and performance measures to meet 
reevaluation guidelines and Tax Digest deadlines; 

• Lack of external support for upgrading software systems; and, 
• Lack of training on all systems including OASIS and WINGAP. 

As a result, the Office has many obstacles to meet the Tax Digest deadline 
of August 1. In turn, this impacts the tax commissioner’s office when 
issuing the billing for the collection of taxes which requires a 60 day 
notice. In addition, the Tax Assessor’s Office is at risk of not complying 
with re-evaluation or assessment schedules for its County properties.  

Recommendation 4. Develop standardized business 
processes across all divisions of the Office. 

An effective business process is one that is applicable to 
multiple work situations.  While the subject area for each 
division may be different, the core work steps for 
conducting assessments, entering and processing data, 
preparing appeal responses, and finalizing assessments is 
the same.  They should follow the same business 
processes. 

Further, those processes need to be documented in an 
Office policies and procedures manual to avoid any 
confusion or misunderstanding about how the work is to 
be performed.  Additionally, a common process manual 
will enable the department to align work resources—
subject of course, to certification requirements—to meet 
periods of high demand in one division or another. 

Recommendation 5. Establish a performance 
management system using objective performance 
measures that capture the business processes. 

The business of Tax Assessor’s Office is largely process-
driven.  Its work is cyclical and repetitive and should be 
time-constrained.  The nature of the work lends itself to 
management by performance standards and goals.  The 
Office should establish a series of performance goals 
relating to the timely processing of its various duties, 
capture performance data relating to work timeliness and 
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accuracy, and report regularly to the Board and 
management on its performance. 

Examples of meaningful performance would be 
establishing goals for the timely processing of re-
assessments, such as accomplishing 90% within the time 
limits established by policy or a definitive percentage of re-
assessments upheld on appeal. 

4. Human Resources Management  

The 2008 City Internal Audit report made a series of recommendations to 
improve the approach to staff salaries, create career ladders, and establish 
management succession planning.  It also presented concerns about 
sufficiency of staffing.  According to the management and staff of the Tax 
Assessor’s Office, the Office has not been able to address these 
recommendations due to barriers such as budget issues and increased 
work load.  

There are several dynamics to the human resources issues within the 
Office. 

• Competitive Compensation.  The last compensation evaluation 
for the City was conducted in 2006 by the University of Georgia.  
The study covered all City departments, including the Tax 
Assessor’s Office.  The City can benefit by conducting spot salary 
comparison analysis as warranted by the labor market.  In the case 
of the Tax Assessor’s Office, it is important to verify the 
competitive range for positions within the Office.  Because of state 
certification requirements, the market for certified appraisers is 
limited, and can be expected to be highly competitive. 

• Employee Certification and Retention.  A key element of a sound 
human resources environment is the development and retention 
of well-trained employees.  For Tax Assessor’s Office staff, State 
requirements for various levels of certification strongly influence 
career progression. To achieve appraisal certifications involves 
both coursework and an on-the-job requirement for testing and 
certification.  

According to management and staff, there is turnover at the 
appraiser level because of the perception that compensation is not 
competitive in the market. Most entry level appraisers will work 
toward certification and then seek positions within another 
organization offering higher pay. The Office does not have a 
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certification reimbursement policy that requires an employee to 
remain at their job for a minimum period of time before leaving. 

Recommendation 6. Provide greater monetary support 
for employees achieving certifications, combined with a 
non-separation provision. 

It is to the City’s advantage to have a body of appraisers 
who are as qualified as possible and who can provide 
flexibility in work assignments during periods of peak 
demand.  It is appropriate that the City provide financial 
support for those certifications.  It is equally appropriate to 
have an expectation that employees will use the enhanced 
certifications for the benefit of the City.  For that reason, 
any increase in City support should include a provision 
that establishes a continued work period and require the 
employee to reimburse the City for any training support 
should the employee leave the City within a given time 
period, usually two years. 

• Succession Planning.  All incumbents in management positions 
with the exception of the Administration Division manager are 
eligible for retirement. Training to prepare staff for management 
positions and cross-training among divisions is not in place.  Even 
if training and development were in place, the high seniority 
among senior staff blocks promotional opportunities; this forces 
upwardly mobile staff either to lose incentive or to move to other 
employers who can provide career mobility.  

Recommendation 7. Create a succession plan for key 
management positions. 

The board should create a succession plan that provides 
management training and opportunities to develop staff for each 
management position. The board may want to consider retirement 
incentives and other succession planning techniques to implement 
a successful implementation plan. 

5. Staff Augmentation 

As part of our analysis, we compared the staffing and workload of the 
Columbus Tax Assessor’s Office to that of Bibb, Henry, and Richmond 
Counties, all of similar size and complexity.  

13 



Organizational Assessment 
Tax Assessor’s Office  Management Partners 
 
 

Table 1 presents that comparison, using 2012 data averaged for the three 
peer agencies. 

Table 1. Comparison of Tax Assessor Staffing and Average Work Load  

Parcels 

Columbus Peer Average 

Staff Workload 
Per FTE 
Per Day Staff Workload 

Per FTE 
Per Day 

Residential 7.0 8,918 31.9 13.3 5,253 18.8 

Commercial  4.5 1,867 6.7 4.7 1,947 7.0 

Personal Property 5.0 2,281 8.1 3.7 2,681 9.6 

              

Permits             

Residential 7.0 544 1.9 13.3 162 0.9 

Commercial 4.5 129 0.5 4.7 113 1.5 

              

Field Reviews             

Residential 7.0 112 0.4 13.3 309 1.1 

Commercial 4.5 206 0.7 4.7 158 0.6 

Personal Property 5.0 20 0.1 3.0 n/a n/a 

              

Appeals             

Residential 7.0 88 0.3 13.3 157 0.7 

Commercial 4.5 65 0.2 4.7 106 0.5 

Personal Property 5.0 30 0.1 3.7 42 0.2 

              

Ownership Records 16.5 411 1.5 21.7 333 1.2 

 

In total, Columbus has less staff than the peer average with 16.5 FTEs as 
compared to 21.7 FTEs. Columbus has more residential parcels to manage 
than the peers.  The staffing gap occurs in the Residential Division, where 
Columbus has only about half the residential staff as the other 
jurisdictions despite a significantly larger workload.  As a result, 
Columbus averages 39.9 residential parcels per FTE compared to 18.8 per 
FTE for the peers.  For commercial parcels and personal property, 
Columbus and the peers are approximately the same. 

Permits and Appeals are driven by the demand from the residents and 
attributes to the workload of Tax Assessor staff. As with permits, 
Columbus has fewer staff and a greater work load than its peers for 
residential permits and approximately the same staff and workload for 

14 



Organizational Assessment 
Tax Assessor’s Office  Management Partners 
 
 

commercial permits.  However, its appeals workload was significantly 
lower than the peers.  

During 2012, Columbus conducted fewer residential field reviews than 
the peers. Per FTE, Columbus conducted 0.4 residential field reviews in 
comparison to the peer average of 1.1. In other words, the peers 
conducted twice as many residential field reviews per staff member.  The 
lower number of field reviews could be a function of the higher per parcel 
ratio; because of the larger number of parcels to be processed there is less 
available time for field reviews.  This is an area of opportunity for 
Columbus to improve its performance. 

This staffing analysis results in a number of important observations. 
• Columbus appears to be understaffed in its residential work unit, 

indicating the possible need for staff additions.  This is consistent 
with the 2008 Internal Audit review. 

• Staffing and workload for commercial and personal properties 
appear commensurate. 

• Columbus has fewer appeals than its peers.  This is important 
because the Tax Assessor’s Office has expressed concern that a 
large number of appeals is causing unusual work delay.  
However, the comparative data shows that appeals represent less 
of a workload issue in Columbus than in the other jurisdictions. 

At the time Management Partners initiated our project field work, the 
Board of Tax Assessors was beginning to discuss using a contractor to 
conduct the City’s upcoming triennial reassessment.  Using a contract 
firm will enable Columbus to catch up on its late assessment activity and 
set a new marker for future assessment management.  It will be important 
to have a new assessment management system in place in order to receive 
the new data generated by the contractor.  Once the new data are in place, 
the goal will be to maintain the system and not let it fall behind again. 

The potential to use a contractor for property value assessment elevates 
the need to discuss the future staffing needs of the Office.  Given the 
other issues regarding lack of sufficient staffing in some areas, lack of 
staff succession planning, and inefficient business processes, 
consideration should be given to retaining an assessment services firm to 
perform more assessments as an alternative to relying on City staff. 

Recommendation 8. Hire a vendor to conduct the 
upcoming reappraisal process. 

Given the problems that the Office has in maintaining 
current records, we are concerned that attempting to 
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maintain the current system while doing a City-wide 
reassessment will overwhelm the Office.  The selected 
contractor should provide the full range of reassessment 
services for all classifications of property and be 
responsible for all appeals. 

To assist with this, Appendix 2 contains a template 
prepared by the New York Department of Taxation and 
Finance that can be used in securing reassessment services. 

Recommendation 9. The City and board should evaluate 
the option to contract for tax assessment services. 

Management Partners’ team members are beginning to 
observe a trend in which more jurisdictions are using 
contract services to perform the on-going assessment 
functions or to augment existing staff.  The City and Board 
should evaluate the costs and benefits of contracting some 
or all of the regular assessment work to an outside third 
party. 

The advantage to an augmentation approach, in which a 
third party vendor augments the staff capacity, is that it is 
probably less costly than a full services contract and can 
use existing staff.  Its disadvantage comes in the additional 
work coordination that will be required to mix full-time 
city employees with contractor employees.  Appendix 3 
contains a sample RFP from Chatham County, North 
Carolina, for staff augmentation services. 

The advantage of a full contract for assessment services is 
that it eliminates the processing and staff expansion 
requirements that we discuss in this report.  This will 
require appropriate contract management to monitor and 
manage the assessment process.  Such a contract does not 
remove the constitutional responsibility of the Board of 
Tax Assessors to assure proper assessment, but it is simply 
another approach to accomplishing those duties.  
Appendix 4 contains a sample RFP from Cedarburg, 
Wisconsin, for a fully contracted service. 

Should the City wish to consider either option, the most 
appropriate approach would be to include the on-going 
services as an option to the reassessment RFP discussed in 
the preceding recommendation.  Once it has received 
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statements of interest from prospective vendors, assuming 
such a response, the City will be in a better position to 
evaluate the costs and benefits. 

6. Meetings to Coordinate Work 

The Tax Assessor’s Office has four divisions that operate independently, 
even though they are housed in the same area. According to staff and 
management, staff meetings are not held on a regular basis. Such 
meetings provide opportunities to identify and resolve issues, improve 
inter-divisional coordination, and develop a stronger sense of team.  Staff 
meetings can facilitate cross-training by offering a platform for sharing 
information and expertise.  

Meetings also are not occurring between the Tax Assessor’s Office and 
other departments who have inter-related duties.  Lack of meetings with 
staff of other departments can lead to communication barriers and 
misinterpretations of decisions or duties of the Tax Assessor’s Office. It 
can also lead to a breakdown in work processes. For example, the Tax 
Commissioner’s Office is required to bill taxpayers for their property 
taxes. If the Tax Digest is late, then the Tax Commissioner’s Office is late 
in its billing process. Regular meetings would help improve 
communication and coordination and enhance understanding of mutual 
roles and responsibilities between Office staff and the other departments, 
particularly in terms of how the operations relate to one another. 

Recommendation 10. Schedule and conduct regular 
meetings among the Office’s divisions and with all City 
departments whose work affects the Tax Assessor’s 
Office or who are affected by the work of the Office. 

Regular planned meetings are the best possible way for the 
Office and other City departments to coordinate work, 
schedules, and the exchange of information.  They also 
serve as the best vehicle to resolve operational issues that 
might arise in the coordination of services. 

Why Is The Office Of The Tax Assessor So Far Behind? 
In recent years, the office has not been well managed. A combination of 
issues reinforces each other and increases the magnitude of the problem.  
Among these are: 

• There is a lack of management skills and training in senior level 
positions. 
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• In at least the Residential Division, the Office appears 
understaffed; 

• The business processes are essentially manual, and are not well 
organized or coherent; 

• The Office’s information technology is outdated and appears to be 
ineffective; 

• The Office does not use mathematical modeling that enables 
faster, and usually more accurate, assessment results; 

• Senior staff appear to have little incentive to expedite work and 
junior staff are blocked in their professional careers, leading to 
internal dissatisfaction. 

The recommendations in this report are intended to address these issues.  
Of particular note is the recommended management training, option of 
using private contractors to augment staff, an improved information 
technology system, and standardized business processes. 

These recommendations represent a significant change in the way the 
Assessor’s Office conducts business.  As a result, we need to address the 
overall management capacity of the Office. 

Recommendation 11. Create a rigorous management 
training schedule for each manager, and require that it be 
completed in a planned timeframe. 

As currently constituted and operating, the Office is 
managing to maintain its service capacity.  It does not 
appear to have the capability to take on and manage any 
new initiatives.  Management staff that possess needed 
management skills is important to executing the 
recommendations of this report.   

A strategic management training plan should provide the 
skill sets needed to effectively manage the organization, 
monitor contract services, develop standard business 
processes, and foster improved staff capability.  This is not 
a one-time task; rather, it will be an on-going challenge to 
the Office, to be met with a new and on-going 
management capacity. The board could consider higher 
education opportunities, external management training, 
and other techniques to provide staff the opportunity to 
develop management skills when an open management 
position arises. Additional management training will also 
enable existing managers to develop and reinforce skills 
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that are necessary to operate an effective department. 
Lastly, the board should consider factors beyond years of 
service and technical knowledge when appointing 
management staff. The factors include the ability to 
manage operations and staff. 

Addressing these and the other issues identified in this report will allow 
the Tax Assessor’s Office to improve its performance.  With assistance 
from contractors to augment City staff and support from a deputy, there 
may be an opportunity to not both catch up on the backlog of 
assessments, and also to prevent backlogs in the future.  
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Police Department 
In this section, we review the organization, staffing, and operations of the 
Columbus Police Department. 

Organization of the Police Department 
The Columbus Police Department (CPD) has responsibility for primary 
law enforcement through Columbus and Muscogee County.  While there 
is some overlap with the Sheriff’s Office and Marshal, the CPD is the 
principal law enforcement agency for the Consolidated Government.  
Figure 2 shows the organization of the department. 

Figure 2. Columbus Police Department Organization Chart  

Mayor

Chief of Police

Executive 
Assistant

Assistant Chief of 
Police

(vacant)

Patrol Services Investigative 
Services Support Services Administrative 

Services

Professional 
Standards

  Planning & Research
  Internal Investigations
  Intelligence

  Patrol Shifts
  Tactical Operations

  Robbery-Assault/Homicide
  Burglary – Theft
  Fraud
  Crime Analysis
  Special Operations
  Identification
  Youth Services

  Records Section
  911 Center
  Records Manager
  Property & Evidence
  Desk Services

  Personnel
  Training
  Crime Prevention

Metro NarcoticsBudget

 

20 



Organizational Assessment 
Police Department  Management Partners 
 
 

• Chief’s Office. The Chief’s Office represents the command unit of 
the Police Department, providing overall management and 
direction of the department.  It consists of the Chief of Police, an 
executive lieutenant, the assistant chief of police (currently 
vacant), and support staff.  Core functions also include 
departmental budget management and liaison with the 
Metropolitan Narcotics Unit and the Assistant Chief of Police 
(currently vacant).   

• Professional Standards.  A professional standards division is 
traditionally responsible for conducting internal investigations 
and administering the departmental code of conduct.  The CPD 
Professional Standards Division performs these as well as two 
other important roles.  One is the maintenance of the department’s 
professional certification administered and awarded by the 
Commission on the Accreditation of Law Enforcement Agencies 
(CALEA).  The department has maintained its CALEA 
accreditation for many years and is preparing for recertification in 
August.  The other function of the Professional Standards Division 
is to conduct ongoing research into crime activity.  This function is 
performed largely by a sergeant and a lieutenant, both on a part-
time basis. 

Direct placement of this unit under the Police Chief is a common 
organizational approach and, given the sensitivity of many of the 
issues with which Professional Standards deals, is appropriately 
placed in the CPD. 

• Patrol Division.  Patrol is the core of any police department and is 
a department’s most visible function.  This division is responsible 
for daily patrol activities to protect and serve the community.  The 
internal structure of the Patrol Division represents the shift-based 
command structure of the department.  In this case, there are three 
shifts, each supervised by a captain, with lieutenants responsible 
for each of the three patrol sectors.   

Other activities of the Patrol Division include the Traffic 
Enforcement Unit, bicycle patrols, supervision of school crossing 
guards, and school resource officers (sworn personnel on 
overtime assignment on school campuses).  In the past, the 
division had a tactical unit, but the department has transferred 
that unit to Investigations. 
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• Investigations Division.  Investigations is responsible for the on-
going investigation of criminal activity.  Three of the division’s 
seven work units conduct investigations.  These include the 
Robbery-Assault/Homicide unit, the Burglary-Theft Unit, and the 
Fraud Unit.  Other functions of the division include crime 
analysis, special operations, identification services, and youth 
services.  As noted, the tactical operations unit has recently been 
transferred to Investigations, principally for participation in 
special operations. 

• Support Services Division.  This division provides services 
necessary to support the public safety operations of the 
department.  Chief among these are the operation of the 911 
Communications Center for both police and fire services, records 
management, property and evidence management, fleet 
Management, and desk services for the public.  The 
Communications Center relies on a computer aided dispatch 
(CAD) system provided by Motorola.  Currently, the department 
does not have an automated records management system, but has 
received authorization for the acquisition of such a system.  While 
the department estimates about an 18-month installation period, 
realistic experience indicates that implementation will likely take 
considerably longer if the department does not use a professional 
implementation assistance firm.  Fleet management primarily 
involves coordination of the department’s fleet activity since 
actual fleet maintenance is performed by the City’s Public Works 
Department. 

The organizational model of the CPD is common among urban police 
forces.  A frequently observed variation of the model is to combine the 
separate Support and Administrative units into a single work unit.  It is 
also common to see a separate crime analysis unit that combines the 
responsibilities of the intelligence analysis activities of Columbus’ 
Professional Standards Division with the crime analysis operations of the 
Investigations Division. 

Staffing and Work Activity 
The current authorized staff of the CPD is 595 personnel.  Of this total, 
488 are sworn positions and 107 are civilian.  The civilian staff fall into 
two categories, either communications or administrative support.  The 
Communications Center consists of 83 civilian personnel and the 
remaining civilian positions are principally clerical staff assigned 
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throughout the department or are vacant.  Unlike most urban police 
departments, the CPD does not use civilian personnel in lieu of sworn 
personnel for certain administrative functions such as communications 
center management. 

Table 2 shows the department’s current authorized strength by work unit. 

Table 2. Columbus Police Department Current Authorized Strength by Work Unit 

Work Unit Sworn Civilian Total 

Patrol Division 280 2 282 

Investigative Services 82 4 86 

Special Operations 22 1 23 

Support 24 83 107 

Administrative Services 34 6 40 

Chief’s Office 5 5 10 

Deputy Chief 0 1 1 

Metro Narcotics 3 0 3 

Professional Standards 6 1 7 

Various Leave Requirements 8 1 9 

Vacant 23 5 28 

TOTAL 487 109 596 

 

We noted that the staffing table, developed from a staffing roster 
provided by the department, does not reconcile with the number of 
authorized staff reflected in the City’s budget.  Part of this reconciliation 
is that staffing data we received from the department shows vacancies 
and leaves separately from the divisions in which those vacancies and 
leaves occur. 

In February 2009, the Columbus City Council authorized the hiring of 100 
sworn personnel, which increased the department’s sworn complement 
from 388 to 488 persons.  Table 3 reflects that change. 
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Table 3. Changes in Sworn Staffing from 2007 to 2009 

Rank 2007  2009  Change 

Chief 1 1 0 

Assistant Chief 1 1 0 

Major 5 5 0 

Captain 7 7 0 

Lieutenant 19 19 0 

Command Sergeant 3 3 0 

Sergeant 59 71 12 

Corporal 103 117 14 

Patrol Officer 190 264 74 

TOTAL 388 488 100 

 

The authorized strength of the department has remained constant since 
the 2009 staffing increase. 

Table 4 presents a CPD activity trends for the period between 2000 and 
2012.  
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Table 4. Police Work Activity 2000 through 2012 

Activities 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Calls for Service 151,724 146,803 151,671 152,440 153,243 149,248 138,871 146,253 155,428 164,801 166,828 168,892 175,367
Total Reports 59,627 58,525 56,289 58,932 59,500 60,541 55,829 58,670 69,132 63,558 81,409 63,084 62,149
Accidents 11,545 11,630 11,831 12,091 12,553 12,202 11,526 12,318 11,199 11,911 11,711 11,190 11,539

UCR Part 1 Crimes 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Total Reported 11,934 11,891 12,416 13,807 13,443 14,116 14,992 15,169 15,795 15,817 14,426 13,345 12,539
Cleared 2,197 2,310 2,344 2,452 2,378 2,279 1,921 1,463 1,801 1,579 1,555 1,827 1,789
Clearance Rate 18.4% 19.4% 18.9% 17.8% 17.7% 16.1% 12.8% 9.6% 11.4% 10.0% 10.8% 13.7% 14.3%

Specific Offenses 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Homicide 18 9 18 18 25 22 16 24 30 13 15 17 17
Rape 23 18 24 21 30 22 16 56 70 44 37 34 30
Robbery 449 431 377 353 395 450 560 626 589 575 477 418 423
Aggravated Assault 588 441 432 469 454 498 568 678 538 511 476 464 528
Burglary 1,782 1,784 1,941 2,201 2,997 2,669 2,769 2,634 3,270 3,798 3,452 3,339 2,712
Larceny 8,011 8,337 8,595 9,522 8,740 8,763 9,204 9,357 9,642 9,351 8,959 8,018 7,982
Auto Theft 1,062 865 1,022 1,218 1,484 1,683 1,856 1,791 1,612 1,520 1,007 1,049 847
Total Part 1 11,933 11,885 12,409 13,802 14,125 14,107 14,989 15,166 15,751 15,812 14,423 13,339 12,539

Family Violence 789 975 1,227 2,196 2,487 2,549 1,818 1,744 2,097 2,704 2,815 2,989 3,231

Investigator Workload 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Cases Assigned 7,146 7,856 7,718 8,453 7,840 9,149 8,936 10,600 13,938 11,896 11,927 11,450 9,371
Cases Cleared 4,192 4,756 4,217 4,338 3,596 4,617 4,653 5,743 8,630 6,722 6,387 6,472 5,474
Clearance Rate 58.7% 60.5% 54.6% 51.3% 45.9% 50.5% 52.1% 54.2% 61.9% 56.5% 53.6% 56.5% 58.4%

Traffic Enforcement 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Total Citations 36,463 40,324 33,048 37,379 30,172 22,347 26,370 33,185 33,525 43,251 48,455 54,276 54,126
DUI Arrests 1,002 893 774 620 560 520 817 691 796 1,002 968 717 981
Private Property Rpts 3,350 3,391 3,375 3,748 3,845 3,744 3,593 3,837 3,702 3,676 3,821 3,808 3,863

Recorder's Court 2000 2001 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012
Cases on Docket 62,816 66,126 63,895 60,086 54,286 48,560 45,822 51,690 52,284 64,272 66,726 71,339 76,629
Cases Dismissed 3,796 N/A 3,768 3,682 3,738 3,969 3,305 2,513 2,391 3,249 4,048 4,404 4,965
Percent Dismissed 6.0% N/A 5.9% 6.1% 6.9% 8.2% 7.2% 4.9% 4.6% 5.1% 6.1% 6.2% 6.5%

Source:  Columbus Police Department 

While the trends shown in Table 4 are generally consistent with policing 
trends throughout the country, some are of note. 

• Calls for service have increased steadily over the 12-year period. 
However, total report activity spiked from 2007 to 2010 and has 
since dropped down to only about five percent more per year in 
2012 than experienced in 2000.  The spike in reports is consistent 
with the rapid enlargement of the force during that same time 
period. 

• The number of Uniform Crime Reports (UCR) Part 1 crimes is also 
only about five percent higher in 2012 than it was in 2000.  
However, a spike in Part I crimes began in 2006, reaching a peak 
in 2007, that has declined since then. 

• The Investigator case load is approximately 28% higher in 2012 
than it was in 2000.  Similar to the other trends, there was a spike 
in workload beginning in 2005 that increased annually until 2010, 
slightly decreased in 2011 and decreased even further in 2012.  
Between 2003 and 2006 case clearance rates dropped and are now 
about the same as they were in 2000. 
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• The department reports a 2012 clearance rate of 14.3% for Part 1 
crimes and 58.4% for cases assigned.  The Part 1 clearance rate is 
within the normal range for urban departments, but the overall 
clearance rate is higher.  There are several factors that influence 
this.  First, the department does not assign larcenies for 
investigation. Larceny consistently represents 60% to 70% of all 
Part 1 crimes reported in Columbus.  Second, the department was 
unable to provide data regarding how cases came to be cleared, so 
it is not possible to determine whether they were cleared by arrest 
or by administrative closure.  The most appropriate practice is to 
report clearance by police action, not by administrative decision. 

• Traffic citations dropped between 2002 and 2008, but have 
increased dramatically since then, by approximately 67%. 

Significant Recognition of the Department 
The CPD has earned the recognition of the Commission on the 
Accreditation of Law Enforcement Agencies (CALEA).  This is a difficult 
accreditation to receive and to maintain.  Of particular note, in 2011 
CALEA selected the department as a Flagship Agency, which “represents 
an extraordinary example of excellence in public safety and . . . is 
recognized as a potential resource for future and current CALEA clients.” 

The department is currently preparing for its next CALEA review.  We 
reviewed the established policies and procedures and find they are 
continuing to be consistent with CALEA’s requirements. 

Opportunities for Improvement 
While the CPD appears to be a generally well-run agency, our analysis 
indicated a number of opportunities for improvement that could enhance 
its ability to perform at a more effective and efficient level.  In this section 
we present these opportunities and the reasons we have identified them. 

1. Patrol Deployment 

Consistently, the best determinant of a department’s staffing needs is its 
patrol deployment policies.  Deployment represents the commitment of 
the largest percentage of the sworn force, is the most publicly visible 
element of a department, and is considered to have the greatest deterrent 
effect.  Efficient deployment, however, is not simply based on the number 
of officers in a department.  Rather, it is having the right number of 
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officers assigned to the right areas of the City, at the right times, and 
available to respond to calls for service. 

Management Partners conducted an analysis of the department’s patrol 
deployment using a well-established model.  This model considers the 
number of calls for service received, the number of patrol officers 
dispatched to each call, and the amount of time each officer spent on each 
call.  It also considers the time of day and the City’s three principal patrol 
zones. 

Application of this model to the Columbus Police Department leads to 
two conclusions: 

• The department’s current model is staffed sufficiently to meet the 
calls for service it receives with existing resources.  However, any 
significant increase in calls for service could not be met with 
existing resources under the current deployment model. 

• A revised deployment model would enable the department to 
meet current demand while freeing as many 11 to 28 positions for 
other assignment within the department. 

Our analytical model begins with an assessment of current demand.  
Until the initiation of this study the department did not have any data 
reporting capacity sufficient to determine actual calls for service and 
response loads.  Consequently, the City had to pay Motorola to generate a 
report that provided this information.  The subsequent report listed each 
call for service; each patrol unit assigned; the day, date, and time each 
unit was dispatched and each unit subsequently cleared the call, and the 
nature of the call.  The report covered the full calendar year of 2012 by 
hourly time blocks.  The report also reported fire calls and provided some 
calls that did not have complete information, which were removed from 
the analysis.  There were about 50,000 Fire Department calls and 
approximately 3,000 (about 1% of the total) other calls that had 
incomplete information.  Through conversion procedures, we were able 
to calculate the actual average of patrol hours responding to calls for each 
day of the week by the 24 hour time blocks.  We did this calculation for 
each of the three patrol zones.  Table 5 represents the citywide total. 
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Table 5. Average Hours of Time in Service for 2012 

AVERAGE HOURS OF TIME IN SERVICE: TOTAL 

Hour Block Mon Tue Wed Thr Fri Sat Sun 
0000 12.2 13.3 13.2 13.5 14.9 17.9 19.2 
0100 9.4 9.9 9.8 10.2 11.7 16.0 15.9 
0200 7.9 8.9 7.3 8.2 9.4 14.4 14.6 
0300 6.5 7.3 5.6 7.1 8.5 13.9 14.8 
0400 5.0 5.3 4.7 5.5 6.5 11.7 11.7 
0500 4.0 4.3 4.0 5.1 4.9 7.7 8.3 
0600 5.5 5.2 4.8 5.7 5.3 6.9 6.0 
0700 7.4 7.8 7.9 8.0 8.8 7.8 5.7 
0800 11.9 12.0 12.2 12.0 12.4 10.3 7.4 
0900 13.6 13.5 13.5 13.6 14.3 12.8 9.4 
1000 16.6 16.4 15.6 17.0 16.1 15.5 12.0 
1100 19.5 19.3 17.6 19.6 18.9 18.2 13.3 
1200 21.6 20.9 20.0 21.3 20.4 19.9 15.5 
1300 23.0 22.5 21.8 22.3 22.8 20.7 17.2 
1400 23.8 22.9 23.4 24.2 23.3 21.5 19.0 
1500 24.8 23.5 24.3 25.2 25.6 22.2 22.1 
1600 22.7 22.7 23.1 24.4 24.1 19.2 18.2 
1700 24.1 24.6 24.5 25.3 24.4 18.7 17.5 
1800 23.8 23.8 24.0 24.1 23.5 18.9 18.1 
1900 22.2 22.8 21.5 21.3 22.6 18.0 17.7 
2000 20.0 21.3 21.1 20.3 21.9 18.3 17.7 
2100 19.7 19.6 20.6 20.0 21.8 20.3 17.6 
2200 18.1 19.5 19.2 19.1 21.4 22.1 17.7 
2300 18.9 19.4 19.2 19.8 22.3 23.2 17.1 

 

To understand this table, take as an example the time block beginning at 
midnight (0000 hours) on Monday.  The value shown is 12.2 hours.  This 
means that, on average, from midnight to 1:00 am on Mondays, the 
Columbus Police Department had 12.2 officers engaged in responding to 
active calls for service.  The lowest time block for work demand is the 
hour from 5:00 to 6:00 in the morning for all days except Sunday.  Work 
demand during this time blocked ranged from an average of 4 officers on 
Monday to 7.7 officers on Saturday. 
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The highest demand period was 3:00 to 4:00 in the afternoon for Monday 
through Friday and Sunday, ranging from 22.1 to 25.6 officers.  

We should note that this is an unusual pattern.  Most often when we 
analyze this data for clients, we see the greater demand periods occurring 
between 7:00 and 9:00 in the evening, and 11:00 pm to 2:00 am at night. 

The second step in the analysis is to determine how many officers the 
City needs to have on duty to meet that work demand.  In evaluating an 
officer’s workload, there are three categories of work to consider:  time in 
service, time available for service, and administrative or other duty time.  
Increasingly, cities using this model simply consider time in service, since 
this is the principal predictor of staff needs.  Cities will usually apply a 
standard of between 33% and 65% for time in service.  This means that 
between 33% and 65% of an officer’s time will be spent responding to a 
call.  Ideal practices generally call for an officer to be on call one-third of 
the time, on administrative duties one-third of the time, and available for 
call one-third of the time.  This standard is a policy choice of each 
individual city, based on considerations of perceived criminal activity, 
levels of public perceptions about safety, variances in patterns of calls for 
service, operational policies for officer backup and safety, and available 
financial resources. 

For the purposes of this analysis, we are assuming that 33% of an officer’s 
time should be spent on calls for service.  This means that for every hour 
that an officer is on a call, there need to be three officers on duty.  For 
example, according to Table 5, the highest single time block for calls for 
service is 25.6 hours in service from 3:00 to 4:00 pm on Fridays.  In order 
to achieve a 33% time in service standard, the City needs to have 75.9 
officers on duty on average during that time period. 

Table 6 presents the number of officers needed on duty by hour block. 

Table 6. Officers Needed on Duty to Meet Time in Service Demand 

OFFICERS NEEDED ON DUTY: TOTAL 

Hour Block Mon Tue Wed Thr Fri Sat Sun 

0000 36.6 39.9 39.6 40.5 44.7 53.8 57.7 

0100 28.2 29.7 29.4 30.6 35.1 48.0 47.7 

0200 23.7 26.7 21.9 24.6 28.2 43.2 43.8 

0300 19.5 21.9 16.8 21.3 25.5 41.7 44.4 

0400 15.0 15.9 14.1 16.5 19.5 35.1 35.1 

0500 12.0 12.9 12.0 15.3 14.7 23.1 24.9 
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OFFICERS NEEDED ON DUTY: TOTAL 

Hour Block Mon Tue Wed Thr Fri Sat Sun 

0600 16.5 15.6 14.4 17.1 15.9 20.7 18.0 

0700 22.2 23.4 23.7 24.0 26.4 23.4 17.1 

0800 35.7 36.0 36.6 36.0 37.2 30.9 22.2 

0900 40.8 40.5 40.5 40.8 42.9 38.4 28.2 

1000 49.8 49.2 46.8 51.1 48.3 46.5 36.0 

1100 58.6 58.0 52.9 58.9 56.8 54.7 39.9 

1200 64.9 62.8 60.1 64.0 61.3 59.8 46.5 

1300 69.1 67.6 65.5 67.0 68.5 62.2 51.7 

1400 71.5 68.8 70.3 72.7 70.0 64.6 57.1 

1500 74.5 70.6 73.0 75.7 76.9 66.7 66.4 

1600 68.2 68.2 69.4 73.3 72.4 57.7 54.7 

1700 72.4 73.9 73.6 76.0 73.3 56.2 52.6 

1800 71.5 71.5 72.1 72.4 70.6 56.8 54.4 

1900 66.7 68.5 64.6 64.0 67.9 54.1 53.2 

2000 60.1 64.0 63.4 61.0 65.8 55.0 53.2 

2100 59.2 58.9 61.9 60.1 65.5 61.0 52.9 

2200 54.4 58.6 57.7 57.4 64.3 66.4 53.2 

2300 56.8 58.3 57.7 59.5 67.0 69.7 51.4 

 

The final component of analysis is to determine how many officers the 
City needs to have on payroll in order to have the number needed at 
different times of day.  This is because an employee is paid for more 
hours than he or she actually works.  For example, an officer might be 
paid a salary based on working 2,080 hours per year.  However, that time 
includes vacation, sick leave, other personal leave, training time, and 
other assigned duties.  In most cities, a full time employee is actually at 
work approximately 70% to 80% of the time.  Because we were unable to 
obtain actual leave data for the CPD, we applied a common average of 
75%.  To determine the number of officers on payroll to have 36.6 officers 
on duty between midnight and 1:00 a.m., for example, the number of 
officers required (36.6) is divided by .75, resulting in a value of 48.8.  This 
means that the department has to have 48.8 officers on payroll in order to 
field 36.6 persons during the midnight to 1:00 a.m. time block. 

The department currently uses three equally staffed shifts for each of the 
three patrol sectors.  This means that each shift has nearly the same 
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number of officers assigned to the detail and nearly the same number are 
actually on duty at any time.  There is some slight variation based on shift 
starts, but it is minor. 

Applying the current shift model to the time needs calculated in the 
preceding tables, we determined that the current model achieves a time-
in-service standard of 31.9%, within the deployment standard of 33%.  To 
achieve this standard, some of the time blocks will be below the standard 
and others will be above.  The goal is to assign personnel as close to the 
demand periods as possible.  Table 7 presents the average time in service 
by day of week and time block, using the current force as staffed.  

Table 7. Columbus Police Department:  Assessment of Time in Service Load for Current Deployment 

EST TIME IN SERVICE PCT BASED ON TRIAL STAFFING: TOTAL 

Green = 25-40%    Yellow = Less than 25%   Red = More than 40% 

HOUR MON TUE WED THU FRI SAT SUN 

0000 25.4% 27.7% 27.5% 28.1% 31.0% 37.3% 40.0% 

0100 19.6% 20.6% 20.4% 21.3% 24.4% 33.3% 33.1% 

0200 16.5% 18.5% 15.2% 17.1% 19.6% 30.0% 30.4% 

0300 13.5% 15.2% 11.7% 14.8% 17.7% 29.0% 30.8% 

0400 10.4% 11.0% 9.8% 11.5% 13.5% 24.4% 24.4% 

0500 8.3% 9.0% 8.3% 10.6% 10.2% 16.0% 17.3% 

0600 11.5% 10.8% 10.0% 11.9% 11.0% 14.4% 12.5% 

0700 14.5% 15.3% 15.5% 15.7% 17.3% 15.3% 11.2% 

0800 23.3% 23.5% 23.9% 23.5% 24.3% 20.2% 14.5% 

0900 26.7% 26.5% 26.5% 26.7% 28.0% 25.1% 18.4% 

1000 32.5% 32.2% 30.6% 33.3% 31.6% 30.4% 23.5% 

1100 38.2% 37.8% 34.5% 38.4% 37.1% 35.7% 26.1% 

1200 42.4% 41.0% 39.2% 41.8% 40.0% 39.0% 30.4% 

1300 45.1% 44.1% 42.7% 43.7% 44.7% 40.6% 33.7% 

1400 46.7% 44.9% 45.9% 47.5% 45.7% 42.2% 37.3% 

1500 48.6% 46.1% 47.6% 49.4% 50.2% 43.5% 43.3% 

1600 44.5% 44.5% 45.3% 47.8% 47.3% 37.6% 35.7% 

1700 47.3% 48.2% 48.0% 49.6% 47.8% 36.7% 34.3% 

1800 46.7% 46.7% 47.1% 47.3% 46.1% 37.1% 35.5% 

1900 43.5% 44.7% 42.2% 41.8% 44.3% 35.3% 34.7% 

2000 39.2% 41.8% 41.4% 39.8% 42.9% 35.9% 34.7% 

2100 38.6% 38.4% 40.4% 39.2% 42.7% 39.8% 34.5% 

2200 35.5% 38.2% 37.6% 37.5% 42.0% 43.3% 34.7% 

2300 39.4% 40.4% 40.0% 41.3% 46.5% 48.3% 35.6% 
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The current deployment model uses a total force of 197 patrol officers and 
corporals, with 148 of those personnel on duty at some point during the 
day.  If we were to use the fully authorized strength, the average time in 
service is 29.7%, and the time block distribution is approximately the 
same. 

When using eight-hour time blocks, it is not possible to be precisely at 
33%, given hourly variations.  Thus, we considered any hourly range 
between 25% and 40% (i.e., seven to eight percentage points above or 
below the average) to be acceptable.  In Table 7, the yellow time blocks 
are those below the 25% rate and the green blocks are within the 25% to 
40% standard.  Below 25% means overstaffing; red blocks are those above 
40%, indicating understaffing relative to the 33% standard.  The 
distribution of time blocks is reasonable. 

We should note, too, that none of the time blocks that are above the 
desirable time in service distribution are beyond acceptable industry 
standards.  The peak demand is 50.2% for a single time block, where 
many communities are satisfied with an average overall demand load of 
as much as 50%. 

Nonetheless, we are concerned about the pattern of distribution, showing 
that there are distinct time blocks of over- or understaffing relative to the 
goal.  This is caused by a staffing model that uses an equal distribution of 
personnel, regardless of the workload.  The question is whether there are 
staffing alternatives that would better match resources to demand. 

By experimenting with alternative staffing models, we identified several 
that require fewer personnel but would allow the CPD to stay within the 
33% range.  The most time-effective of these appears to be a four-shift 
model, with varying shift sizes.  That particular model achieves a 
standard of 188 officers and corporals on payroll and 141 on duty during 
any given day.  It results in a 33.86% average utilization.  More 
importantly, it reduces the number of time blocks both below and above 
desired average, thus accomplishing a better alignment of resources to 
demand. 

Because we had to make several assumptions in this analysis, further 
analysis will be necessary to confirm these data.  Additionally, the current 
patterns of duty assignment need to be considered.  But, our analysis 
shows that the department has alternative shift alignments available that 
could reduce the current on-payroll staffing by as many as 11 positions 
and the authorized payroll by as many as 28 positions while maintaining 
appropriate response standards.   
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Throughout this report, we make various recommendations that would 
require additional resources.  It would be expected that the department 
could use these 11 to 28 positions to accomplish our other 
recommendations. 

Recommendation 12. Develop a new deployment model, 
based on four shifts, with differing shift sizes. 

The analysis we conducted was a preliminary study, given, known or 
reasonably assumed conditions.  It did not factor in the possibility of 
aligning staffing to minimize overtime for such activities as training and 
court time, the current methodology for assigning personnel for on-duty 
assignment, and actual time paid but not worked.  As a result, our 
staffing suggestion should be used as a guide for a more detailed 
analysis.  Once completed, the department should implement the final 
model and then reassign resources to other duties within the department 
as described further in this report. 

2. Civilianization 

Many police department are seeking to increase the use of civilian 
personnel in lieu of sworn police officers.  Because the training required 
for a sworn police officer, who exercises the police power of the 
jurisdiction often involving life and death situations, is appropriately the 
most expensive and intensive training required of any municipal position 
with similar qualifying requirements, civilians typically have lower 
compensation rates.  Increasingly, we see civilians in such roles as desk 
reception, crime scene technicians, evidence managers, personnel 
management, training, crime analysis, fleet management, and cold-call 
takers.   

The CPD has a formal policy encouraging civilianization and we believe 
that the department should vigorously pursue that policy.  The CPD is 
using costly sworn personnel when it could substitute civilians, who can 
be just as effective at a significantly reduced cost.  The experience of 
many other communities is that a civilian position is frequently fifteen to 
twenty percent less costly than using a sworn officer for the same 
function. 

Recommendation 13. Replace sworn officers with 
civilians where possible. 

At a minimum, the department should replace sworn 
personnel in its desk reception personnel, records 
management, property and evidence management, 
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personnel, training, fleet management, and identification 
bureau with properly trained civilian personnel.  In doing 
so, we would anticipate that the sworn personnel would 
continue to provide management oversight.  We would 
also anticipate that the department may wish to continue 
reserving some positions for light-duty assignment.  We 
expect between 15 and 20 positions could be civilianized, 
saving the equivalent of three to four sworn officers.  

To determine a specific program to implement this 
opportunity, the City would assess the current relevant 
labor market as the availability and cost of such alternative 
staffing. If our estimates are validated, the department will 
improve its capacity in the affected functions even as it has 
increased resources to redeploy to sworn officer duties.   

In addition, throughout this report, we will be 
recommending additional staffing for crime analysis 
functions.  These positions, too, should be civilian. 

3. Zone Realignment 

The CPD has previously considered utilizing a “precinct” deployment in 
which captains would be reassigned to head each of the three patrol 
sectors. These precinct captains would be responsible for the full-time 
operation of their respective zones.  A precinct plan would require an 
addition of three lieutenants to be promoted to replace the captains who 
were transferred to patrol.  

This type of decentralization of command and control is a proven method 
for improving service delivery to the community, Officers tend to stay in 
an area longer, which means they get to know the community and people 
better and the community gets to know the officers better.  This method 
has been extremely successful around the country and could benefit the 
Columbus Police Department. 

Recommendation 14. Adopt and implement a three-
precinct model for deployment. 

The geography of the city and the distribution of calls for 
service activity strongly support a precinct model.  There 
are a number of advantages to this model.  First, it moves 
operational command and control closer to work activity.  
Second, it affords assigned personnel the ability to get to 
know a smaller area of the City better.  Third, it creates a 

34 



Organizational Assessment 
Police Department  Management Partners 
 
 

greater community presence.  Finally, the precinct model 
provides better support for an expanded community 
policing model, described later in this report. 

Our review of the 2012 calls for service demand shows that 
the department has accurately divided the City into three 
primary zones, with a fairly equal distribution of work.  
These three divisions easily serve as the basis for a precinct 
alignment.  However, before finalizing the alignment, the 
department may wish to work with the City’s planning 
staff to review the three zones for consistency with 
recognized community neighborhoods. 

This recommendation will require the creation of three 
new command positions at the rank of lieutenant.  
However, our experience with other precinct systems 
indicates that the cost will be more than offset by the more 
efficient, localized command and control environment and 
public perception regarding community policing. 

4. Take-home Vehicle Policy 

The value of assigning officers a patrol car that they take home versus 
picking it up from the fleet upon arrival to work has been debated for 
decades.  Management Partners’ team members have worked with the 
traditional shared fleet model as well as the take-home model.  In our 
experience, both models have worked and both have failed.  The primary 
determinant of success or failure is the purpose for the take-home vehicle 
policy and how long the policy has been in place.   

The basic argument in favor of having officers take cars home is that, over 
time, the costs for replacement and maintenance decrease substantially.  
The validity of that argument depends upon the quality of the preventive 
maintenance performed on the vehicle so as to keep long-term operating 
costs as low as possible. 

In a shared fleet arrangement, the average age of a vehicle before disposal 
is about three years.  At this point, both the vehicle’s average depreciation 
per mile and average operating cost are at their lowest point.  Disposal of 
a police vehicle after three-years yields the greatest life-cycle value of the 
car.  It still has substantial resale value and has not begun to rapidly 
increase in operating costs per mile.  This has a direct bearing on the 
resale value for the city.  
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Take-home patrol cars last an average of seven years. At that point, they 
have approximately the same mileage as a fleet vehicle after three years.  
Depreciated value, however, tends to be less because of the greater age of 
the take-home vehicle.  Operating costs per mile are at, or slightly above, 
operating costs for a three-year old fleet vehicle. 

Ultimately, the value of a take-home program depends on its purpose.  If 
the purpose is cost savings, most but certainly not all cost analyses show 
that a fleet system is generally more cost effective.  This is because a 
vehicle is used around the clock by different officers, instead of being idle 
when an officer is off duty.  This allows the agency to have a smaller fleet 
and experience greater recovery of depreciation due to the lower age of 
the vehicle at disposal.  Take-home programs are cost competitive only 
when there is a robust preventive maintenance program that 
demonstrably reduces operating maintenance costs. 

There are two other primary arguments in favor of a take-home vehicle 
program.  One is the traditional theory that greater visibility of police cars 
has a greater crime deterrent effect and engenders a greater feeling of 
public safety.  The other is a compensation consideration for police 
officers. 

There have been numerous professional studies that either support or 
reject the visibility argument.  The common agreement of all studies, 
though, is that the vehicles have to be seen moving on the City streets in 
order for them to have maximum deterrent effect or a public safety effect.  
The Columbus policy does not allow for this.  It requires an officer to 
drive directly home or to work and park the vehicle.  If the officer lives 
outside of the City limits, then the officer must park the vehicle 
somewhere within the City.  The officer may not use the vehicle for 
personal reasons while off duty. 

There is no question, however, that a take home vehicle program is a 
large benefit to the employee and can be an effective recruiting and 
retention tool. The CPD takes the firm position that its take-home car 
program is intended primarily to be a form of employee compensation, 
and the City does report the vehicle for IRS purposes.  Our review of the 
program and the department’s compensation structure indicates that the 
program appears to make up for other compensation factors that seem 
lacking, such as pay parity with other agencies, infrequent raises, lack of 
steps in the pay scale, and lack of overtime opportunities.  Many, but not 
all, Georgia police departments use a take-home vehicle program for this 
same reason. 
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While we were unable to obtain some of the data necessary to construct a 
full-cost model, the Department would probably achieve both one-time 
capital revenue through fleet reduction and a savings in ongoing 
operating costs by converting to a shared fleet arrangement.  However, 
this would negatively impact the officers who have come to rely on the 
vehicle and whose personal vehicle ownership has been directly 
influenced by having a vehicle to take to and from work.  Because the 
program has been in place for so long, this has become a form of expected 
alternative compensation.   

Recommendation 15. Do not change the current take-
home vehicle policy. 

5. Management of Off-Duty Assignments 

As with most police departments, the CPD allows officers to use their 
status, uniforms, and equipment for off-duty assignments, such as 
providing private security.  The present policy is that the Chief of Police 
establishes a minimum fee to be charged.  The officer and business may 
agree on a price above the minimum, and the business receiving the 
service pays the officer directly.  The CPD has a written policy regarding 
off-duty employment, including restraints on the types of employment an 
officer can accept.  Our review of the policy indicates it is generally 
consistent with common practice but does not reflect best practices for the 
management of off-duty assignments because it leaves the City open to 
risks that would otherwise be controlled with active City management of 
the program, including the potential for corruption. 

The City ultimately has responsibility for the assignment of its personnel 
for the terms of their service whenever acting in an official capacity 
whether on or off-duty. Prospective concerns associated with the current 
practice include: 

• Allowing police officers to negotiate prices above the “minimum” 
established by the department for services rendered by them as 
representatives of the CPD and City of Columbus should be a 
major concern, not only to the Chief of Police but to the City Risk 
Manager, the City Manager, CFO and all those in elected 
positions.  

• Having individual officers negotiating prices for services to be 
rendered, with Columbus residents and businesses is ripe for 
concern. The likelihood of different officers quoting/negotiating 
prices for the same services that are different is obvious. If nothing 
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else it harkens back to the days when officers were “shaking 
down” residents and businesses. 

• The risk management aspect of this program exists no matter how 
it is run. But should a major incident occur involving an off-duty 
officer working one of these assignments, such as an officer 
involved shooting, there will be litigation. A competent attorney 
will focus on many issues and some include how the officer was 
assigned to this extra off duty assignment, how the program is 
run, who monitors it, how is it financed, what policies are in place, 
etc. 

• The Commission on Accreditation of Law Enforcement Agencies 
(CALEA) sets forth detailed requirements because of the potential 
risks we describe.  

For these reasons, while we appreciate there will be additional 
administrative commitments required to carry out a City-controlled 
program, we believe it represents a particularly important opportunity 
for improvement. 

Recommendation 16. Revise the off-duty program to 
provide better cost and management control. 

The off-duty program warrants a complete review.  Best 
practices for police off-duty assignment systems include 
the majority, if not all, of the following characteristics. 

• The program is formally administered by the 
department and managed by a designated person.  
The program manager retains a list of officers 
interested in performing off-duty assignments.  An 
employer seeking an off-duty officer calls the 
department for an assignment. 

• When the department receives a call, the program 
manager assigns an officer based on a rotation 
roster.  If the officer declines the assignment, it is 
offered to the next officer and the declining officer 
is passed during that rotation. 

• The department sets the fees for the service.  The 
fees recover the hourly compensation for the 
officer, prorated costs for uniforms and equipment 
and training, and program administration costs.  If 
a vehicle is included in the assignment, the 
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allocated cost of that vehicle is also included in the 
fee. 

• The business receiving the service pays the 
department, not the officer.  The department may 
either issue a supplemental check to the officer or 
include the payment in the officers’ regular 
paycheck (making certain that the added 
compensation does not affect fair labor standards 
requirements, fringe benefit requirements, or 
pension requirements). 

• The department’s policy states specifically that an 
officer may not perform an off-duty assignment 
within eight hours of beginning a departmental 
work shift in order to prevent the officer from 
being unnecessarily tired on duty 

There is an additional aspect to the off-duty employment 
program that the City should consider.  At present, the 
department assigns officers without cost to funeral patrol, 
using either on-duty personnel or officers on overtime.  
While this has been historically a courtesy service, it can 
detract from other patrol duties and be relatively costly.  
As a result, the CPD should classify funeral escort as an 
off-duty employee opportunity and treat it as such. In any 
case, it should track and document the costs associated 
with the program so that when City policy-makers decide 
to subsidize this activity they do so with full knowledge of 
its cost.  

6. Investigative Case Management 

An industry best practice for investigations is to use a case solvability 
assessment tool to determine if there is substantial reason to believe that 
the case in question is solvable.  If it is not, then the Police Department 
advises the complainant of the need for additional information before the 
case can be actively considered and assigns the case to a suspension file. 

While the CPD policy on criminal investigations establishes the criteria 
for case assignment assessment, it does not use any formal assessment 
tool.  Instead, the various investigative unit lieutenants review and assign 
to detectives for follow-up every Part I crime reported to CPD except 
larcenies. This means that every homicide, rape, robbery, aggravated 
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assault, burglary and auto theft is assigned to an investigator for follow-
up investigation.  In addition, cases are also assigned based on a daily 
review of all police incident reports. 

We noted, based on our experience with, and studies of, other police 
departments, that the clearance rates by the department seem unusually 
high.  The CPD’s explanation is that it does not assign the larceny cases or 
count them when calculating clearance rates. Cases cleared by 
investigation are for assigned cases only, hence the higher clearance rates.  
The lieutenants in the Investigations Bureau assign and track every Part 1 
crime assigned except larcenies.  If larcenies were included in the count, 
then the clearance rate would be expected to be lower. 

As discussed earlier, we were unable to obtain any data indicating the 
basis for determining when a case is cleared.  The department policy 
defines clearance as including arrest, determination that the case is 
unfounded, adjudication in which a verdict has been delivered, or 
“exceptionally cleared per current department policy.”  However, the 
policy on criminal investigations does not include any formal policy 
defining exceptional clearance. 

Our impression is that the investigative function of the department lacks 
an efficient way of managing and tracking its assigned cases. 

Recommendation 17. Develop and implement a 
centralized investigative management reporting system. 

To address the issues described above, the steps below should be taken. 

• The department should design and implement a formal case 
assessment tool, using the guidelines already existing in the 
departmental policies.  The value of this tool is to assure 
systematic assessment of all cases and the weaning of cases that 
have little or no solvability so that valuable time can be better 
directed to solvable cases. 

• The department should amend the current investigations policy to 
define more clearly exception clearance and assign responsibility 
for that determination. 

• The department should amend its clearance reporting to include 
all cases assigned for investigation. 

7. Investigative Staffing 

Management Partners noted an unusually high number of investigative 
officers in the CPD.  There are two explanations for this.  First, the 
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department does not have any civilian crime scene technicians, as is 
common industry practice.  Second, a team of investigators is working 
during all three shifts.  Having detectives assigned to every shift is not 
the norm primarily due to budget constraints. If asked, most police 
departments would like to have a three-shift staffing model for a myriad 
of reasons, not the least being a significant reduction in overtime.  

Another benefit to the three-shift model is the potential to decrease each 
detective’s actual workload, allowing for a more thorough investigation 
of each crime reported and assigned.  Industry practices for investigative 
staffing generally suggest a ratio of 35 active cases per investigator, with 
some variation allowed according to the significance of the cases.  We 
were unable to obtain data showing the active case assignments for each 
CPD investigator.   

In the absence of actual case load per investigator, we estimated the 
potential caseload.  In 2012 the department assigned 9,371 cases to 
Investigations.  With approximately 66 investigators on staff (total sworn 
staff in investigations minus the major, captain, lieutenants, and persons 
assigned to identification), this equates to 12 new cases per investigator 
per month.  We included sergeants because it appears that sergeants 
carry some caseloads in some units and not in others, but we do not have 
a clear set of assignments from the department.  Assuming a 58% 
clearance rate, this equates to 7 new cases being closed per month and, 
initially, 5 cases being carried over in the first month.  The number of 
carry-over cases increases by 1 or 2 cases per month, so by the end of 
2012, each investigator may be receiving 12 new cases per month and 
carrying over approximately 16 to 17.  This yields a caseload of 
approximately 28 or 29 cases, assuming that every case is actively 
investigated (which is usually not the case).  This is below industry norm 
and warrants additional analysis. 

Part of the caseload issue is the lack of a central case management system.  
We were advised that each investigative unit manages its own caseload 
assignment and each has a differing caseload ratio.  Different loads by 
type of case is normal, but that does not preclude a centralized case 
management system that senior command personnel can use to evaluate 
overall workload. 

Recommendation 18. Create and implement a caseload 
reporting system that provides a complete picture of case 
assignments and performance. 
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Once this is done, then the department can meaningfully 
reassess its case to staff ratios and align itself more 
appropriately, if necessary. 

8. Policy and Crime Analysis Capability 

The CPD has made a concerted effort to become an intelligence-based 
policing agency.  However, the department is limited by both insufficient 
technology and personnel who are not trained in effective police analysis.  
There are two staffing aspects to this issue: 

• The lieutenant in investigations appears to have limited capacity 
for any crime analysis. The lieutenant in charge of the Fraud 
component of Investigations serves an ancillary role in crime 
analysis, which is limited to putting together crime statistics and 
pin maps.  

• The sergeant in Professional Standards is responsible for case 
intelligence as part of his broader duties.  Four light-duty officers 
are assigned to screen every report taken in the previous 24-hour 
period. Accident reports, arrest reports, field interview cards, 
criminal intelligence reports, incident reports, arrest order cards 
and other activity documents are reviewed. The officers screen 
these reports and highlight suspects, descriptions, methods of 
operations, victims, witnesses, weapons, and vehicles.  The 
sergeant inputs this data into a software program called “I2 
Analyst Notebook.” This program helps develop and correlate the 
reports identifying common issues, solvability factors, link issues 
and so forth.  This information is used to issue timely bulletins to 
patrol and investigations.  

The CPD has had many success stories of cases cleared, arrests made and 
property recovered as a result of these efforts.  Currently, they are 
focusing their Intelligence Led Policing (ILP) efforts at the burglary 
problem in Columbus. Since implementing this strategy burglaries have 
dropped 25%.  

There are two issues with the department’s approach to analysis.  First, 
there is limited technical capability to conduct the analysis in real-time, 
which limits the usability of the information.  It should be noted that once 
the RMS system is operational, this information would become available 
as quickly as is possible in today’s technology, but that is still at least two 
years away. 
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The second issue is that the department’s case intelligence capability is 
currently resting on two individuals, primarily because of those persons’ 
personal interest and capabilities.  Should either get promoted or leave 
the department, this capacity would be lost.  The CPD cannot rely on 
light-duty officers to perform case analyses without knowledgeable 
leadership.  Those officers do not see this work as their primary 
responsibility and are not trained in the analysis.  Their role is simply 
data collection.  

Another aspect of effective policy analysis is the presence of a meaningful 
performance management system within an organization.  This 
consideration is part of the rationale for the City’s undertaking this study.  
While the department collects a great amount of information, we did not 
observe any systematic, electronic, management reporting system.  
Requests for various management reports usually resulted in replies that 
the data were not available or the department would need to request a 
specific data run.  Two cases illustrate our point. 

• In performing the deployment analysis described earlier in this 
report, we requested an electronic file consisting of all of the calls 
for service for 2012.  These data are the fundamental starting point 
for any deployment analysis, and the department’s policies 
provide for such an analysis.  However, we found no reporting 
system to collect that information.  Instead, the department had to 
pay its CAD vendor to write a report. 

Related to this, we learned that the CAD system being used has 
the ability to generate custom reports through the use of Crystal 
Report Writer, a versatile, industry standard, reporting system.  
However, neither the department nor the City had any persons 
trained in developing Crystal reports.  This means that the 
department is limited only to reports that are preprogrammed 
into the CAD system.  These reports generate little in the way of 
comprehensive management information. 

• Management Partners’ project team members were provided with 
a manual notebook of work volume data for the entire department 
entitled 2012 Goals and Objectives.  We were told that the notebook 
represented the performance and work activity review conducted 
by the Chief and command staff on a regular basis.  The entries 
are all manual and reflect only work inputs and outputs, not 
actual efficiency and effectiveness measurement.  Many of the 
entries were written in pencil so they could be changed later if 
necessary.  We applaud this effort at reviewing department 
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operations, but are concerned that it does not provide a 
meaningful set of objective performance standards that reflect 
both efficiency and effectiveness. 

The absence of an effective electronic data collection and analysis system 
renders any attempt to analyze crime data slow and cumbersome.  We 
understand that implementation of the new records management system 
began in June 2013. Although the vendors are quoting an aggressive 
implementation schedule of 12 to 15 months, realistically it will probably 
take as many as 24 months. However, once online the RMS system will 
provide almost real-time data for the CPD to utilize in deploying 
resources and identifying and targeting crime trends as they develop.  

The department advises that it is relying on the vendor for all 
implementation services, but it does not appear to have the capacity to 
manage such a complex project with its own resources. The importance of 
successful and timely implementation of the RMS is so important to so 
many dimensions of the department’s own improvement program that it 
is important that its capacity be strengthened with the contractual 
support of an experienced third party IT expert to assist and direct 
implementation for the department (see recommendation 20 below).  

Recommendation 19. Create Policy and Criminal 
Intelligence Units. 

The department should create two distinct work units to 
conduct both general policy analysis and specific crime 
analysis and intelligence using the ILP and the Scan-
Analyze-Respond-Assess (SARA) models.  The policy unit 
would have responsibility for overall analysis of 
department operations and work demand patterns, 
conduct general police practice and policy analysis, and be 
responsible for a department-wide performance 
management system.  The criminal intelligence unit would 
have responsibility for specific crime pattern analysis and 
collecting and assessing field intelligence for use by 
investigators and patrol. 

An additional responsibility for the policy unit would be 
administration of a meaningful performance management 
system for the Police Department.  This system would 
include objective performance measures reflecting key 
management priorities and provide a mechanism for 
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evaluating performance on a regular basis and developing 
operational changes to address performance weaknesses. 

These units should not be a part-time responsibility nor a 
place for light-duty personnel.  Personnel who are trained 
specifically in policy analysis and criminal activity analysis 
are essential.  We recommend that the staff configuration 
for each unit include a lieutenant with specialized training 
in policy and crime analysis and three to four permanently 
assigned civilians with formal education and training in 
the field. 

The department has two organizational alternatives.  The 
more traditional approach would be for each unit to 
operate independently.  In this case, to be most effective, 
the Policy Unit should be part of the Chief’s Office.  As an 
alternative, placement in the Professional Standards 
Division would provide good linkage with overall policies 
and procedures development and provide command-
neutral services to the entire department.  In this first 
model, Criminal Intelligence would be part of the 
Investigations Division, reporting directly to the major for 
Investigations.   

A second alternative would be to recognize that there is 
some overlap between the functions and capabilities of the 
two units and, therefore, bring them under a combination 
management structure, with a captain supervising both.  If 
the CPD were to use this model, we recommend that the 
combined unit be placed directly under the supervision of 
the Chief of Police in Professional Standards, consistent 
with industry practices.  

Recommendation 20. Secure the services of a neutral 
consulting firm to provide independent verification and 
validation (IVV services) for the implementation of the 
new records management system. 

Our experience with the implementation of any complex 
information technology system, including police records 
management systems, is that the presence of a neutral 
implementer results in a higher success rate, faster 
implementation, and a more cost-effective system.   
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An alternative approach to implementation management is 
the use of a consulting firm to perform independent 
validation and verification services.  Their role would be to 
monitor implementation and test the system as 
implementation occurs to make certain the department is 
getting what it is paying for and that the system performs 
as expected.  The advantage of such a firm is that the 
assigned personnel are skilled in systems testing and 
analysis and are more skilled in understanding the system 
than department employees would be.  The IVV firm 
serves as the advocate for, and protector of, the best 
interests of the department and not that of the vendor. 

The costs for an IVV contractor can be expected to run 
from 10% to 15% of the total value of the application and 
implementation.  There are many industry cases that 
support the return on investment as measured by cost 
effective implementation and the avoidance of error. 

It may well be that the vendor of the RMS would prefer not to 
have to deal with a knowledgeable IT professional project 
manager experienced in implementing records management 
systems, but the department will obtain a better product in a more 
predictable, timely fashion if it engages such a third party. This 
idea is not meant to detract from the hardworking efforts of 
department staff who have been leading the implementation work 
to date; however, they have never before implemented an RMS of 
the sophistication of the new system and there is no reason to not 
have the best, such as a trained professional who has “been there, 
done that.” Since so much of the department’s plans for improved 
case management is linked to RMS implementation, this would 
seem to be a modest but important step to take. 

9. Overtime versus Compensatory Time 

Presently, the CPD and the City of Columbus have a no-overtime policy 
that is rigidly adhered to, with limited exceptions.  Current employees 
sign a document that waives their right to any overtime pay and has 
them take compensatory time off in lieu of the overtime. All new hires 
sign a similar document.  

There are several significant problems with this policy as it relates to the 
CPD.  Operationally, a comp time only policy for a 24/7 operation with 
essential staffing standards creates a spiraling increase of costs.  If an 
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officer works overtime, the officer is required to take compensatory time 
or lose the compensation.  In a routine civilian job, this just means that 
work gets delayed or not performed.  However, because the department 
has to maintain a certain level of staffing, that absence time has to be 
filled by another officer.  This, in turn, leads to more work-related 
overtime, more compensatory time, and the spiral begins. 

In the past year, the department has made a concerted effort to eliminate 
a large outstanding bank of compensatory leave.  The new City budget 
includes $700,000, in part to pay overtime in lieu of compensatory time.  
We believe that this is a more cost-effective approach to the management 
of personnel resources.  We have reviewed the department’s policies and 
procedures for overtime management; they are consistent with industry 
practices and should be adhered to. 

Some of the department’s practices contribute to the problem.  For 
example, most cities seek to assign officers to court during their regular 
shifts.  In Columbus officers go to court off-schedule (i.e., off duty), which 
becomes compensatory time.  Our analysis of the CPD’s deployment 
model shows that, for the most part, officers could appear in court during 
regular duty time without negatively impacting response times.  The 
assignment of school resource officers on overtime and the periodic use 
of off-duty patrol personnel for funeral patrol also contribute to the 
overtime and compensatory time accumulation. 

We are concerned that the department is getting ready to add to this 
overtime burden.  The previously mentioned $700,000 appropriation 
includes $162,491 to pay for personnel training on overtime.  In the past, 
most of the department’s training has been performed while individuals 
have been on-duty.  While it is expected that some training will occur on 
overtime, it is usually less cost-effective than building sufficient training 
time into the regular duty schedule. 

Recommendation 21. Minimize overtime through 
continuation of effective overtime management policies, 
incorporating sufficient time in the deployment model to 
provide for training, and eliminating or minimizing 
courtesy services such as funeral escort. 

10.  Succession Planning 

Almost all of the command staff of the department is either near or at 
eligibility for retirement. The City has exacerbated this by offering a 
Deferred Retirement Option Program (DROP) that encourages long-term 
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employees to stay past their retirement eligibility dates by offering 
significant incentives to stay.  At least one of the command staff is on the 
DROP program and probably more. It is hard to promote people into 
leadership positions when there are no vacancies in them. 

There has been very little movement in the mid and upper ranks of the 
CPD as evidenced by the tenure of the command staff, which raises two 
concerns.  First, without promotional opportunities, younger officers 
either become frustrated and discouraged or leave the department.  
Second, the department faces the prospect of a rapid loss of command 
capability and institutional memory if the existing command personnel 
decide to retire in a short period of time. 

The CPD has encouraged officers to further their education by requiring 
degrees and additional training in promotional processes. It appears as if 
the sergeants and lieutenants who desire promotion are advancing their 
education by attaining degrees as well as attending rigorous training 
programs such as the FBI National Academy and Command College. 
However, at some point, those personnel who have received advanced 
education and training will want the opportunities to progress within the 
organization or they will leave. 

Organizational continuity is important.  No matter how good an 
organization may be, or how well it is run, the sudden loss of a large 
portion of its senior management will almost certainly disrupt the CPD 
for a long period of time and could significantly diminish its performance 
for years. One benefit of the City’s use of DROP is that the time limits of 
the program result in a clearly defined date for succession to occur, 
aiding the organizational development required for good succession 
planning.  

11. Community Oriented Policing (COP) 

Management Partners reviewed the CPD’s Community Policing 
Strategies document and made some observations during our field 
interviews.  While the document accurately defines and breaks down the 
history of community oriented policing, and the elements needed for an 
agency to transform how it conducts business, CPD could improve its 
efforts.  

CPD’s strategy involves Community Partnerships, Organizational 
Transformation and Problem Solving.  

• Community Partnerships.  CPD has some effective partnerships 
and programs. For example, citizens’ police academies are an 
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excellent outreach component of many departments, and CPD’s 
academy has been operational since 1994. Its Neighborhood 
Watch program, a backbone for any community policing effort, 
has been operational for over 20 years, with almost 100 active 
groups participating. Opportunities for improvement include 
continuing outreach to those segments of the community that 
have historically looked at the police as the enemy, including 
ethnic minorities, the gay and lesbian community, youth groups, 
and immigrant communities.  

• Organizational Transformation. The transition from traditional 
police practices to community oriented policing is not easy. 
Change in any organization is difficult because of human nature. 
Police organizations experience a higher degree of difficulty to 
change because of their paramilitary structure and strong 
tendencies to honor tradition. CPD has done an admirable job in 
its strategic planning efforts. They have envisioned and planned 
well for the future.  

A next step in organizational transformation would be the 
decentralization of the patrol division as discussed earlier. This 
change is a natural progression in the evolution of community 
policing strategies for a department to push command and control 
to lower levels. A precinct structure would allow that to happen. 

This report also discusses a change in patrol deployment.  
Whatever patrol shift model is implemented, there should be a 
mechanism to ensure officers remain in their assigned zone, sector 
and beat for at least 12 months. Contrary to earlier police 
strategies where it was believed that moving officers frequently 
would minimize corruption, leaving them in assigned areas for 
longer periods of time allows the officers to really get to know the 
area and its residents and businesses, as well as the criminals 
preying on the area.  

• Problem Solving. The standard problem solving methodology for 
the police profession is the Scanning, Analysis, Response and 
Assessment (SARA) model. Although CPD’s COP Strategy 
document identifies SARA as its model we found little evidence of 
its use as an effective tool.   

Recommendation 22. Invigorate the Community 
Oriented Policing Program through precinct alignment, 
deployment, and analytical techniques.  
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Throughout this report, Management Partners has made a 
number of recommendations that support an enhanced 
Community Oriented Policing model.  Principal among 
these are: 

• Creation of a precinct system that moves police command 
and control closer to the residents and provides the 
opportunity for greater awareness of neighborhood needs. 

 
• Creation of a policy and criminal intelligence unit that can 

assist in neighborhood-based activity analysis. 
 

• Expanded use of the SARA model as a means of 
identifying, analyzing, and responding to neighborhood 
issues.  CPD needs first to develop in-service training 
outlining the use of SARA. Then it should incorporate 
SARA into daily activities. For example, using actionable 
intelligence developed through the Intelligence Led 
Policing unit, a patrol squad could develop a plan of attack 
using the SARA model. The sergeants could then monitor 
the implementation and effectiveness of the plan after 
completion.  SARA should be taught to all personnel and 
become the norm for how the CPD does business.  

Recommendation 23. Create Neighborhood 
Improvement Teams. 

This concept is a logical extension of effective community 
oriented policing.  The purpose of Neighborhood 
Improvement Teams is to attack criminal activity by 
improving the living environment.  This approach to 
community problem solving is part of the SARA 
framework discussed earlier.   

The teams target neighborhood-specific issues such as 
problem bars, commercial and residential code violations, 
and neglected properties that are in disrepair. The 
approach is one of the carrot and the stick. Property 
owners are contacted by the team and advised of the 
violations (e.g., graffiti, weeds, lighting, fences, walls, 
abandoned vehicles, liquor violations, etc.).  A timeline is 
set with the property owner to correct the identified issues. 
If the property owner shows a good faith effort to correct 
the issues but is lagging behind the agreed-upon timeline, 
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the team works with the property owner to allow them to 
be successful. However, if the property owner refuses to 
comply or shows no interest in rectifying the problems, the 
team takes the case to the prosecutorial realm. Data show 
this carrot and stick approach to be extremely successful as 
the number of cases that actually reach prosecution is low, 
and the number of property owners who correct the 
identified issues is high.  

While these teams can be housed in any department of the 
City, we frequently see them placed within police 
departments with employees assigned to them from other 
related departments. Team members often include 
representatives of zoning or building code enforcement 
and sometimes the Fire Department. These teams also 
work closely with the City Attorney’s office. 
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Conclusion 
Management Partners has presented our overview of the Office of the Tax 
Assessor and the Columbus Police Department in this report.  Relying on 
interviews, data collection and analysis, our knowledge of industry best 
practices, and our experience with similar agencies, we have prepared a 
listing of critical issues and/or opportunities for improvement that is 
affecting the ability of these respective departments to perform effectively 
and efficiently.  In each case, we have explained why we believe the issue 
exists and described its importance. 

Recommendations to take advantage of each opportunity are provided 
following the analysis.  In the Tax Assessor’s Office, we address 
principally the need for better business processes; improved technology; 
and staff enhancement, possibly through contract services.  Our 
recommendations for the Police Department relate to the development 
and use of improved techniques for managing the department’s staffing 
and workload.  These techniques can result in sustained, or improved, 
performance more cost effectively.  
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1 Introduction 
Hennepin County (“County”) is soliciting proposals to purchase software, hardware, training, 
implementation and professional services for a Property Assessment and Tax Management Solution 
(PATMS). PATMS will consist of either a single integrated software product meeting all of the requirements, 
or a combination of ‘Best of Breed’ software products which together satisfy all of the requirements. A ‘Best 
of Breed’ response can address any one of the following: CAMA, Property Tax Calculation, and/or Property 
Tax Billing and Collections.  The successful Proposer(s) shall be responsible for the development and 
implementation of the PATMS, in accordance with this Request for Proposals (RFP), the specifications in 
this RFP and in the Contract(s) that will result from this RFP. The County expects Proposers to exhibit 
creativity and employ quality business techniques in its proposed solution for the development and 
implementation of the PATMS. The Proposer(s) will also develop and implement the PATMS in full 
compliance with all applicable state and federal laws and requirements referenced throughout the RFP and 
in a manner that maximizes PATMS performance for the County. The objective of this RFP is to select (a) 
proposal(s) that provides: 

 
 Software products that provide: CAMA, Property Tax Calculation, and/or Property Tax Billing and 

Collections  
 Installation and configuration of software as well as hardware environments  
 Data migration services, including assistance with data cleansing 
 Systems and data integration services 
 Software training for technical and operations staff  
 Software maintenance and support 
 Hardware at the County’s discretion 
 
 

Proposer(s) may respond with more than one solution proposal. If multiple proposals are offered, please 
see Section 6 for submission instructions. The County’s preference is to select the proposal(s) that best fits 
the County’s property assessment and tax management business models depicted in Appendix I.  

 
 
The County’s goal is to shift business processes to a PATMS with highly configurable software and minimal 
use of third-party software vendors. Additionally, the County is committed to improving its current business 
processes to align with industry best practices. Therefore, the County may consider changes to property 
assessment and tax management policies, procedures, and rules that minimize the need for modifications 
or customizations to the software solution while conforming to the County’s legal requirements. Proposer(s) 
are encouraged to identify, evaluate, and propose a redesign of current processes in the implementation 
plan submitted with their proposal.   

 
 

See important information in Section 7 regarding General Conditions of this RFP, Modifications or Withdrawal 
of Proposals, Time Extensions and the Minnesota Data Practices Act. 
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2 Hennepin County Overview 
2.1 Profile 

Hennepin County is the largest of Minnesota's 87 counties in terms of population, budget and estimated 
market value. Incorporated in 1852, the County forms part of one of the nation's major metropolitan 
areas with Minneapolis as its largest city. The County Board of Commissioners consists of seven 
members elected by district. The County Administrator is appointed by the County Board and is 
responsible for carrying out the policies and resolutions of the board of commissioners, for overseeing 
the day-to-day operations of the County, and for appointing the heads of the County's departments. 
 

2.2 Mission, Vision, and Goals 
The mission of Hennepin County is to enhance the health, safety and quality of life of our residents and 
communities in a respectful, efficient and fiscally responsible way.  
 
We envision a future where residents are healthy and successful and where our communities are safe 
and vibrant. We will strive to meet and exceed expectations by engaging people and communities in 
developing innovative solutions to challenges. We will be a diverse, learning organization. We will 
partner with others to enhance the quality of life in Hennepin County and the region.  
 
In our vision, people are: 
 Healthy. People are healthy, have access to quality health care and live in a clean environment.  
 Protected and Safe. People are safe from harm through prevention, early intervention and treatment 

services, and through enhanced public safety.  
 Self-reliant. People achieve success with the support of essential services, have access to 

affordable housing and opportunities for life-long learning.  
 Assured Due Process. People are assured equal protection of the laws through an adversarial and 

respectful system designed to assure fairness and reliability in the ascertainment of liability, guilt and 
innocence.  

 Mobile. People and goods move easily and safely throughout the County and the region, via an 
integrated system of transportation. 

 
By putting the customer first, every Hennepin County employee will work every day to achieve our 
mission, vision and goals. We will strive to improve our services through proactive, innovative public 
stewardship. 
 

2.3 Hennepin County Services  
 Administration of property tax assessment, collection, and distribution for local governments within 

the county 
 Property surveying, identification, land registration and geographic mapping services 
 Comprehensive solid waste system, including solid waste disposal facilities, recycling programs, and 

regulation of hazardous waste disposal 
 Maintenance and construction of highways, roads, and bridges 
 Administration of federal, state, and county elections including maintenance of a centralized voter 

registration file 
 Issuance of various licenses 
 Social services such as administration of federal and state aided public assistance programs; 

protecting children and vulnerable adults, provision of counseling and residential programs for 
persons with mental illness, developmental disabilities, or chemical dependency; assistance to 
veterans; and employment and training services 

 Health and Wellness Center clinic including medical, dental and social services 
 Medical examiner services 
 Disease prevention and health education 
 Not-for-profit, state-certified health maintenance organization (HMO) and third party administrative 

services 
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 Public safety services such as criminal prosecution, legal counsel for the indigent, 911 dispatch, 
operating a county jail and corrections programs 

 Library services  
 
2.4 Description of Direct Access to Records and Taxes (DART)  

DART is a portfolio or program comprised of a variety of projects, including this Property Assessment 
and Tax Management initiative. DART projects focus on four perspectives: our customers, our financial 
responsibilities, our internal processes and opportunities for learning and growth. Our primary goal is to 
provide better services to our customers through new, more integrated business operations as we 
replace systems and enhance processes. Therefore, information systems are evaluated to ensure that 
they support our business processes and increase operational efficiencies in support of a unified 
approach to customer service.  
 
Hennepin County Departments Participating in the DART Program 
 
County Assessor 
In Minnesota, property taxes provide most of the funding for local government services. Hennepin 
County collects property taxes for the County, cities, townships, school districts and special districts 
such as the Metropolitan Council, Metropolitan Transit and the Metropolitan Mosquito Control District. 
 
Each property's share of taxes is determined according to its value, use, and the property tax levies. 
Assessors are responsible for estimating property values and setting classifications for tax purposes. In 
some Hennepin County municipalities, a City Assessor is responsible for property assessments, and in 
other municipalities, the Hennepin County Assessor is responsible. 
 
Examiner of Titles 
The Examiner of Titles assists the district court by examining titles, issuing reports and conducting 
hearings in court cases involving the registration of land titles and in court cases involving problems or 
disputes with land which has been previously registered. 
 
An important function of the County Examiner of Titles is to act as legal adviser to the Registrar of 
Titles, who is responsible for filing title documents (e.g., deeds, mortgages, liens) submitted to the 
Registrar and for issuing Certificates of Title. The County Examiner of Titles is also authorized by state 
statute to issue certain directives and certifications to the Registrar of Titles regarding Torrens title 
matters. 
 
Taxpayer Services 
Taxpayer Services Department (TSD) encompasses the statutory offices of County Auditor, County 
Treasurer, County Recorder, Registrar of Titles, County Surveyor and the licensing registrar. Where 
applicable, the statutory offices are noted next to the division (below). Services include surveying to 
determine the legal boundaries of land parcels; providing key permanent records such as land title 
certificates; assisting the public in obtaining various licenses and vital statistics; elections and voter 
registration; and collection and distribution of property taxes. 

 
Taxpayer Services Divisions 
 
County Surveyor’s Office (County Surveyor) 
The County Surveyor’s Office provides accurate, reliable and current surveying/mapping 
information and products that are the foundation for activities that relate to land. Survey data is a 
compilation of electronic data, mapping, photo imagery, location of land boundaries and information 
about the rights that accrue to real property. It is the foundation for all parcel based Geographic 
Information within Hennepin County. 
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Elections (County Auditor) 
Elections ensures that residents within Hennepin County have the means to register and vote for 
elected offices as directed by Minnesota Statutes and to provide voter registration and technical 
assistance to municipalities and the public. 
 
TSD Information Technology 
The TSD Information Technology unit provides technical consulting services to Taxpayer Service 
Department business units so that they can increase efficiency and effectiveness in the way they 
deliver services to customers. 
 
Property Tax (County Auditor and County Treasurer) 
The Property Tax Division is responsible for: calculation of tax extension rates for real estate, 
manufactured home and personal property taxes; mailing tax statements/proposed tax notices and 
notices to taxpayers of unpaid accounts; distributing collection to the 100+ taxing districts three 
times a year; processing tax abatements/refunds; certifying tax status for all deeds to be filed; 
assigning levy numbers to special assessments; adding to/deleting from the tax lists as required. 
  
Public Records (County Recorder and Registrar of Titles) 
The Hennepin County Public Records Division records and maintains, according to applicable 
statutes, a public record of legal documents pertaining mainly to real estate. The most frequently 
recorded documents include deeds, mortgages, easements, liens, assignments and mortgage 
satisfactions, and plats.  
 
Service Centers (Licensing Registrar) 
The Service Centers provide for the public convenience in the issuance and/or processing of 
various licenses, services and documents, and the collection and accounting of fees of federal, 
state, and local governments as governed by federal law, State Statutes and County Board policy. 

 
Administration 
Administration provides management direction, coordination and clerical support to the operating 
divisions of the Taxpayer Services Department. 
 

Hennepin County GIS 
Hennepin County GIS provides leadership, coordination and service based on the needs of GIS 
producers and users within Hennepin County and oversees the distribution of high quality GIS products 
and data that is appropriate to the wide ranging needs of our constituents. 

 
 

Additional information is available on the County’s web page at www.hennepin.us. 
 

 
2.5 Definitions of Acronyms Used in the RFP 

CAMA Computer Assisted Mass Appraisal  
CT Central Time 
DART Direct Access to Records and Taxes 
GIS Geographic Information Systems 
IT Information Technology 
MN Minnesota 
PATMS Property Assessment and Tax Management Solution 
PINS Hennepin County’s Legacy Property Information System 
SBE Small Business Enterprise 
SME Subject Matter Expert 
TSD Taxpayer Services Department    
 
See Appendix B, Glossary of Terms, for more County-specific terms and definitions. 
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2.6 Key Statistics 
From a jurisdictional perspective, Hennepin County encompasses over 420,000 tax parcels within forty-
eight municipalities. On average, the County has experienced an annual property growth rate of 1.3%.  
In 2010, the combined estimated market value of these parcels (including personal property) totaled 
$132 billion. Currently, the County performs assessment functions for twenty-seven municipalities and 
an additional thirteen municipalities use the County’s CAMA system.  
Many major corporations are headquartered in the County. Income levels tend to exceed the national 
average, and the county's tax base growth continues to be strong. The County currently collects and 
distributes approximately $2 billion in property tax annually.  

From an operations perspective, Hennepin County receives over 200,000 property assessment and tax 
management telephone inquiries a year. In addition, the County provides the following general public 
access to information and services via the County’s website: 

 Searches by additions, address, and tax parcel number; 

  Interactive mapping services; and, 

 Access to taxes due and current year assessment values. 
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3 Property Assessment and Tax Management Solution 
Project Background 

 
3.1 Project Overview 

To meet DART's primary goal, the PATMS requires a migration path from existing legacy and ancillary 
applications to a new solution (one or more components of software products) using proven 
technologies that support our workforce in their efforts to deliver high quality services. As part of this 
project, the County is requiring the selected Proposer(s) to implement business and technology 
process improvements that shall enable data integration within, between and among Taxpayer 
Services, the County Assessor, and the County Examiner of Titles.   

 
3.2 Project Objectives 

The PATMS will replace two centralized mainframe legacy systems that are over 30 years old along 
with numerous Access databases, Excel spreadsheets, and manual processes. In addition, the solution 
must allow data integration with the County’s public/land records solution RecordEASE and other 
enterprise systems. Although not an all-inclusive list, below are the County’s expected benefits for our 
customers and operations. 
    
Extend Customer Centric Services    
 Open access to services and information through a variety of channels (online, counter, mail, and 

phone) 
 Fewer, more effective transactions (e.g., one payment transaction for multiple services) 
 Improve the customer experience through more online services and information 
 Continued public confidence in providing fair, accurate and timely assessments 
 Continued public trust in maintaining the integrity of taxpayer data to avoid misuse and 

inappropriate access 
 
Maximize Operational Efficiencies 
 Enable transparent customer service across many organizational entities (one-stop shop customer 

service) 
 Allow data integration between RecordEASE and the PATMS to enable the single entry of deed 

information to complete the County Recorder Indexes and/or the Registrar of Titles Index 
 Allow data integration between the PATMS and the municipal assessment districts 
 Replace aging technology infrastructure  
 Take advantage of the latest appraisal and tax management methods and tools  
 Improve the ability to share information across multiple government agencies 
 Improve operations using embedded analytics in the business processes, business intelligence and 

geographical information systems 
 Develop service-oriented architecture that allows the County to offer and share services 
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Our Customers and Core Services  
Hennepin County believes that the Proposer(s) should understand our business and those we serve as 
they respond to the RFP. Therefore, we encourage the Proposer(s) to review the following background 
information. 
 
Background Information 
As the County Assessor, County Auditor and Treasurer, County Recorder, County Surveyor, and 
County Examiner of Titles, we are a government service provider to Hennepin County business lines 
and other local government service providers, including cities and schools within Hennepin County. 

 
We also serve our customers, who may be taxpayers, Hennepin County residents, visitors, and 
businesses within and external to Hennepin County. Other local taxing districts and the State of 
Minnesota are other primary customers. 

 
How we work together to serve our customers 
Hennepin County intends to provide better service to our customers through new, more integrated 
business operations as we replace our outdated systems and processes. We will design to meet 
customer requirements of faster and easier interaction with our business processes and information. 
We will implement leading practices based on evidence and available resources. 

 
Our business processes are supported by information systems, which may need to be enhanced, 
modified, or replaced in order to provide an efficient solution. We are looking for proven technologies to 
support our workforce in their efforts to provide services to our customers where and when they need 
those services. The following diagram illustrates how the proposed solution(s) will fit into our existing 
environment. 
 
 
 

 
    

Enterprise Recording Solution 
( RecordEASE  ) 

Enterprise Document 
Management System

( FileNet  )

Enterprise Network
& Security

Enterprise Data 
Warehouse & Business 
Intelligence Solutions
(Cognos/Informatica )

Enterprise Financial 
System 

 
 (PeopleSoft)

Enterprise Call 
    Center

  Customers

Property Assessment &Tax Management

Enterprise Desktop 
Solution

(Lotus Notes )

Web Applications 
& Field Devices 
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3.3 PATMS Functional Overview 
The following diagram depicts each functional area covered in this RFP, starting with the ability to 
manage property and tax areas through the ability to administer delinquencies and manage forfeited 
land. Nine sub-processes are shown in italics. Each process and sub-process is described in this 
section and represents the functional requirements found in Appendix F. The bars that span the 
functional areas are critical elements that must be present at any point in the proposed solution; this 
includes access to information (for staff and customers), management support tools, and existence 
within the County’s existing infrastructure. Ultimately, the proposed solution is expected to help us 
serve our customers more effectively and efficiently. 
 

 
 

 
Manage Property and Tax Areas 

Taxing Districts and Taxing Areas 
Governmental subdivisions which have been granted the authority to levy ad valorem tax are called 
taxing districts. Types of taxing districts include counties, cities, schools, watersheds and a variety 
of regional governmental entities. Taxing districts have the authority to levy ad valorem tax on all or 
part of the area under their jurisdiction. The area on which a taxing district levies a tax is a taxing 
area. A unique taxing area (UTA) is a geographical area defined by the overlapping taxing areas of 
different types of taxing districts. All property in a UTA is subject to the same ad valorem property 
tax levies, supporting the same group of taxing districts.  

 
Revenues 
Governmental subdivisions rely on a variety of revenue sources used to pay for services within 
their jurisdiction. The primary sources are aid, grants and ad valorem property tax. Other sources 
include fines, fees and interest. Several of these other sources are included in the billing and 
collection of ad valorem taxes. 

 
 Special Assessments: Charges for streets, sidewalks, delinquent utility bills, etc. which are 

assessed on the property and included with the ad valorem tax billing 
 Other Taxes (included on the tax bill):  Some “property related” taxes such as 

contamination tax and solid waste fees 
 Other Taxes (not included on the tax bill):  Several other “non-billed” taxes such as 

payments in lieu of tax (PILT) and severed mineral interest 
 Penalties and Interest: Additional charges which accrue due to unpaid tax 

 
Property 
The first step in determining ad valorem tax is identifying the properties subject to taxation.  
Property can be categorized as unlisted or listed. 
 Unlisted Property: Roads and nearly all personal property which is movable in nature 



PATMS RFP Base v2.02.doc Page 12 of 49                                                                1/10/2011    

 Listed Property: Real estate, manufactured homes, certain utility generation and 
transmission machinery and leaseholds on real estate owned by a government 

 
Some listed property is exempt from taxation. This includes property owned by a government and 
property used primarily for public purpose. However, when a private party leases government 
owned real estate for private purpose, it is taxed as personal property. For most taxable listed 
property, the lien for taxes is on the property. The lien for taxes on leased government property is 
on the lessee. 
 
The ownership for most listed property is established through the Public Record. Manufactured 
home ownership is established through certificates of title filed with the Minnesota Department of 
Public Safety. 
All listed property, taxable and exempt, is classified and valued by the local assessor. 

 
Classify and Value Property 

Classification 
The assessor classifies the listed property according to its current use: 

 
 Residential 
 Agricultural 
 Commercial 
 Industrial 
 Apartment 

 
Exemptions are based on a concurrence of ownership and use. The classification is critical for 
determining valuation and distribution of tax burden. 
 
Valuation 
The Estimated Market Value (EMV) is based on the highest and best use of all listed property, 
taxable or exempt. The assessor annually determines EMV using four approaches to value: 

 
 Market 
 Income 
 Cost 
 Modified Market Cost (hybrid of market and cost approaches) 

 
Some property may qualify to have a portion of its value excluded or deferred from taxation based 
on several statutory provisions. The value after exclusions and deferrals have been applied is 
called the Taxable Market Value (TMV). Certain classifications of property are subject to an 
additional market value exclusion based on use and qualification, resulting in a Referendum Market 
Value (RMV) which will serve as the basis for some taxes.   
 
Most ad valorem taxes are based on the net tax capacity of the property. Net Tax Capacity (NTC) is 
a percentage of the taxable market value based on the classification of the property. The 
percentages, or classification rates, are established in statute. 

 
Ad valorem property taxes are extended on two expressions of value, RMV and NTC. 

 
Manage Levy & Extend Tax 

Tax Base 
Once the RMV and NTC of each individual property within a tax area have been determined, the 
values are summed by Unique Tax Area (UTA). Some of the NTC within each UTA is excluded 
from the local tax base in order to provide for a redistribution of tax revenue towards several 
property related programs. 
 Fiscal Disparities:  A 7-county regional program to share increases in commercial tax base 
 Tax Increment Financing:  A tool used by cities to pay for infrastructure costs related to 

redevelopment 
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 Transmission Line Credit:  A credit for owners of property near 200KV transmission lines 
 
The Adjusted Net Tax Capacity (ANTC) of a tax area is the sum of its NTC less any tax capacity 
subject to these programs. 
Aggregation of ANTC and RMV by tax area provides the tax base for any levies extended on the 
tax area by the taxing districts. 

 
Levy & Tax Rates 
Taxing districts certify their levies ($) to the county auditor by major purpose (fund) twice in each 
tax cycle. 
 
 Proposed levy certification: By October 1st of the year prior to collection (assessment year) 

taxing districts certify their proposed levies which are used to provide information to 
taxpayers in anticipation of budget hearings held in December. 

 Final levy certification:  After the budget hearings and prior to December 31st, taxing 
districts certify their final ad valorem tax levies ($) which will be used to calculate the tax 
rates. 

 
Tax rates are calculated by dividing each of the levies by the appropriate tax base (RMV or ANTC). 
The rates are then applied to each individual property to determine the ad valorem tax payable by 
property. 
 
Proposed notices for truth-in-taxation are mailed in November and include ad valorem tax, 
contamination tax and solid waste fees. Tax statements are mailed in March of the collection year 
and include ad valorem tax, special assessments, contamination tax and solid waste fees. 

 
Collect & Distribute Tax 

Collection/Distribution 
Generally taxes are due in two installments, one in May and one in October. If not paid by the due 
dates, penalty accrues through the end of the current year. Taxes unpaid on January first of the 
following year are delinquent and accrue interest. 
 
The County acts as a collection agency for the taxing districts in Hennepin County. The County 
collects taxes and fees that are distributed to the taxing districts under various statutory rules and 
regulations.  
 
 Payable Types 

o Ad Valorem 
o Special Assessments 
o Other Taxes 
o Fees 

 Forms of Payment 
o Electronic Check (non-recurring ACH) 
o Direct Debit (recurring ACH) 
o Mortgage Company/Servicing Agent (Escrow)  
o Credit Card 
o Cash 
o Check 

 Payment Methods 
o Electronic 
o Walk-in 
o Mail 
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Administer Delinquencies and Manage Forfeitures 

Collection/Distribution 
Ad valorem property tax, special assessments and fees which are levied on real property constitute 
a lien upon the property. Delinquent taxes result in an administrative sale of the property in May of 
the first delinquent year. This begins a redemption period of one, three or five years, depending on 
the classification of the property. Property unredeemed upon expiration of the redemption period is 
forfeited to the State. 
 
Distribution of the amounts collected is governed by statutory dates and are apportioned to the 
taxing districts using various statutory rules. 

 
 
3.4  Project Organization  

The following diagram represents the current governance structure. It is important for the Proposer(s) 
to note that the County will continue to work closely with all current County contractors in maintaining 
their respective existing County systems. The Proposer(s) shall be required to coordinate, collaborate 
and work in good faith with current County contractors.   
 
For the purposes of this project, the Proposer(s), subcontractors, and their contracted staff will work 
with an appointed DART Project Manager, as well as the County Extended Project Teams and other 
County technical resources. All County approvals, project decisions, and dispute resolutions will be 
initiated through the DART Program Manager, and further escalated if deemed necessary. Likewise, it 
is expected that communications from Proposer’s staff will primarily be directed through the Proposer’s 
Project Manager. 
 

In Chapter 4, Project Oversight and Management, the Proposer(s) must acknowledge the above 
County guidelines, and highlight suggested enhancements or modifications to the proposed 
governance structure, if any.  
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DART Executive Sponsors 
The Executive Sponsors will regularly provide input to critical project issues, business risk factors, and 
overall project status. The Executive Sponsors make important business decisions if the DART 
Business Leads are unable to come to a consensus. Additional responsibilities include any changes to 
project duration, scope, and/or budget. 
 
DART Business Leads 
The Business Leads are directors of the three directly affected County departments: Taxpayer 
Services, County Assessor’s Office, and County Examiner of Titles. The major roles and responsibilities 
include: 
 Provide strategic direction, business unit support, and guidance to the project 
 Negotiate resources (contracts, RFP, with other departments, etc.) 
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 Ensure appropriate subject matter experts, technical staff, and other leads participate and commit to 
the project 

 Approve design recommendations and process improvements 
 Assist in project management activities including issue resolution and decision making 
 Serve as central points for communication and catalysts for change 
 Visibly inspire others to embrace the project and commit to its success with integrity and enthusiasm 
 Meet regularly with Executive Sponsors to review critical project issues, risk factors, and the overall 

status of the project 
 Escalate project risk and other issues to Executive Sponsors, as appropriate 
 
DART Business Process Owners/Leads 
The business process owners/leads will serve as subject matter experts (defined under DART 
Extended Project Teams) with these additional roles and responsibilities: 
 Identify subject matter experts 
 Ensure division commitment and resources to the project 
 Coordinate division involvement and communication flow 
 Assist with change management and communication efforts 
 Help assess staff capabilities and training needs 
 Serve as a sounding board to project management 
 Help recognize and celebrate key milestones 
 With change manager, help overcome barriers and resistance 

 
DART Project Management Team 
The DART Project Management Team consists of the DART Portfolio Manager, DART Project 
Manager, DART Change Manager, DART Trainer, and IT Consulting Project Manager.  

 
DART Portfolio Manager:  The DART Portfolio Manager will oversee the project scope, milestones, 
and deliverables. The major roles and responsibilities include: 
 Daily program leadership 
 Monitor the project plan and resource requirements 
 Identify issues, assess risks, make decisions, and escalate to the DART Business Leads or 

Executive Sponsors as appropriate 
 Coordinate with other projects currently underway as appropriate 
 Supervise DART Change Manager and DART Project Manager 

 
DART Project Manager:  The DART Project Manager will provide overall project management. The 
major roles and responsibilities include: 
 Provide the overall daily project leadership 
 Achieves business objectives and goals 
 Implements cost-effective and efficient processes and technical solutions 
 Provides effective, clear project communication 
 Timely decision making 
 Manages business process change plan 
 Provides day to day direction to DART Business Analysts 
 
DART Change Manager:  The DART Change Manager will be responsible for defining and 
implementing the user adoption plan throughout the affected departments. The major roles and 
responsibilities include: 
 Administer and manage change, communication, and training plans 
 Facilitate knowledge and understanding of the project across affected departments 
 Assess change readiness of the business areas, identify barriers, and implement plans to resolve 

issues 
 Support knowledge transfer throughout the project 
 Work with functional leads and departments to develop future roles, responsibilities, and 

performance measures 
 Escalate issues to DART Business Leads and/or Portfolio manager, as needed 
 Supervise DART Trainer 
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 Collaborate with other County change managers to share knowledge and build best practices 
 

IT Consulting Project Manager:  The IT Consulting Project Manager is familiar with the current IT 
environment and will be responsible to ensure technical integrity and performance. The major roles 
and responsibilities include: 
 Provide leadership on all technical aspects of the project including IT architecture issues 
 Identify, evaluate, prioritize, and define other systems and process initiatives related to DART 
 Provide general network support, configuration of workstations, rollout of system updates, 

development of disaster recovery procedures, and capacity planning 
 Advocate for DART with the IT Department as we transition off the mainframe; partner with the IT 

Department when resources are needed 
 Ensure design includes appropriate privacy, security and disaster recovery and backup 

 
DART Extended Project Teams 
The DART Extended Project Teams consist of DART Business Analysts, Subject Matter Experts, and 
Technical Staff. 

 
DART Business Analysts:  The DART Business Analysts will perform overall business analysis 
centered around the business requirements.  

 
Subject Matter Experts:  The subject matter experts will play a key role in the business 
requirements development in their respective areas of expertise.  
 
Technical Staff:  The Technical Staff will play a key role in providing technical integrity and 
performance. The Technical Staff may include, but is not limited to, architects, developers, quality 
assurance specialists, testing team, etc.  
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4 PATMS Overview 
 
4.1 Overall Scope 

The PATMS project will transform how the County conducts business with customers as well as internal 
and external partners to provide countywide property assessment and tax management services. This 
project scope includes the following property assessment and tax management major functional areas:  
 

Taxing Districts and Taxing Areas: Facilitate the collection and distribution of tax revenues 
and fees for all taxing districts in Hennepin County by 
taxing area 
 

Property: Identify listed property in Hennepin County 
 

Classification: Classify the use of listed property in Hennepin County on 
an annual basis 
 

Valuation: Value listed property in Hennepin County on an annual 
basis 
 

Tax Base: Aggregate values of taxable property for the purposes of 
determining tax rates 
 

Tax Levy and Tax Rates: Calculate tax rates based on levies provided by taxing 
districts. In addition, spread the tax rates on the tax base 
 

Collect & Disburse Taxes: Collect taxes as well as fees and apportion the receipts 
to the taxing districts. Manage uncollected taxes and the 
subsequent management of forfeited property. 
 

 
In addition, the County seeks the following capabilities to improve operational efficiencies and customer 
services. Appendix F, Functional Requirements highlights the following areas. Proposers are invited 
and encouraged to submit value added functionality and services that may be of interest to the County 
to enhance and expand shared services, customer services, and business process management. 
 
 Shared Services: Enterprise analytics, enterprise content management, business rule 

management, reporting management, data exchange, security and identity management 
 
 Customer Services: Contact management with expanded access to services and information, 

including self-service options for the general public as well as business partners 
 

 Business Process Management: Establish business processes and rules to support the County’s 
property assessment and tax management operations. Manage workloads using workflow 
management tools, including GIS, field devices, OCR, and bar-coding capabilities. 
 



PATMS RFP Base v2.02.doc Page 19 of 49                                                                1/10/2011    

4.2 Business Process Models Overview 
The County has modeled future property assessment and tax management business processes using 
data flow diagrams that depict related inputs, activities, and outputs. Also provided are information and 
event models. Together, these models are the basis for defining the functional and technical 
requirements. All departments and divisions mentioned in Section 2.4 as well as other stakeholders 
were included in the business modeling effort. The business models and text can be found in Appendix 
I. 
Note that these models were developed in 2008, reflecting business processes in use at that time. 
Some of the processes have changed since then. Hennepin County has included these models for the 
Proposer’s reference only. 

 
Function Process(es) Sub-Processes 

Taxing Districts 
& 

Taxing Areas 
1.0 Identifying & Relating Property 

 1.1 Create or Modify Jurisdiction  
 1.6.* Manage and Maintain Tax Increment Financing (TIF) 

districts 
 

Property 
1.0 Identifying & Relating Property 
 
2.0 Tracking Ownership & Interests 

 2.1 File Deed  
 2.2 File Plat  
 1.4 Identify Personal Property 
 1.2 Prepare Division 
 1.3 Complete Division 

Classification 3.0 Assess Property 
 

 3.7 Determine Exemptions, Credits, Deferred Valuations 
 3.7.1.* Green Acres 
 3.7.4 Homestead Valuations 
 3.7.2 Deferred Valuations - Platted Land 
 3.7.3 Deferred Valuations – Exemptions 
 

3.0 Assess Property 
 
 

 3.1 Develop Preliminary Real Estate Assessments 
 3.1.2.5 Develop Residential Building Rates 
 3.1.2 Develop Residential Valuation 
 3.1.2.6 Determine New Land Values 
 3.1.3.5 Develop Commercial / Industrial / Apartment Property 

Valuation 
 3.1.3 Develop Commercial / Industrial / Apartment Mass 

Valuation 
 3.1.3.5.3 Apply Modified Market-Cost Approach 
 3.6.1 Personal Property (manufactured homes, leaseholds, 

airports) 
 3.8 Manage Current Assessment Year Changes with Traceability 
 3.11b Assessment Values and Classification Adjustments 
 

3.2 Sales Ratio Analysis 
 8.* Certificates of Real Estate Value  
 3.2 Sales Ratio Study 
 

Valuation 
 

3.5 Appeals 
 

 3.5.4 Local Board 
 3.5.4.4 County Board 
 3.5.5.* Tax Court 
 

Tax Base 4.0 Determine Taxes 
 4.1 Determine Contribution Value (Fiscal Disparities) 
 4.2.1 Determine Tax Base for Taxing Jurisdiction 
 4.2.1.6 Determine TIF Percentage 

*Additional sub process models have been developed 
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Function Process(es) Sub-Processes 

Tax Levy & 
Tax Rates 4.0 Determine Taxes  

 4.2 Determine Proposed Taxes 
 4.4 Handle Adjustments (Abatements) 
 4.2.6.1 Apply Transmission Line Credit  
 4.2.6.2 Determine Agricultural Preserve Credit  
 4.2.6.3 Apply Senior Deferral Amount 
 4.2.3 Determine Tax Rate 
 4.9.3 Determine Final Tax Rate 
 4.2.4.* Spread Across Individual Parcels  
 4.9.4.* Extend Final Taxes  
 4.2.1.6 Determine TIF Percentage 
 3.7 Tax Credits/Exemptions/Extensions 
 3.11b.5 Determine Tax Amounts 
 4.7 Generate Tax Statements 
 4.10 Adjust for Special Assessments 
 12.1 Bond Register and Reporting 
 

5.0 Collect & Disburse Taxes & 
Revenue 

 5.1 Validate Payment 
 5.4 Allocate Payment Received 
 5.6 Daily Cash Balance 
 5.11 Settle and Distribute Payments  
 7.8 Settle TFL Fund 
 11.1 PILOT 
 11.2 Aggregate Tax 
 

6.0 Administer Delinquencies 

 6.1 Conduct Take to Judgment 
 6.11 Develop Confession of Judgment Payment Plan 
 6.2 Administer Forfeitures 
 

Collect & 
Distribute 
Revenue 

7.0 Manage Tax Forfeited Properties 

 7.1 Evaluate Forfeited Property 
 7.2 Dispose of Forfeited Property 
 7.2.3 Auction Property 
 7.3 Repurchase Forfeited Property 
 7.4 Conduct Property Management 

*Additional sub process models have been developed 
 

 
4.3 Business Process Improvements and Working Assumptions 

As the project team defined the assessment and tax management business models (Appendix I), 
several working assumptions were also developed to describe expectations of a new PATMS. They 
include: 
 The ability to establish process and data consistency so the County can perform their property 

assessment and tax management responsibilities for forty-eight (48) municipalities and over 
420,000 tax parcels.   

 The ability to work in multiple years for property assessment and tax management functions; note 
that a single cycle of work can span over three or more years  

 The ability to manage data across County departments to complete the property assessment and 
tax management functions 

 The ability to classify property on its current use and value property at its highest and best use  

 The ability to use tax levies to determine tax rates as well as using tax rates to determine levies 

 The ability to settle upon receipt of tax payments (apportion each payment to the appropriate taxing 
districts by tax parcel, payable status, and fund) 

 The ability to centralize the storage of information  
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 The ability to electronically transfer data to and from major partners (e.g., City of Minneapolis, taxing 
jurisdictions, MN Department of Revenue, and other County systems/departments) 

 The ability to produce and store standard as well as ad hoc reports so that they can be made widely 
available to our users and customers  

 The ability to model the impact of potential legislative changes  
 

4.4 Requirements Overview 
The County has developed the property assessment and tax management functional and technical 
requirements based on the business process models. The functional and technical requirements can 
be found in Appendices F and G. These requirements are grouped into seven major sections: 
 

1. Manage Property & Tax Areas 
2. Classify Property 
3. Value Property 
4. Manage Levy & Extend Tax 
5. Collect & Distribute Taxes, includes Administer Delinquencies and Manage Forfeitures 
6. General System Support 
7. General Technical Support 

 
For ‘Best of Breed’ providers, please respond to all requirements, indicating with an “N/A” if the 
requirement is not satisfied by their software product. 
 
 

4.5 Key Assumptions  
Proposers should consider the following information in formulating their proposals: 
 
General 
 
A. The County shall rely upon the representations made during the RFP process, including your 

Proposal, for the selection of the PATMS firm(s). The successful Proposer(s) shall be required to 
warrant that the representations are accurate, and shall accept full responsibility for its 
conformance. The County requests that special care be taken when responding to, but not limited 
to, the technical and functional requirements matrices. 

 
B. The County reserves the right to reject any proposals it determines are not responsive to the RFP 

or if such action is deemed to be in the best interest of the County. The County further reserves the 
right to reconsider any proposal submitted at any phase of the procurement. It also reserves the 
right to meet with select firms at any time to gather additional information. The County reserves the 
right to delete or add functionality until the final contract signing. 

 
C. Any/all third-party software solutions proposed as part of this solution to meet the functional or 

technical requirements are subject to the same requirements of this RFP, unless otherwise stated. 
 

D. The County expects to formalize all participating parties’ rights, duties and obligations in contractual 
agreements. 

 
E. If the County is not satisfied with the qualifications, costs, terms, or experience of an 

implementation firm or any third-party solution, it reserves the right to request that the software firm 
implement its own software, propose a new implementation provider, or propose a new third-party 
solution. If the County is not satisfied with the quality or experience of the implementation 
proposed, the County also reserves the right to select the software product only as part of this 
procurement, and negotiate with another implementation provider, whether or not they respond to 
this RFP, and/or issue another RFP for implementation services. All providers submitting 
proposals, by virtue of doing so, are recognizing that the County retains these options. 
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4.6 Use Rights and Pricing  

A. License grants:  The County requires a paid-up, perpetual, non-exclusive license to use and modify 
the software, unless specified otherwise.  The enterprise shall be solely defined by the County, 
including but not limited to, municipalities, affiliates, partners, volunteers, consultants, and 
residents, as part of the County’s business operation.  To realize the best value, County is willing to 
evaluate defined user, per seat, and/or enterprise pricing/licensing models. 

 
B. Source Code:  The County shall receive one copy of the software source code, and comments 

therein, agreeing not to use, resell or impair the proposer’s proprietary interests in the source code.  
The County shall have the right to modify the source code to enable the County to continue its 
business operations. The County shall receive the source code for all updates, versions and 
releases of the software made available during the contractual relationship of the parties.  

 
C. Custom Developed Materials or Software: The County intends that all right, title, and interest in all 

material or software developed, conceived or originated in association with any performance under 
an Agreement related to the RFP, including work that is completed by subcontractors, shall be 
completed as “work for hire” and shall be the exclusive property of the County. The Proposer’s shall 
facilitate the assignment of the subcontractor(s) intellectual and ownership rights to the County and 
include contractual language in its subcontractor’s agreement to ensure the County’s ownership 
rights.  Or, alternatively, County requires a paid-up and perpetual license to use and modify all 
material or software developed, conceived or originated in association with any performance under 
an Agreement. 

 
D. The County requests the pricing associated with this RFP be a proposal price that must remain 

open and in effect for nine (9) months from the proposal submission deadline. The pricing 
submission should be submitted with the written proposal in a detachable sealed section of the 
response as noted in Section 6. Pricing worksheets are included in Appendix D. Certain Proposers 
may be asked to update their costs submissions with a best and final offer subsequent to the 
solution presentation. 

 
E. The County is requesting a detailed cost proposal for license fees, implementation costs, data 

integration costs, data conversion costs, maintenance, support cost, and all other costs for a total 
project cost for ten (10) years.  
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5 RFP Overview 
5.1 County Contact Information 

During the RFP Selection Process, the County has designated Timothy Jorissen and Mark Perfetti as 
the only points of contact. The County requests that you do not contact any other County officials, staff 
or consultants hired by the County.  

 
Questions to: 
Timothy Jorissen 
Purchasing and Contract Services 
A-1705 Government Center 
300 South Sixth Street 
Minneapolis, MN 55487-0175 
Timothy.Jorissen@co.hennepin.mn.us  
 
Copy to: 
Mark Perfetti 
DART Division 
A-624 - Government Center 
300 South Sixth Street 
Minneapolis, MN 55487-0060 
Mark.Perfetti@co.hennepin.mn.us  
 
Telephone calls will not be accepted. The closing date for receipt of written questions will be on Friday, 
February 25, 2011 by 4:00 p.m., CT. 
 

5.2 Hennepin PATMS Web Page 
Information about this RFP, including electronic copies of documents, will be located on the Hennepin 
PATMS web page (www.hennepin.us/PATMSrfp).  
 

5.3 Questions, Addenda, Errors 
Questions concerning any aspect of this RFP, including requests for interpretation or clarification, 
should be submitted by electronic mail to both contacts listed previously in this section with the subject 
line “QUESTION PATMS RFP”. Please number your questions, and if in reference to a specific section 
or Appendix in the RFP, indicate immediately after the question number whether the question is from 
the RFP or provide the appendix letter, followed by the appropriate section number, Excel sheet tab, 
business requirement number, or other identifying information, (e.g. "Question 1, RFP, section 5.8" or 
"Question 1, Appendix H, Use Case ID1, Key Point  A. Step #1" or "Question 1, Appendix O, Value 
Property tab, Bus. Req. #F-CRV5").  
 
If a question is not in reference to a specific part of the RFP or an appendix, use the format "Question 
1, General Question."  The County reserves the right to return any questions to the sender for 
resubmission if they are not in this format or are otherwise ambiguous. Questions by telephone will not 
be accepted. The closing date for receipt of questions is Friday, February 25, 2011 by 4:00 p.m., CT.  
 
Answers to questions that in the County’s sole discretion are beneficial to all potential Proposers will be 
answered via periodic posting on the Hennepin PATMS web page. Questions that are redundant or 
whose answer can be readily found in the RFP will receive a reply email but the answers will not be 
posted. The County reserves the right to refrain from answering questions regarding project budget, 
weighting of evaluation criteria or any other matter that in the County’s sole discretion are not in the 
County’s best interest to disclose. 
 
Addenda - Issues arising in the course of the question and answer process or by any other means that 
in the County’s sole opinion materially affect this RFP will be published in the form of addenda, which 
shall be posted on the Hennepin PATMS web page. The County reserves the right to add, change, or 
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delete any provision or statement in the RFP at any time prior to the proposal due date. Any such 
addenda will be posted on the Hennepin PATMS web page. It is the responsibility of each prospective 
Proposer to assure receipt of all addenda.  
 
Errors - Should the Proposer believe that an error appears in the RFP documents, Proposer shall 
immediately notify the County contact listed in this section, by email or in writing, no later than Friday, 
February 25, 2011 by 4:00 p.m., CT.  

 
5.4 Estimated Time Line 

A. January 10, 2011  Release of RFP 

B. January 31, 2011  Pre-proposal Q&A Web Based Session  

C. February 25, 2011  Closing Date For Written Questions 

D. February 25, 2011  Closing Date for Error Notification 

E. March 11, 2011  Proposal Due 

F. April 1, 2011  Invitations to Present 

G. April 11 – May 2, 2011  Proposer Solution Presentations Using County 
Use Cases; Reference Calls 

H. May 23, 2011  Product(s) Selection 

I. Begins May 2011  Contract(s) Negotiations 

J. Summer 2011  County Board Approval of Contract 
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5.5 Evaluation Criteria 
Proposals will be reviewed by Hennepin County staff based on the following criteria. Please note, the 
order of the evaluation criteria does not imply priority or evaluation weight so that Proposers do not 
focus their responses to certain key areas. 

 

Evaluation Criteria Description 

 Closeness of fit Solution’s ability to provide the required 
functionality for the County 

 Implementation 
Proposer’s ability to provide and execute an 
implementation methodology to maximize the 
proposed solutions capabilities at the County 

 Data Integration Solution’s ability to exchange data with other 
systems and processes  

 Technical and architectural fit 
Solution’s ability to meet the County’s technical 
and architectural needs and build a 
maintainable, flexible, and scalable platform 

 Proposer’s support Proposer’s ability to provide the desired 
ongoing support 

 Proposer’s product roadmap 

Proposer’s product roadmap with a timeline of 
major planned releases and expected system 
enhancements that will create additional value 
when implemented 

 Proposer’s profile and characteristics Proposer’s history, references, financial 
strength, and organization structure 

 Proposer’s product profile Proposer’s product history, major components 
(modules) and releases 

 Cost 
Ten (10) year total cost of ownership for the 
proposed solution, including all maintenance, 
upgrades, etc. 

 

5.6 Evaluation Process 
The County will use a three (3)-step evaluation process to select the preferred Proposer(s). The County 
reserves the right to determine, in its sole and absolute discretion, whether any aspect of a proposal 
satisfactorily meets the criteria established in this RFP. The County shall have sole and absolute 
discretion in deciding to continue, modify, waive, or cancel any or all steps in the evaluation process, 
including the determination of whether to include a Proposer in this process and/or whether to advance 
them into a subsequent phase of consideration. The County reserves the right to alter the entire 
selection process at its discretion. 
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Step One 
Proposal Review: The County will review and verify that the functional, technical and general system 
requirements have been satisfied. The County, at its sole and absolute discretion, will select the top 
proposals that will proceed to the next step in the evaluation process.  
 
Responses must indicate present capability. Representations that future developments or custom 
development will satisfy the requirement must be accompanied by specific wording stating the 
commitment to meet the requirement before system deployment. The County reserves the sole and 
absolute discretion in judging whether such future and/or custom developments actually satisfy the 
stated requirements in this RFP. 
 
An acceptable alternative is one that the County considers satisfactory in meeting a requirement. The 
County, at its sole discretion, will determine if the proposed alternative meets the intent of the original 
requirement. The County at its sole discretion may waive or convert a requirement to a desirable 
feature. 
 
Step Two 
Solution Presentations and Reference Calls:  The selected Proposer(s) will be asked to demonstrate 
their proposed solution using the County-specified business case scenarios. Upon selection, the 
Proposer(s) will demonstrate the property assessment and tax management business use cases and 
supporting documentation (Appendix H). The presentations will be held at the County.  
 
In addition, the County may make reference calls to evaluate the proposal. The County, at its sole and 
absolute discretion, will select the top proposals that will proceed to the next step in the evaluation 
process.  
  
Step Three 
Clarification and evaluation update:  Proposers may be invited to provide clarification of their 
submissions. The County will further evaluate the remaining proposals using any or all of the following:  
site visits, reference calls, demonstrations with county-specific property data following county-specified 
scripts, clarification results, and/or re-evaluation of solution presentations, original submissions, 
technical requirements or any other evaluation criteria the County chooses to consider that is in the 
best interest of the County. Following this step, selected Proposers may be invited to enter into a 
implementation planning and contract discussions with the County.  

 
5.7 Cost 

Proposers are asked to provide cost information plus a CD-ROM version of Appendices D, F, G and L 
under a separate sealed envelope (see Section 6.2.10). The County will consider cost as an evaluation 
factor.  
 
Initial and ongoing software costs:  The financial evaluation will be based on the total (life cycle) cost of 
the system over a period of ten (10) years as provided by the Proposer’s response to this RFP and as 
established by the County for hardware/software and system operations (including third party software). 
The County reserves the right to adjust cost proposals to reflect factors that, in the County's judgment, 
would result in more accurate costs in this environment. 
 
Hardware and Infrastructure Costs:  The County may conduct a separate evaluation process to 
determine the cost of system hardware. The County at its sole and absolute discretion may choose 
another purchase process for system hardware (e.g., existing County contracts). The intent of this 
evaluation is to determine the best price for the hardware, system software, support, and other system 
components. 
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5.8 Product and Service Method Variations 
It is recognized that each Proposer may have unique or typical methods of service delivery. It is not the 
intention of the RFP to disqualify a Proposer due to variations in service delivery that do not affect 
quality and performance. Any proposal offering professional services of quality and performance 
equivalent to or better than requested, which provides the necessary service, will receive full 
consideration for award. Proposers are invited and encouraged to submit alternatives that may be of 
interest to the County in addition to the solutions that meet the business requirements.  
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6 Required Format of Proposal 
In order to assist the County in comparing responses, all Proposers are required to adopt the following 
format for their response. In the event a response is prepared by Proposer’s agent, Proposer, by 
allowing submission of the response, warrants that the agent is duly authorized to submit the response 
on Proposer’s behalf, that all matters contained in the response are certified as true and accurate and 
Proposer further agrees to be bound by all matters in the response. 
 
Proposals should be prepared as simply and economically as possible while providing straightforward 
and concise delineation of the Proposer's capabilities to satisfy the requirements of the RFP. Fancy 
binding, colored displays, promotional material, etc., are neither necessary nor desired. Technical 
literature about the Proposer's experience and qualifications may be included. However, the emphasis 
should be on completeness and clarity of content. In order to expedite the evaluations, it is essential 
that specifications and instructions contained in this document be followed as closely as possible. 
 
Each Proposer must submit their proposal in two formats; paper and electronic. Acceptable formats 
include Microsoft Word, Excel or PDF. There must be an original and twelve (12) copies of the written 
proposal and two (2) electronic files of all the submitted material on separate CDs or DVDs. The County 
must receive proposals no later than 4:00 p.m., Central Time (CT), March 11, 2011, at the following 
address: 
 
Hennepin County Purchasing and Contract Services 
c/o Timothy Jorissen, Contract Administration 
A-1705 Hennepin County Government Center 
300 South Sixth Street 
Minneapolis, MN 55487 
RE: Property Assessment and Tax Management RFP 
 
THIS IS A MAILING ADDRESS ONLY. Please refer to “Hennepin County PATMS Team” as the 
salutation in the transmittal letter, or on the cover of your proposal or any other such references. 
 
Phone: 612-348-3181 (For Overnight Courier Use Only – Please do NOT call for questions) 
 
The County will not accept proposals submitted by telegraph or facsimile. The County is not 
responsible for delays or losses caused by the U.S. Postal Service or any other carrier or delivery 
service. The County reserves the right to accept proposals after the date specified above.  
 

6.1 Proposal Format 
Paper Format [An original and twelve (12) copies] 

A. The written Proposals response must include all sections (chapters) and be prepared and 
submitted on standard 8.5” by 11” paper. Foldouts containing charts, spreadsheets, and oversize 
exhibits are permissible. Figures, charts, spreadsheets, and tables must be numbered and 
referenced by section number and question number. They should be placed as close as possible to 
the referencing text. Pages must be numbered consecutively within each section of the proposal 
showing proposal section number and page number. 
 
B. Follow the instructions provided in each chapter for separating, binding, and/or labeling the 
major sections (chapters) of your submission.  Specifically, note the special instructions related to 
cost elements in Appendices F, G and L. 
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Electronic Format [Two (2) copies on CD or DVD] 
The electronic Proposal response should be prepared and each submitted on a separate CD or DVD.   
 
When requested by the County, Proposers shall supply all referenced manuals, including but not limited 
to manuals, which cover the following: system documentation, installation-planning materials, technical 
specifications for hardware and software, training materials, and user manuals. 

 
6.2 Content of Proposals 

The County will consider solution proposals that meet the requirements as well as providing data 
migration and systems integration services to ensure that the solution conforms to County standards.  
 
The County requests that you separate your responses into twelve (12) Chapters that represent your 
products, services, qualifications and ability to perform. When responding, to each narrative, please use 
the corresponding label provided; for example, the transmittal letter should be labeled “1.a Transmittal 
Letter”. Acceptable formats include Microsoft Word, Excel or PDF. 
 
Proposers shall be prepared to provide and will be evaluated on all of the listed services, but the 
County reserves the right to award all or part of the full suite of services to a selected Proposer. For 
each service, the Proposer(s) must provide sufficient information regarding specific strategies and 
approaches for a complete evaluation by the County.  
 
Note that the minimum expected project deliverables corresponding to each service will be highlighted 
in the respective sections, and the Proposer(s) should acknowledge the need to achieve the expected 
deliverables. The Proposer(s) may propose additional deliverables to differentiate its solution or 
propose alternative deliverables provided the overall needs of the County are met. 

 
6.2.1 Chapter 1 – Transmittal Letter and Executive Summary 

Chapter 1 of your proposal contains a transmittal letter, executive summary and proposal certification.  
Below is a description of each component with submission requirements.  

 
1.a Transmittal Letter: 

 Name of Proposer representative (each Proposer must appoint an individual to 
represent the Proposer for all facets of this acquisition) 

 Title 
 Name of company 
 Address 
 Telephone number 
 E-mail address 
 Statement of intent to propose 
 Signature of an authorized officer of the firm. If this is a joint proposal, then the 

County would require that all parties sign consistent with the Key Assumptions in 
Section 4.5. 

 The transmittal letter must be on the Proposer's letterhead and signed by a person or 
persons authorized to make obligations committing the Proposer(s) to the proposal. 

 
1.b Executive Summary: 

 A brief summary of the proposal. 
 A high-level overview of your product(s) and the distinguishing characteristics of your 

proposal. A diagram would be useful in helping the County understand how the 
proposed system(s) relates to current systems identified. 

 Total number of organizations using the proposed system(s). 
 List of public sector organizations using the proposed system(s). Include the 

following information: 
 Name of the organization 
 Number of parcels  
 Application version and length of time in production 
 Modules in use 
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 Other services provided 
 Describe how closely the proposed system(s) match the County’s needs. 
 Provide an overview of the Proposer’s credentials in public sector organizations. 
 Summarize the recommended critical success factors, key challenges and high-level 

strategies for the County. 
 

1.c Proposal Certification: 
 A specific statement warranting that for a period of ten (10) years after acceptance of 

the System, that the System shall be upwardly compatible with future software 
releases and shall be supported by the Proposer.  

 
6.2.2 Chapter 2 – Proposer Profile and Implementation Consultant Overview 

Chapter 2 of your proposal contains an overview of the Proposer(s) (including sub-contractors) 
represented in this response. Please reply to all questions for each Proposer involved. In addition to 
your overview please address the following items.  

 
2.a Proposer(s) Structure: Describe the proposing Proposer(s) structure (corporation, 

partnership, or privately held). 
 

2.b Proposer History:  Please provide a history of the software and implementation firms 
included in this proposal, including third party software providers and sub-contractors.  
 
Describe the number of years the companies in this proposal have been in software and 
professional services. 
 
Please provide a detailed description of the PATMS implementations jointly completed 
by all firms in this proposal. Overview of Proposers’ experience level in developing, 
configuring or customizing similar solutions, including length of experience and number 
of past/present customers. 
 
Please list and describe previous and existing sales of products similar to those 
anticipated hereby to Minnesota entities. 
 

2.c Financial Information: For all companies proposed in this proposal (including sub-
contractors), provide an overview of the companies’ financial stability in terms of the 
past year, three (3) years, five (5) years and finally seven (7) years. In addition to your 
overview, please address the following items.  
 

 2.c.1 Describe any litigation or pending litigation arising from any of the firms’ 
performance in the last five (5) years. 

2.c.2 Describe any investigations of any of the proposing firms by state or federal 
regulatory or law enforcement agencies in the last ten (10) years. 

2.c.3 Describe the amounts and types of professional liability insurance and the name of 
the carrier. Please provide a copy of the certificates of insurance. 

 
It is the Proposer’s responsibility to provide qualified professionals to meet the goals, tasks and 
objectives as detailed in this RFP. In Chapter 2, the Proposer shall address the following.  
 

2.d Project Continuity: Describe the approach to ensuring project continuity and availability 
of staff required for the project. 
 
Provide a proposed organizational chart and staffing plan that depicts the positions, by 
title, and the number of individuals being proposed to satisfy the requirements of this 
RFP.  

 
The staffing plan should include identifying key County positions and skill sets needed to 
complete the project team.  
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2.e Identify “Key Persons”: These individuals are those with primary project management, 

technical expertise or supervisory responsibilities or those who have critical influence on 
or substantive control over operations.  
 
Proposers must include the resumes for each “Key Person”. Furthermore, the Proposer 
shall disclose all current assignments for which a “Key Person” is dedicated in whole or 
in part.  
 
In the event that a “Key Person” will dedicate any portion of their time to a project other 
than the County’s PATMS project, the Proposer will explain how staff reassignments 
would be handled upon execution of this contract to make the key staff available to the 
County. The County reserves the right to approve Proposer staff proposed for key 
positions. The County expects that key individuals will provide services on this project 
from start to finish ensuring continuity and success. 

 
For all Key Persons, and all other staff, the Proposers are requested to provide hourly 
rate pricing in the appropriate sections of Appendix D, Cost Proposal.  
 

2.f Project Team Resumes: Provide a resume for each proposed team member for all 
implementation firms and subcontractors in this proposal.  
 

2.g Proposer and Subcontractors:  Proposers should include information with regard to the 
organization’s resources that it deems advantageous for the successful provision of the 
requested products and services. This might include management capabilities and 
experience, technical resources, and operational resources not directly assigned to this 
project, but available if needed. 
 
Subcontractor Information:  The Proposer should list any subcontractor’s name, address 
and state of incorporation that are proposed to be used in providing the required 
products and services. The subcontractor’s responsibilities under the proposal, 
anticipated dollar amount for subcontract, the subcontractor’s form of organization, and 
an indication from the subcontractor of a willingness to carry out these responsibilities 
are to be included for each subcontractor. This assurance in no way relieves the 
Proposer of any responsibilities in responding to this RFP or in completing the 
commitments documented in the proposal.  

 
The Proposer shall also identify whether the subcontractor is a Certified Small Business 
Enterprise or may qualify as a Certified Small Business Enterprise, as defined in the 
County’s CERT Program in Section 7.5. A directory of certified firms can be located at 
the following web site: www.govcontracts.org. Small businesses that may qualify for 
certification can also contact the CERT collaborative at the web site or by calling 651-
266-8900. The County may request documentation of good faith efforts if the goal has 
not been achieved. 
 

2.h Performance Expectations: The County anticipates that the selected Proposer will work 
closely with County staff and current County contractors in the execution of the 
Proposal. The Proposer shall note the following guidelines when deliberating its staffing 
plan: 
 
The Proposer must dedicate a Proposer Project Manager to work directly with the DART 
Project Manager.  
 The Proposer must assist the County in providing a support team of senior staff to 

ensure quality of the PATMS has been delivered.  
 It is preferred that the Proposer’s staff used to fulfill the requirements of this RFP will 

work on-site at the project office located in Minneapolis. However, Proposer can 
recommend alternative working arrangements.  
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 Any staff proposed that may need to work off-site in Minneapolis must be approved 
by the DART Project Manager.  

 The Proposer shall ensure that the contracted staff work as necessary, being 
available for the business hours of 8:00 AM to 5:00 PM Central Time, Monday 
through Friday. All contracted staff work schedules will be approved by the DART 
Project Manager, or designee. Staff may be required to work outside of the above 
stated PATMS normal business hours upon request by the DART Project Manager, 
or designee. Any staff that is required to work on the weekend to support PATMS 
must be prior approved in writing by the DART Project Manager, or designee. If 
contracted staff works on the weekend to support PATMS without prior-approval in 
writing by the DART Project Manager, or designee, the Proposer will incur the cost of 
this work. 

 
2.i Proposers must describe their ability to provide the minimum expected deliverables 

along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

 
The PATMS minimum expected project deliverables associated with establishing the project team are 
listed below.  

 
      Staffing 

1 Project Staffing Plan (Written Deliverable) 
2 Organizational Chart (Written Deliverable) 

 
6.2.3 Chapter 3 – Overall Solution and Approach  

Chapter 3 of your proposal contains an overall description of the proposed solution.  
 

3.a Describe the proposed solution and overall approach, including a summary of the 
proposed solution set (software, hardware and professional services) to meet the 
County’s business needs. 
 

3.b Describe the proposed solution’s ability to support the business improvement goals and 
workings assumptions described in section 4.3. 
 

3.c Describe how the proposed solution fits into a Service Oriented Architecture model.   
 

3.d Describe how the proposed solution is designed to take full advantage of GIS.  Provide a 
list of GIS features and functions as they relate to CAMA, Property Tax Calculation, 
and/or Property Tax Billing and Collections, if available. 
 

3.e Provide a high level description of the proposed solution’s architecture.  
 

3.f Identify factors which distinguish this solution from others, including but not limited to: 
3.b.1 Functional and Technical Requirements. 
3.b.2 Shared Services as described in section 4.1. 
3.b.3 Customer Services as described in section 4.1. 
3.b.4 Business Process Management as described in section 4.1. 
 

3.g Provide a product roadmap (timeline of major planned releases and expected system 
enhancements) for the proposed PATMS. 
 

3.h Describe the proposed solution’s look and feel. 
 

3.i Describe the proposed solution’s ease of use. 
 

3.j Describe the types of ongoing support after the proposed solution’s final acceptance. 
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6.2.4 Chapter 4 – Project Oversight and Management  
Chapter 4 of your proposal contains the required project narrative responses and sample 
deliverables. Proposers must respond to all narrative response sections that apply to the services 
and software proposed.  
 
The areas of project management to be undertaken by the Proposer include, but are not limited to, 
project work plan, tracking progress, project issues and risks, project scope changes and quality 
assurance. Proposal responses should specifically address the following areas: 

 
4.a Governance - Proposers must acknowledge the County governance guidelines (Section 

3.4) and highlight suggested enhancements or modifications to the proposed structure, if 
any.  
 

4.b Project Management and Software Development Life Cycle (SDLC) Expectations – The 
County follows a Software Development Life Cycle for any system development project 
as described in Appendix N. Review the requirements described in Appendix N and 
describe a proposed SDLC approach that the County may adopt. Upon selection, the 
Proposer shall be prepared to work with the County on further customizing the SDLC 
standards for the PATMS project. The Proposer shall also be prepared to accommodate 
changes to the approved SDLC, if necessary, during the project. 
 

4.c Preliminary Work Plan – The County considers a clear and structured project work plan 
essential to the successful completion of this project and requests that the Proposer 
provide a proposed, preliminary project work plan as well as a description of how the 
project schedule will be successfully accomplished. The preliminary work plan should 
contain the following: 
 
 Tasks / Task Dependencies 
 Schedule, including proposed go-live date(s) 
 Key Milestones and Associated Deliverables, including the expected deliverables 

listed in this section  
 
Refer to Appendix D, Cost Proposal (“Implementation Cost”), for the expected 
deliverables and corresponding milestones. The County also understands that this work 
plan will be finalized prior to the start of the PATMS project. 
 

4.d Tracking Progress – Describe the proposed approach and system of tracking progress 
and targets during the project. The approach should include types of written reports and 
meetings essential to project success. 
 

4.e Risk Management – Provide the proposed approach to identifying, documenting, 
evaluating and resolving risks. 
 

4.f Issue Management – Provide the proposed approach to identifying, documenting, 
evaluating and resolving project issues. 
 

4.g Change Control Process – Provide the proposed approach to identifying, documenting, 
evaluating and implementing proposed scope or requirement changes. This change 
control process should include a method for setting priorities and allocating resources. 
Approval of this process should follow the standards identified in Section 3.4, 
Governance Structure. 
 

4.h Quality Assurance Approach – Describe the quality standards that the County may 
consider in evaluating the developed system. The Proposer should relate the quality 
assurance approach to the verification and validation process prior to County 
acceptance. 
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4.i Proposers must describe their ability to provide the minimum expected deliverables 
along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

4.j Provide sample Progress Reports 
4.k Provide sample Change Control Process 
4.l Provide sample Risks and Issues Log 

4.m Provide sample Communications Plan 
 

The PATMS minimum expected project deliverables for Project Oversight and Management services 
are noted below. 

 
 Project Oversight and Management 

1 Project Charter (Written Deliverable) 
2 Progress Reports (Written Deliverable) 
3 Project Scope Document (Written Deliverable) 
4 Preliminary Project Plan (Written Deliverable) 
5 Risks and Issues Log (Written Deliverable) 
6 Project Management Plan (Written Deliverable) 
7 Communications Plan (Written Deliverable) 
8 Detailed Project Plan (Written Deliverable) 
9 Development Work Estimate (Written Deliverable) 
10 Strategic Quality Assurance Plan (Written Deliverable) 
11 Risk Management Strategy and Plan (Written Deliverable) 
12 Issue Management Plan (Written Deliverable) 
13 Change Control Plan (Written Deliverable) 
14 Business Process Modification and Improvement Plan (Written Deliverable) 
15 Disaster Recovery Plan (Written Deliverable) 
16 Application Performance Plan (Written Deliverable) 

 
6.2.5 Chapter 5 – Data Integration, Data Migration and Implementation 

Chapter 5 of your proposal contains data integration, data migration and implementation services.  
 
Please use Tab 2 of Appendix L to describe what types of information (e.g. property values, etc.) your 
solution will require from other business systems. Also describe what types of information your 
solution would provide to other business systems. Please base this description on your experiences 
with sites of comparable size to Hennepin County.  
 
An inventory of the County systems as well as the business models involved are included in 
Appendices I and K. Appendix L contains the data integration points that are in scope for this 
proposal. The Proposer(s) shall indicate approximate costs involved in providing data integration, 
data migration and implementation services in Appendix D.  
 
Chapter 5 of your proposal contains narrative responses to the following overview questions.  
Responses must include specific recommendations in transitioning from the County’s legacy systems 
and ancillary systems to your solution.  
 

5.a Describe your proposed methodology and approach to system implementation. 
 

5.b Describe your proposed methodology approach to, and experience with systems 
integration at the database, application and user interface levels. Please consider 
information provided in Appendices L when formulating your response. Use the Data 
Integration Questionnaire, the Data Integration Summary Table and the Product Specific 
Data Integration Table found on Tab 2 of Appendix L to provide your responses. 
 

5.c Describe your proposed methodology and approach to business process modification 
and improvement, including detailed requirements and business rules definition.  
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Review the business models presented in Appendix I and describe how the models will 
be used in the implementation of the proposed solution.  
 

5.d Describe your proposed methodology and approach to data migration given your review 
of the systems and data stores presented in Appendix K.  As part of your approach, 
describe how automated and manual data migrations will be planned; the tools available 
to define data, to address data quality issues, and to facilitate the migration process; and 
the roles/responsibilities of creating/maintaining the logical model/enterprise metadata 
model.  
 
For the systems and data stores marked as ‘automated’, provide a general cost estimate 
of migration services in Appendix D, Cost Proposal. 
 

5.f Describe your proposed methodology and approach to software updates for patches, 
bug fixes, enhancements and new releases, including the process by which software 
changes are moved from development through the various environments.  
 
Also describe how interfaces and customizations are brought forward in an upgrade 
process.  
 

5.g Proposers must describe their ability to provide the minimum expected deliverables 
along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

 
The PATMS minimum expected project deliverables for data integration, data migration and 
implementation are listed below. 
 

Data Integration 
1 Data Integration Plan  (Written Deliverable) 
2 Integrations Design Documentation (Written Deliverables) 
3 Execute Data Integrations (Activity Deliverable) 

 
Data Migration 
4 Data Migration Plan (Written Deliverable) 
5 Data Migration Documentation (Written Deliverable) 
6 Execute Data Migration (Activity Deliverable) 
7 Conversion Environment Installation (Activity Deliverable) 

 
Implementation (Configuration and Customization) 
8 Implementation Plan (Written Deliverable) 
9 Configure Solution According to System Design Specifications and Business Requirements 

Specifications (Activity Deliverable) 
10 Business System Cutover Plan (Written Deliverable) 
11 Technical and Operational System Cutover Plan (Written Deliverable) 
12 Execute System Cutover (Activity Deliverable) 
13 Certified Production Environments Installation (Activity Deliverable) 

 
Testing 
14 Data Validation Plan (Written Deliverable) 
15 Test Plans, including User Acceptance Test (Written Deliverables) 
16 Execute Test Plans (Activity Deliverables) 
17 Demo Environment Installation (Activity Deliverable) 
18 Certified Testing Environment Installation (Activity Deliverable) 
19 Completed System and User Acceptance Testing (Activity Deliverable) 
20 Final Test Completion Report (Written Deliverable) 
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6.2.6 Chapter 6 – Functional Requirements  

Chapter 6 of your proposal contains narrative responses to the following overview questions.  
 

6.a Depict the overall system design graphically. In addition, describe all software 
components and briefly explain how each contributes to the overall functionality of the 
proposed solution. Include a full disclosure of any and all third-party software needed 
and the context in which it is used.  
 

6.b Describe configuration capabilities that can enhance these base software functionalities 
detailed in Appendix F.  
 

6.c Describe any value-added services that you offer to enhance and expand on the 
County’s business requirements. 
 

6.d Review Appendix J Statutory Forms/Statements and Operational Reporting 
Requirements. Describe your development strategy which should include:  
 

 6.d.1 Describe your approach to developing the Statutory Reports, Files, Statements 
and notices. 

 
 6.d.2 Describe the proposed solution’s ad hoc and standard report development, 

modification and retention features.  
 

 6.d.3 As part of the PATMS, the Proposer(s) must provide the statutory reports, files and 
tax statements.  Proposers submitting a proposal for only one of the major 
functional areas (CAMA, Property Tax Calculation, and/or Property Tax Billing and 
Collections) shall only address those reports, files and tax statements produced 
by their solution.  Costs associated with developing reports, files and tax 
statements must be included in Appendix D, Cost Proposal. 

 
 6.d.4 Provide a list of standard, out-of-the box reports available for property assessment 

and tax management which includes brief descriptions of the reports. Categorize 
your list by functional area (CAMA, Property Tax Calculation, and/or Property Tax 
Billing and Collections).  

 
 Also, review the Operational Reports List in Appendix J. Indicate if the proposed 

solution offers a similar, standard report with no modification required. If a 
standard report is not available, indicate if the proposed solution supports view 
and print capabilities for the reporting requirement. 

 
6.e Business Use Cases: The PATMS RFP includes business use cases for the Proposer(s) to 

respond to in writing. The business use cases, identified in Appendix H define important 
high-level processes and sub-processes that the new PATMS must address.  
 
The Evaluation and Selection Committee will evaluate the responses to the business use 
cases to judge the ability of the prospective Proposer’s recommended solution set to meet 
the County’s functional, general system and technical requirements. Respond to the 
business use cases using the Use Case Response Templates found in Appendix A. 
The Proposer must prepare a written response and supply screen samples, where 
applicable, for each business use case and must address each key point listed. Note 
that the written response must include, but is not limited to, the key points. In responding 
to the key points, Proposers will be asked to clearly state if the functionality is delivered 
by the software or if the software requires modification. A comprehensive response to 
each business use case is one that includes a full description of all the features, 
functionality, and benefits of the software. The Proposer’s response must reference the 
use case identification number that is provided. As part of the evaluation process, the 
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top Proposers will be asked to demonstrate their proposed solution at the County using 
these County-specified use cases.  
 
If your system currently cannot fully implement the complexity of MN tax code, please 
describe the modifications or configurations needed to meet the intent of these use 
cases. 
 

6.f Proposers must describe their ability to provide the minimum expected deliverables 
along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

 
In addition to the narrative functionality information to be provided in Chapter 6, proposers must also 
complete Appendix F Functional Requirements. The appendix is an Excel spreadsheet and includes 
instructions for completing the document in a tab labeled “2. Instruction Sheet”. 
 
For ‘Best of Breed’ providers, please respond to all requirements and use cases, indicating with an 
“N/A” if the requirement or use case is not satisfied by their software product. 

 
The PATMS minimum expected project deliverables for implementing the functional requirements are 
shown below.  

 
Functional Requirements 

1 Functional and Non-Functional Fit/Gap Report (Written Deliverable) 
2 Software Requirements Specification Document (Written Deliverable) 
3 Solution Design and Configuration Document (Written Deliverable) 
4 Report Development Plan (Written Deliverable) 
5 Business Process Modification and Improvement Plan (Written Deliverable) 
6 Value Added Services Outline (Written Deliverable) 
 

 
6.2.7 Chapter 7 – Technical Information  

Chapter 7 of your proposal includes narrative responses to the technical architecture and application 
questions found in Appendix M Technology Questionnaire. Appendix M is divided into two tabs with a 
total of 11 sections, as shown in the table below. The appendix includes additional detail items for 
each section.  
 

 Architecture Questions 
7.a Provide a proposed Technology Architecture, based on Hennepin County's 

business and application requirements  
7.b Provide your best practices for deployment of your solution based on 

comparable production installation sites. 
7.c Describe your sizing methodology to ensure we have adequate capacity. 
7.d Describe your testing methodology for performance testing.  
7.e Describe your application's product roadmap. 
 Application Questions 
7.f Describe how you typically develop a software development plan for customers 

that require modification of your product(s). 
7.g Describe how you typically develop a release strategy for your customers. 
7.h Describe how you typically develop a customized maintenance and support plan 

for your customers.  
7.i Describe how you typically develop a customized system security plan. 
7.j Describe your data migration methodology. 
7.k Describe your testing methodology for System, User Acceptance and 

Regression Testing. 
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In Chapter 7, please provide detailed narrative responses according to the sections and items listed 
in Appendix M. Chapter 7 must include the topic and detail statements provided in Appendix M, and 
in the order provided. 
 
Chapter 7 of your proposal must also include the Proposer’s recommendation of the optimal 
architecture and hardware platform for the proposed PATMS. This includes, but is not limited to, the 
operating system, development tools, hardware requirements (e.g. servers, network components), 
and environment configuration that will be required to operate the proposed software package for the 
County’s size and complexity. The proposed solution should include the following environments: 
development, conversion, testing, production, demonstration and training. 
 
Proposer(s) should note that the proposed architecture, including all hardware, shall be priced as part 
of this proposal to provide insight into the Total Cost of Ownership of the proposed solution. As such, 
Proposer(s) shall ensure that all information provided in this chapter is consistent with the hardware 
requirements identified in the “Hardware” tab of the Cost Proposal (Appendix D). Chapter 7 should 
include detailed hardware and equipment specifications to enable evaluation of the platform 
requirements of the proposed solution. The County, however, reserves the right to purchase all, part, 
or none of the necessary hardware components. 
 
In addition to the narrative technical information to be provided in Chapter 7, proposers must also 
complete Appendix G Technical Requirements. This appendix is an Excel spreadsheet and includes 
instructions for completing the document in a tab labeled “2. Instruction Sheet”. 
 
For ‘Best of Breed’ providers, please respond to all requirements, indicating with an “N/A” if the 
requirement is not satisfied by their software product. 

 
The PATMS minimum expected project deliverables for implementing the proposed technology are 
listed below.  

  
Proposed Solution 
1 Infrastructure Site Assessment (Written Deliverable) 
2 Infrastructure Planning Documentation* (Written Deliverable) 
3 Certified Development Environment Installation (Activity Deliverable) 
4 Data Architecture, including conceptual models, physical and logical models, and data 

dictionary (Written Deliverable) 
5 Database Performance Plan (Written Deliverable) 
6 Application Security Plan (Written Deliverable) 

 
Technical Requirements 
7 Technical Fit/Gap Report (Written Deliverable) 
8 Technical Requirements Specifications Document (Written Deliverable) 
9 Technical Architecture Design and Implementation Plan (Written Deliverable) 
10 Technical Documentation (Written Deliverable) 
 
Software Configuration and Installation 
11 Software Installation and Configuration Plan (Written Deliverable) 
12 Execute Software Installation and Configuration Plan (Activity Deliverable) 
 
Software Maintenance and Support 
13 System Maintenance Plan (Written Deliverable) 
14 Software Maintenance and Support (Activity Deliverable) 
15 Post-Implementation Support Plan (Written Deliverable) 
16 Post-Implementation Review (Written Deliverable) 
17 Final Configuration Documentation (Written Deliverable) 
18 Final Acceptance (Written Deliverable) 
19 Projected Product Roadmap (Written Deliverable) 
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*The Infrastructure Planning Documentation includes the following:  
 Identification of all components for the solution environments 
 Additional information needed to model the peak workload demands for online and batch 

processes 
 Requirements for resiliency for both hardware and site failures 
 Options for sizing methodologies 
 Security requirements that may affect infrastructure design 
 Lists of issues and risks affecting infrastructure 
 Supporting information needed to build a detailed roadmap for infrastructure 
 Identification of assumptions and action items to direct further planning 

 
 
6.2.8 Chapter 8 – Technical and End User Training 

Chapter 8 of your proposal describes how your proposal meets the County’s training objectives and 
goals (listed below) for technical staff as well as end users.  
 
Training Strategy Overview 
The DART Training team will deliver timely, comprehensive, function specific training for the various 
products being deployed. The team will work with key stakeholders including the various project 
teams, Proposer(s), and leadership to develop an integrated blended curriculum that will be 
supported by various tools (web based training (WBT) instructor-led training (ILT), facilitated labs, 
etc).  Hennepin County’s Learning Management System (LMS) will be used to schedule and track 
training and competency. 
 
Training Goals 
 Provide training that supports and reinforces operational workflow changes required by the DART 

implementations. 
 Design a training curriculum and delivery method that addresses specific learning needs of different 

audiences. 
 Provide “just in time” training to promote higher levels of user acceptance. 
 Define the approach for developing curriculum content. 
 Clarify the responsibilities of various parties involved in the delivery of DART training. 
 Ensure that relevant stakeholder groups can understand and contribute to the successful 

development and implementation of the training plan. 
 
Proposers should describe their approach to training and any tools accompanying the proposed 
software, including the capabilities as well as compliance with the County’s standards. Also, highlight 
any training aspects that enhance the County’s training objectives.  

 
Technical Training Overview: 

8.a Brief description of the software technical and report writing training.  
 

8.b Provide a training plan that includes the following: 
 8.b.1 Describe your IT training requirements for developers, operations, report writers, 

network, help desk and other IT personnel. 
 

 8.b.2 Describe your IT training recommendations, on-site/off-site preference, 
methodology and knowledge transfer. 

 
 8.b.3 Describe the certification(s) you offer for your software and software modules 

including any third party software. 
 

 8.b.4 Describe any training tests or certification(s) provided to the County. 
 

 8.b.5 Describe your technical training and knowledge transfer approach to IT personnel 
to support the PATMS hardware, if necessary. 
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 8.b.6 Identify whether all manuals are available in electronic format. 
 

 8.b.7 Identify whether all manuals are updated with each new software release. 
 

8.c Proposers must describe their ability to provide the minimum expected deliverables 
along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

  
Provide samples of the following: 

8.d Provide samples of training manuals and materials. Identify whether the technical 
reference manual includes descriptions of the database structure, tables, and elements 
within the database.  
 

8.e Provide a sample of software / application manuals. 
 

8.f Provide a sample of installation procedures. 
 

8.g Provide a sample of maintenance procedures including application of patches and 
updates. 

The training plan shall include the curriculum for all the proposed software as set forth in the eventual 
Contract, description of the course type and prerequisites, identification of course materials and 
processes for assessing and evaluating the proficiency of course participants. For planning purposes, 
the County has provided a Workforce Summary in Appendix O. 
 

User Training Overview: 
8.h Provide a brief description of the end user training; describe your approach to training, 

such as on site at the County vs. at Proposer facilities, train the trainer vs. train all users, 
training materials, and methodologies. Please include all proposed software (including 
third party products). 
 

8.i Describe how a training environment would be created and maintained. 
 

8.j Identify whether you assign a trainer for each implementation. If so, identify whether 
there is instructor-led, classroom training available. 
 

8.k Identify whether there is computer-based training available. If so, identify what is 
included in this proposal. 
 

8.l Identify what other tools are optionally available for the County. 
 

8.m Describe the proposed approach to process and procedure training. 
 

8.n Provide a list of the courses proposed, with the course name, description, and hours. 
 

8.o Provide an overview of the logistics of the proposed training approach, with attention to 
scheduling, locations, facilities requirements, etc. 
 

8.p Describe in detail how training related to the operation and use of the PATMS will be 
delivered to each subset of the end-user community, and what tools and materials will 
be employed. 
 

8.q Describe the training staff needed to be provided by the County and the major roles and 
responsibilities. Also, include the time commitment required of each group of trainees. 
 

8.r Describe whether or not custom training materials will be provided by the Proposer 
based upon the County’s configurations, modifications and process decisions during the 
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implementation. If custom training material is not recommended to be provided by the 
Proposer (i.e., the County is responsible for custom training materials), please estimate 
the cost for the Proposer to create the custom training materials. 
 

8.s Identify whether you provide a training database. 
 

8.t Identify whether the training database is populated with training data. 
 

8.u Describe the benefits and risks to your proposed training strategy. 
 

8.v Describe any training tests or certifications provided to the County. 
 

8.w Describe the proposed methodology and approach for ongoing training. Address the 
procedures for training new users and for delivering refresher training to existing users. 
 

8.x Identify whether your system includes a user reference manual. 
 

8.y Identify whether all manuals are available in electronic format. 
 

8.z Identify whether all manuals are updated with each new release of software. 
 

8.aa Identify whether error messages are detailed in the documentation, including the 
meaning of each error message, and the corresponding corrective actions to be taken. 
 

8.bb Identify whether documentation provides instructions for the procedures following 
abnormal termination including restarting the software, checkpoint, restoration of files, 
and audit trails. 
 

8.cc Describe online help features and functions. 
 

8.dd Describe whether and how the help feature can be called from the specific transaction 
being processed (field-sensitive help). 
 

8.ee Identify whether online tutorials are provided. 
 

8.ff Identify whether online tutorials and online help will be customized to the County’s 
processes. If not, identify if the Proposer will track the changes made to the system that 
will require modifications to training materials and on line tutorials and online help. 
 

8.gg Describe how tutorials include leading business practices for all business processes. 
 

8.hh Proposers must describe their ability to provide the minimum expected deliverables 
along with any assumptions. Proposers can also describe additional deliverables to 
differentiate their solution, or propose replacement deliverables provided the overall 
needs of the County are met. 

 
Provide samples of the following: 

8.ii Provide a sample training plan relevant to this implementation. 
 

8.jj Provide an example of training materials and user guide(s) provided. 
 

8.kk Provide screen shots of online help and tutorials, if available. 
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The PATMS minimum expected project deliverables for training services are shown below.  
 
Software Technical and Report Writing Training 
1 Strategic Training Plan (Written Deliverable) 
2 Software, Technical and Report Writing Training Plan and Curriculum (Written Deliverable) 
3 Certified Training Environment Installation (Activity Deliverable) 
4 Deliver Technical, Report Writing, and QA Training (Activity Deliverable) 
5 Deliver Knowledge Transfer (Activity Deliverable) 
6 Training Materials (Written Deliverable) 
7 Training Evaluation (Written Deliverable) 
8 Determination of End-User Proficiency (Written Deliverable) 
9 Review Training Results (Written Deliverable) 
10 User Guides (Written Deliverable) 

 
User Training 
11 Strategic Training Plan (Written Deliverable) 
12 User Training Plan and Curriculum (Written Deliverable) 
13 Business Process Models Mapped to Training Program and Materials (Written Deliverable) 
14 Certified Training Environment Installation (Activity Deliverable) 
15 Training Materials (Written Deliverable) 
16 Conduct End-User Training (Activity Deliverable) 
17 Training Evaluation (Written Deliverable) 
18 Determination of End-User Proficiency (Written Deliverable) 
19 Review Training Results (Written Deliverable) 
20 User Guides (Written Deliverable) 
 

6.2.9 Chapter 9 – Contract Terms and Conditions 
Chapter 9 of your RFP response contains your acceptance or exceptions to the County’s terms and 
conditions in Appendix C. The attached terms and conditions in Appendix C will be incorporated into 
any contract awarded as a result of this solicitation. The RFP and all of its specifications and the 
Proposer’s responses to them may, at the County’s discretion, be incorporated into any contract 
resulting from this solicitation. All representations made in the proposal will be binding upon the 
Proposer. The County reserves the right to negotiate the terms and conditions and any other 
specification or response it deems necessary. 

 
9.1 Each Proposer responding to this RFP must include a positive statement that they 

understand and accept the contractual terms and conditions in Appendix C. Any 
exceptions to these clauses must be submitted with the Proposer’s RFP Response. 
Proposer(s) must specifically cite each clause with which they have an issue, and 
suggest alternate language which is acceptable to them. The County will determine 
whether the alternate language is acceptable. 

 
6.2.10 Chapter 10 – Cost Proposal 

Chapter 10 of your proposal contains the cost for your proposed system, to be submitted under a 
separate sealed envelope and is subject to the Non-Public Information provisions herein.  
 

10.1 All Proposers must complete Appendix D and detail any modification costs in 
Appendices F, G and L. The County does not warrant or represent that any of its 
calculations are accurate or correct. The Proposer is responsible for verifying that their 
cost submission is accurate and correct. 

 
The County reserves the right to make an award without further discussion of the cost 
proposal submitted. Therefore, the cost proposal should be submitted on the most 
favorable terms the Proposer can offer. However, this does not limit the County from 
negotiating with the selected Proposer. 

 
Configuration Adjustment:  The County reserves the right to select and exclude any 
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hardware or software for the acquisition regardless of the configuration proposed by the 
Proposer. As part of the evaluation process, the County may find it necessary to add or 
delete hardware or software from the Proposer’s RFP Response to make equivalent 
comparisons. The Proposer will be consulted on any such adjustments whenever it is 
determined that the configuration adjustment may adversely have an impact on the 
system performance. 

 
 
6.2.11 Chapter 11 – References 

Chapter 11 of your proposal contains Proposer references using the worksheets provided in 
Appendix A. 

 
11.1 The Proposer should include a list of at least three (3) clients similar to the County for 

whom the Proposer has provided products and services that are the same or similar to 
those products and services proposed in this RFP. Our preference is for references from 
organizations that are operating the proposed version of your product. If any 
subcontractor services have been recommended in the response, three (3) references 
unique to the subcontractor will need to be provided in addition to the Proposer’s 
references. The Proposer may combine references where the proposed team has 
worked jointly on a similar engagement.  

 
Information provided should include the organization, project description, modules 
implemented; and the name, address, title, email address and phone/fax numbers of a 
person who may be contacted for further information. Please also identify if the project 
was completed on time and on budget. If the project was not completed on time or was 
over budget, please provide a description.  

 
Please note that the County may contact each client for a reference interview. As a 
result, please notify all references submitted that Hennepin County may be contacting 
them shortly.  
 

 
6.2.12 Chapter 12 – Non-Public Information  

Chapter 12 of your RFP response contains information that you believe is Non-Public information 
such as trade secret information as defined by Minnesota Statute. It is understood and agreed that 
for purposes of this RFP and the contract resulting here from, the terms “Trade Secret” and 
“Confidential” shall be construed to be equivalent with respect to the County’s obligation under the 
Minnesota Government Data Practices Act, Minnesota Statutes, Chapter 13.01 et seq., the Health 
Insurance Portability and Accountability Act and implementing regulations, if applicable, and all other 
applicable state and federal laws, rules, regulations and orders relating to data privacy or 
confidentiality. 

 
12.1 If a Proposer desires that any data be kept confidential, it shall clearly state on the cover 

of the first page of such document the words “Non-Public Information”. If the Proposer 
designates data as non-public, Proposer shall attach to such data an explanatory 
document which identifies the data and in careful detail sets forth the factual and/or legal 
justification for such treatment of the data. Bind and submit Chapter 12, in a separate 
envelope, clearly labeled “Non-Public Information”. 
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7 General Conditions 
 
7.1 RFP Conditions 

The issuance of this RFP constitutes only an invitation to submit a response to the County. It is not to 
be construed as an official and customary request for bids, but as a means by which the County can 
facilitate the acquisition of information related to the purchase of services. Any proposal submitted as 
provided herein constitutes a suggestion to negotiate and NOT A BID. Providing a response as 
provided herein shall neither obligate nor entitle a Proposer to enter into a contract with the County.   
 
The County reserves the right to (i) determine, in its sole and absolute discretion, whether any aspect of 
the submission satisfactorily meets the criteria established in this RFP; (ii) to accept or reject any 
submission or individual portions thereof; (iii) to waive any irregularities or informalities that the County 
deems is in its best interest; (iv) to seek clarification from any Proposer(s); (v)  to issue a contract to 
any Proposer(s) who may or may not have participated in the RFP process; (vi) to negotiate a contract 
with any Proposer or multiple Proposers, whether or not they submitted a response; (vii) to reject any or 
all submissions or separate parts thereof with or without cause; (viii) to not award a contract to any 
Proposer; (ix) to award a contract(s) to the Proposer(s) whose proposal the County determines best 
meets the needs of the County; (x) to award a contract(s) other than to the lowest priced proposal; (xi) 
to, at its sole and absolute discretion, reduce or expand the scope of the PATMS; (xii) to cancel and/or 
amend, in part or entirely, the RFP. 
 
Upon submission, all responses become the property of Hennepin County and will not be returned. The 
County reserves the right to use the information and any ideas presented in any submission in 
response to this RFP, whether or not the submission is accepted. 
 
It is understood that any submission received and evaluated by the County can be used as a basis for 
direct negotiation of the cost and terms of a contract between the County and the particular Proposer.   
It is the intention of the County to enter into a contract with the firm(s) with which the County can make 
the most satisfactory arrangements for its needs. 
 
Evaluations of submissions by staff, technical advisory committees, or by any other group are advisory 
only. The County may consider or reject such evaluation(s) for any or all submissions. Such evaluations 
are for the sole benefit of the County, and as such, they are not binding upon the County nor may they 
be relied upon in any way by a Proposer. 
 
The RFP does not commit the County either to award a contract or to pay for any costs incurred in the 
preparation of a submission. In the event that this RFP is withdrawn by the County for any reason,  the 
County shall have no liability to Proposer for any costs or expenses incurred in connection with this 
RFP or otherwise. The County reserves the right to request additional data, oral discussion, or a 
presentation in support of the written submission or any part thereof. The County is not obligated to 
respond to any submission submitted nor is it legally bound in any manner whatsoever by the 
submission of a response. The County has broad rights with respect to the procurement and 
contracting process as detailed in this proposal. The County may decide to contract with more than one 
entity to develop the PATMS contemplated herein. 
 
Each proposal shall be signed by a principal of the proposed firms or other person who is fully 
authorized to act on their behalf. 
 

7.2 Modification or Withdrawal of Proposals 
Prior to the time and date designated for receipt of proposals, no proposal may be released to the 
Proposer or physically withdrawn by the Proposer but any proposal submitted may be modified or 
withdrawn from consideration by written notice to the Purchasing contact for PATMS Proposers. Such 
notice shall be in writing over the signature of the Proposer, must be received in the Purchasing and 
Contract Services office prior to the date and time that proposals are due and shall be so worded to 
clearly indicate the modifications to the original proposal or its withdrawal. Written withdrawal or 
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cancellation by a Proposer of their submission prior to the date and time that proposals are due will 
nullify the proposal. However, the original proposal shall not be physically returned to the Proposer until 
after the date and time proposals are due. A request made by telephone or fax to modify or withdraw a 
proposal will not be accepted. Unauthorized conditions, limitations, or provisions attached to a proposal 
may cause its rejection.  
 
Withdrawn proposals may be resubmitted (by written notice as described above) up to the time 
designated for the receipt of proposals, provided that they are then fully in conformance with these 
requirements in this RFP. 
 
A proposal may not be modified, withdrawn or cancelled by the Proposer for a period of two hundred 
forty (240) days from the time and date designated for receipt of Proposals and each Proposer so 
agrees to this condition in submitting a Proposal. 

 
7.3 Public Record 

Information supplied by the Proposer to the County is subject to the Minnesota Government Data 
Practices Act, Minnesota Statutes, §13.01 et seq. Such information shall become public unless it falls 
within one of the exceptions in the Act, such as trade-secret information pursuant to Minnesota Statute 
§13.37. If the Proposer believes any non-public information as defined in the Minnesota Government 
Data Practices Act will be supplied in response to this RFP, the Proposer is required to submit the non-
public information under separate sealed envelope with the markings on the envelope of “NON-PUBLIC 
INFORMATION.”, and include in the envelope reasonable justification for such designation.  A 
statement by a Proposer that submitted data are copyrighted or otherwise protected does not prevent 
public access to the data contained in the response if such data does not fall within one of the 
exceptions in the Act, such as trade-secret information pursuant to Minnesota Statute §13.37 (see 
Sections 6.1.9, 6.2.8, and 6.3.9, Non-Public Information of Proposer’s response). The County will not 
consider any cost information and references submitted by the Proposer to be non-public, confidential 
or trade secret material. Simply stating that the document is non-public or confidential or making a 
blanket claim of confidentiality without proper supporting justification is also not a valid reason to 
declare the document confidential. The Proposer agrees as a condition of submitting a response that 
the County will not be held liable or accountable for any loss or damage that may result from a breach 
of confidentiality as may be related to the responses submitted. 
 
The County will treat the RFP submission as business data as defined in Minnesota Statute §13.591. 
Upon opening of the submission, only the names of the Proposers will be made public. Upon the 
completion of the contract negotiation process with the selected Proposers, all other data will become 
public, except for information which falls within one of the exceptions in the Act, such as trade-secret 
information pursuant to Minnesota Statute §13.37. 
 
No portion of the information or any Appendix thereto may be designated as trade secret information 
unless Proposer in good faith determines that such designation is clearly allowed by the foregoing trade 
secret criteria. The County reserves the right to decline any such designation by Proposer if upon 
evaluation by the County, the County determines that the information so designated is clearly and 
commonly regarded as public data in the State of Minnesota. 
 
Proposer, at its sole expense, shall at all times be responsible for promptly defending and/or 
responding to any request for access to and/or copies of data designated by Proposer as trade secret, 
provided that the County shall inform persons seeking such data of its trade secret designation and 
promptly notify Proposer of the fact of such request and the County’s response thereto. 

 
7.4 Time Extension 

The County reserves the right to extend the RFP due date. If the due date is extended, an addendum 
will be posted on the Hennepin PATMS web page as identified in Section 5.2 and the County will 
endeavor to notify all known recipients of this RFP.  
 
If a Proposer needs an extension of time to prepare the submission, a written or e-mail request should 
be submitted no later than ten (10) days prior to the due date of this RFP. The request should be 
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directed to the Purchasing Contact for PATMS Proposers identified in Section 5.1. The County reserves 
the right to extend the submission deadline only at the discretion of the County and not at the mere 
request of the Proposer. The Proposer will be notified of the County’s decision by letter or e-mail. 
 

7.5 Small Business Enterprise Program 
Small Business Enterprise Opportunities. The County has established a Countywide Small Business 
Enterprise (SBE) goal of twenty-five percent (25%) for professional services. The County has 
established a SBE goal of twenty-five percent (25%) for this project.  
 
The County encourages Proposers to utilize small businesses, including Minority-owned and Women-
owned Business Enterprises (“M/WBEs”) in County contracts. The County encourages the Contractor 
to use the following practices to promote open competitive opportunities for small businesses, including 
M/WBEs:  
 

7.5.1 Attending a pre-proposal or pre-solicitation conference, if scheduled by the County, to 
provide project information and to inform small businesses and other firms of contracting 
and subcontracting opportunities. 
 

7.5.2 Placing all qualified small businesses, attempting to do business in the County, including 
M/WBEs, on solicitation lists, and providing written notice of subcontracting opportunities 
to those firms capable of performing the work, including without limitation all businesses 
on any list provided by the County, in sufficient time to allow such businesses to respond 
to the written solicitations. 
 

7.5.3 Breaking down total requirements into smaller tasks or quantities, where economically 
feasible, in order to permit maximum participation by small businesses, including 
M/WBEs. 
 

7.5.4 Establishing delivery schedules, where the requirements of this contract permit, that 
encourages participation by small businesses, including M/WBEs. 
 

7.5.5 Providing small businesses, including M/WBEs that express interest, with adequate and 
timely information about plans, specifications, and requirements of the contract. 
 

7.5.6 Using the services of available community organizations, contractor groups, local 
assistance offices, the County, and other organizations that provide assistance in the 
recruitment and placement of small businesses, including M/WBEs. 

 
Hennepin County participates in a "one-stop shop" certification collaborative with the City of 
Minneapolis, City of St. Paul, and Ramsey County. A directory of certified firms can located at the 
following web site: www.govcontracts.org. Small businesses that may qualify for certification can also 
contact the CERT collaborative at the web site or by calling 651-266-8900. 
 
Proposers that have not met this goal must demonstrate, by documenting, good faith efforts in 
accordance with the following guidelines:   
 

7.5.7 Verification that the rejected SBEs did not submit the lowest price or they were not the 
most qualified. Such verification shall include a verified statement of the amounts of all 
price proposals received from potential subcontractors on the project. For each SBE 
found to be not the most qualified, the verification shall include a statement giving the 
reason for its conclusion. 
 

7.5.8 Verification of efforts to provide timely written or telephone notice to all appropriate 
SBEs within identified subcontracting opportunities from the County’s CERT 
collaborative web site directory. 

7.5.9 Advertised (or posted notices) in general circulation, community newspapers, and with 
community service organizations. 
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7.5.10 Followed up initial solicitations of interest by contracting certified SBE firms to 

determine with certainty whether the SBE firms were interested. 
 

7.5.11 Negotiation in good faith with interested certified SBE firms, not rejecting the firms as 
unqualified without sound reason. 
 

7.5.12 Made effective use of services of available community organizations, contractor 
groups, local assistance offices, the County, and other organizations that provide 
assistance in the recruitment and placement of small businesses, including M/WBEs. 
 

7.5.13 The Proposer may provide other efforts that the County will determine if it meets good 
faith efforts. 

 
7.6 Contract Award and Contract 

Changes - The County shall have the right at all times to require changes in, additions to, or deletions 
from the work contemplated by the contract documents, and the same shall in no way make void the 
contract. Changes and additions resulting in increased costs shall be made only pursuant to a written 
contract amendment issued by the County and bearing the acceptance endorsement of the Contractor. 
Deletions from the scope of work required may be made at the sole discretion of the County.  
 
Subcontractors/Suppliers - If the proposal represents offerings to be provided by different firms or other 
organizations, the contract will be solely with the Proposer, who will be required to assume 
responsibility for the total project. Any proposed subcontractors/Suppliers will be subject to the County's 
approval. 
 
Performance Standards - If awarded the contract, the Proposer warrants and agrees to use its best 
efforts to perform all services in accordance with the contract terms and in accordance with generally 
accepted professional standards. The prospective Contractor further warrants and agrees that it shall 
employ whatever resources are necessary to meet the requirements specified in such contract. 
 
Licenses and Permits - The Contractor shall be required to obtain any necessary licenses and permits 
and shall comply with all Federal, State, and local laws, codes and ordinances without cost to the 
County. 
 
Insurance - The Contractor or anyone providing services herein shall be required to comply with 
insurance provisions contained in the contract. 
 
Submission of Contract Documents - Within thirty (30) days after receipt of contract award and receipt 
of the contract forms, the successful Proposer(s) shall execute two duplicate originals and return them 
to the County. Such contract shall be prepared by the County and the contract terms shall consist of 
this RFP (and all addenda thereto and all material attached to and made a part of the RFP), the terms 
of the Proposal as such terms are finally accepted by the County, as well as all other provisions which 
the County agrees may be included in the contract. 
 
Failure to Execute Contract - The County reserves the right to award to another Proposer(s) if the 
successful Proposer fails to execute and return the contract (two duplicate originals) within thirty (30) 
days after receipt of said award notification. The re-award to another Proposer shall be in addition to 
any other right or remedy available to the County under this RFP, contract law, statute, and/or in equity.  
 
Non-Waiver of Defaults - Any failure by the County to enforce or require the strict keeping and 
performance of any of the terms and conditions of the contract shall not constitute a waiver of such 
terms and conditions, nor shall it affect or impair the right of the County to avail itself of such remedies 
as may be available for any breach of the contract terms and conditions. 
Without limiting the provisions in this Section, the Terms and Conditions in Appendix C are herein 
incorporated by reference. If Proposer has a concern or objection to any of theses provisions, it should 
so indicate in its proposal. The County reserves the right to require compliance with any of these 
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provisions, and negotiate final Terms, Conditions, and Requirements with the successful Proposer, at 
the County’s discretion. 
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8 Request for Proposal Appendices List 
The County has provided two types of appendices, informational and those that the Proposer(s) must 
complete and return as part of the RFP response.  Below is a summary of all the appendices to be 
used in formulating a response to the PATMS RFP. 
 
Format of Appendices:  Some of the Appendices are formatted in Excel workbooks. Within the Excel 
workbooks there may be several worksheets (tabs) consisting of one to several pages each. 
 
Appendix Description Type of Appendix 
Appendix A  Reference Forms and Use Case Templates Complete & Return 
Appendix B  Glossary of Terms Informational 
Appendix C  Terms and Conditions Informational 
Appendix D  Cost Proposal Matrix Complete & Return 
Appendix E  Performance Standards Informational 
Appendix F  Functional Requirements Complete & Return 
Appendix G  Technical Requirements Complete & Return 
Appendix H  Business Use Cases  Informational 
Appendix I   Business Models and Text Informational 
Appendix J  Statutory Forms/Statements and Operational Reporting 

Requirements 
Informational 

Appendix K  Systems and Data Store Inventory Informational 
Appendix L  Integration Inventory Complete & Return 
Appendix M  Technology Questionnaire Informational 
Appendix N  Project Management Standards Informational 
Appendix O  Workforce Summary Informational 
 
  

 



Organizational Assessment 
Appendix 2 – Reassessment Template from the New York 
Department of Taxation and Finance  Management Partners 
 
 

Appendix 2 – Reassessment Template from the New York 
Department of Taxation and Finance  
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STATE OF NEW YORK 
DEPARTMENT OF TAXATION AND FINANCE 
OFFICE OF REAL PROPERTY TAX SERVICES 

www.orps.state.ny.us  
 

       
                                   

        XXXXXX YY, 2011 
 
 
Mr./Ms. XXXXX, Mayor/Supervisor, 
Mr./Ms. XXXXX, Assessor 
City/Town of XXXXX 
XX XXXXX XX 
XXXXX, NY XXXXX 
 
Dear Mr./Ms. XXXXX: 
 
Thank you for requesting our template for a Request For Proposal (RFP) for reassessment 
services to be provided by a contractor.   
 
The responsibility for defining the products and services to be received from any contractor, as 
well as the time frame for the delivery of those products and services, rests with the issuing 
municipality.  Since the RFP will serve as the basis for any subsequent contractual agreement 
between a municipality and a contractor, great care should be taken in the customization of the 
RFP so that desired services, dates of delivery and consequences where stated service levels 
and/or delivery dates are not met are precisely and clearly defined.   
 
Within the body of this RFP template, you will note [bracketed bold italicized language in dark 
blue].  These statements are intended to offer some guidance to those officials working to 
customize this template.  This language should be removed prior to the issuance of the RFP as 
its inclusion may only prove confusing to a contractor looking to respond.  In addition, the page 
numbers in the Table of Contents will need to be updated once the local customization of this 
document is complete. 
 
The goal of the Office of Real Property Tax Services is to assist your municipality to ensure that 
your reassessment is conducted appropriately and implemented successfully.   As a start to this 
process, we would be happy to help you customize this RFP. 
 
Please contact XXXXX County Customer Relationship Manager (CRM) XXXX YYYYY at (999-
999-9999) for further information. 
 
We look forward to working with your municipality to achieve a successful reassessment!  
 
 
 
 
 
 
 

Susan Savage 
Assistant Deputy 

  
  
  

 

Thomas H. 
M tt  
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 Real Property Reassessment Project 
 
 
 
 
 MUNICIPALITY 
 
 NEW YORK 
 
 
 
 
 
 
 
Prepared By:      Date:  



 TO WHOM IT MAY CONCERN 
 
Enclosed are specifications for the contractual services phase of the Municipality 
reassessment program.  Companies interested in providing these services are invited to 
attend a pre-proposal conference at Site.  The conference is intended to provide 
clarification of these specifications, where needed, and to respond to all technical inquiries. 
 All questions concerning these specifications shall be presented at the pre-proposal 
conference or mailed to Name/Address prior to the pre-proposal conference.  Companies 
who respond in writing, or who attend this conference, will receive a written summary of the 
results of the pre-proposal conference.  All companies who received the RFP should get 
the summary.  No subsequent inquiries will be accepted. 
 
Companies desiring to provide services according to these specifications must deliver         
#    sealed copies of their proposal to Name/Address no later than Time & Date. 
Proposals received after this specified time will not be considered by the municipality. 
 
All company proposals must be formatted as specified in Appendix D.  Full 
proposals, with a restating of the RFP sections and specifications, are not 
acceptable. These specifications are considered the minimum standards for this 
project.  The only acceptable deviations from the specifications are responses in 
excess of those specified and must be explained in detail in the proposal.  No 
substantive changes will be allowed after the submission of the proposals.  Interviews will 
be held for companies that submit proposals at the discretion of the municipality.  Proposal 
clarification and explanation will be the primary purpose of the interview; therefore 
companies are encouraged to have their prospective project directors actively participate in 
this process. 
 
 PROPOSAL PROCESS SCHEDULE 
 

 
 Event 

 
Date 

 
Time 

 
Issue RFP 

 
xx/xx/xx 

 
N/A 

 
Receipt of Inquiries from Companies  
No Later Than... 

 
xx/xx/xx 

 
xx:xx p.m. 

 
Pre-proposal Meeting 

 
xx/xx/xx 

 
xx:xx a.m. 

 
Issue Pre-proposal Meeting Summary 

 
xx/xx/xx 

 
N/A 

 
Receipt of Sealed Proposals 

 
xx/xx/xx 

 
xx:xx a.m. 

 
Conduct Company Interviews Week of... 

 
xx/xx/xx 

 
N/A 

 
Announcement of Most Responsive Bidder 

 
xx/xx/xx 

 
N/A 



 CHOOSE ONE 
 
Single Municipality 
 
The municipality assumes no liability for the costs incurred by a company in preparing its 
proposal for professional services in response to this RFP.  The municipality reserves the 
right to reject any or all proposals.  Companies, that have submitted acceptable responses, 
will be notified of contractor selection by letter after the final determination has been made. 
The municipality intends that, if a contractor is chosen, an instrument of contract will be 
signed no later than Date. 
 
Consortium - One contract with one price 
 
The consortium assumes no liability for the costs incurred by a company in preparing its 
proposal for professional services in response to this RFP.  The consortium reserves the 
right to reject any or all proposals.  All company proposals must include a single Project 
Cost Itemization table representing the entire project.  It will be the consortium's 
responsibility to allocate each municipality's share of all project costs on a per-parcel basis. 
 Companies that have submitted acceptable responses will be notified of contractor 
selection by letter after the final determination has been made.  The consortium intends 
that, if a contractor is chosen, a sole instrument of contract will be signed with the 
consortium (representing the participating municipalities) no later than Date. 
 
Consortium - Multiple contracts with one price 
 
The consortium assumes no liability for the costs incurred by a company in preparing its 
proposal for professional services in response to this RFP.  The consortium reserves the 
right to reject any or all proposals.  All company proposals must include a single Project 
Cost Itemization table representing the entire project.  It will be the consortium's 
responsibility to allocate each municipality's share of all project costs on a per-parcel basis. 
Companies that have submitted acceptable responses will be notified of contractor 
selection by letter after the final determination has been made.  The consortium intends 
that, if a contractor is chosen, an instrument of contract will be signed with each 
participating municipality no later than Date. 
 
Consortium - Multiple contracts with multiple prices 
 
The consortium assumes no liability for the costs incurred by a company in preparing its 
proposal for professional services in response to this RFP.  The consortium reserves the 
right to reject any or all proposals.  All company proposals must include a Project Cost 
Itemization table for each participating municipality. Companies that have submitted 
acceptable responses will be notified of contractor selection by letter after the final 
determination has been made.  The consortium intends that, if a contractor is chosen, an 
instrument of contract will be signed with each participating municipality no later than Date. 
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GLOSSARY OF TERMS 
 
The following terms are used throughout these specifications and shall have that meaning 
expressly indicated below: 
 
 
1. ASSESSOR - The individual or the Board of Assessors serving as 

the Assessor in the municipality. 
 
2. COD  - Coefficient of Dispersion - The average deviation of a 

group of numbers from the median expressed as a percentage of 
the median.  In ratio studies, the average percentage 
deviation from the median ratio. - IAAO, Standard on Ratio 
Studies, July 2007. 

 
3. COMPANY - A qualified firm that submits a formal proposal in 

response to these specifications. 
 
4. COMPUTER-ASSISTED MASS APPRAISAL (CAMA) - A procedure by which 

values are estimated for parcels by means of computer-based 
calculations incorporating statistical methods where 
appropriate.  Residential parcels are often valued by the 
sales approach, utilizing multiple regression analysis (MRA) 
or the adaptive estimation procedure (AEP), and direct sales 
comparison to the most comparable properties, as well as 
through the cost approach, utilizing land schedules, cost 
tables, and depreciation information.  Vacant land parcels are 
valued through land schedules that are derived by MRA or AEP 
models of comparable land sales.  Commercial, industrial, and 
utility properties are usually valued through direct sales 
comparison using cost-based, income-based, and market-based 
value per-unit data, as available and appropriate.  Data 
adequacy and accuracy are key considerations in developing 
CAMA estimates.  For reliable results, use of data from 
outside the assessing unit may be necessary in the case of 
smaller assessing units and/or less-numerous types of 
property. 

 
5. CONSORTIUM - A group of municipalities entering into a 

cooperative effort to undertake a municipal-wide reassessment 
project using the same contractor. 

 
6. CONTRACT ADMINISTRATOR  - The municipal official who 

represents the municipality in all legal matters with regard 
to this project. 

 
7. CONTRACTOR - The company that enters into an agreement with 

the municipality to provide the professional contract services 
described in these specifications. 

 
8. CREW CHIEF - (field supervisor(s)) the person(s) responsible 

for the recollection and/or field verification of data 
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collected by the data collectors.  The crew chief monitors and 
ensures the quality, consistency and accuracy of all of the 
data.  The crew chief must be trained as a data collector and 
have a minimum of six months of prior experience as a data 
collector. 
 

9. CYCLICAL REASSESSMENT PLAN - The municipality’s program for 
conducting municipal-wide reappraisals in which each parcel is 
reappraised individually at least once every four years and 
all parcels are physically inspected at least once every six 
years.   
www.orps.state.ny.us/ref/forms/pdf_fillin/rp1573acrp_fillin.pdf -- November 2010 

 
10. DATA COLLECTOR - An individual responsible for the field 

collection and recording (on the appropriate ORPTS data 
collection document) of real property valuation data. The data 
collector must have completed a program of training that 
includes, at a minimum, "Fundamentals of Data Collection, 
R/F/V." 

 
11. DATA MAILER - A computer-generated report listing, enumerating 

and describing selected data elements. 
 
12. FIELD REVIEW - The process of identifying market value through 

the review of appropriate valuation documentation from the 
public right-of-way. 

 
13. FIELD REVIEWER - The individual with experience and knowledge 

of valuation techniques employed on this project for the 
property categories for which he/she will be responsible.  A 
field reviewer must have completed the same training as 
required for a data collector.  For an R/F/V field reviewer, 
the individual must either have prior field review experience 
of at least 1,000 parcels or have trained with an experienced 
field reviewer for a minimum of 1,000 parcels.  For all other 
categories, the individual must have additional training and 
experience beyond the R/F/V experience stated subject to the 
applicable requirements of the municipality. 

 
14. FINAL ASSESSMENT ROLL - A document containing assessment and 

exemption information on all parcels in a municipality.  It 
differs from the tentative assessment roll with respect to 
changes ordered by a board of assessment review, assessments 
and ceilings made by the State Board and ownership and address 
changes since the tentative roll.  Filed on July 1 by most 
towns in New York State. 

 
15. MUNICIPALITY - The Town/City of. 

 
16. NYS DTF – The New York State Department of Taxation and 

Finance. 
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17. ORPTS - The Office of Real Property Tax Services, a division 
of the New York State Department of Taxation and Finance. 

 
18. PRD - Price-Related Differential - The mean divided by the 

weighted mean.  The statistic has a slight bias upward.  
Price-related differentials above 1.03 tend to indicate 
assessment regressivity; price-related differentials below 
0.98 tend to indicate assessment progressivity. - IAAO, 
Standard on Ratio Studies, July 2007. 

 
19. PARCEL - A separate, tax map-designated, assessed lot, parcel, 

piece or portion of real property. 
 
20. PROJECT - The overall effort, including the activities of all 

participants. 
 
21. PROJECT ADMINISTRATOR - The municipal official responsible for 

overall project management and analysis, direct project 
coordination and who represents the municipality in all 
contract administrative matters. 

 
22. PROJECT DIRECTOR - The contractor staff member who will be 

responsible for contractor project management, coordination of 
all contractor activities and who will represent the 
contractor in all contract administrative matters. 

 
23. RFP - This request for proposal which contains specifications 

for the contractual services phase of the municipality's 
reassessment project and serves as the senior document, the 
basis for resolving disputes. 

 
24. RPS - The New York State Real Property System. 
 
25. RATIO STUDY - A ratio study is an analysis of the relationship 

between assessments and market value (i.e., assessment ratio) 
for those parcels where a recent market value indicator - a 
sale or an independent appraisal - is available.  The study 
utilizes the assessment ratio data and applicable statistical 
methods to determine the overall or average percentage of 
current market value that the assessments represent.  The 
ratio study may also measure the extent to which the average 
assessment ratio is changing over time thus quantifying the 
assessment adjustment necessary to maintain current market 
conditions.  The statistical methods and indicators used in 
the study include measures of central tendency (mean, weighted 
mean, median); measures of variation (coefficient of 
dispersion, coefficient of variation, price-related 
differential); measures of association (multiple regression, 
correlation); and significance tests (binomial test, Z-test). 

 - IAAO, Standard on Ratio Studies, July 2007. 
 

26. REAPPRAISAL - The process of physically inspecting and 
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reappraising each parcel.  Reappraisal refers to the valuation 
of a single parcel. 

 
 

A) Physically inspecting - at a minimum, observing 
each property from the public right-of-way in 
order to ascertain that the physical 
characteristics necessary for reappraising are 
complete and accurate.  On-site inspections are 
recommended to maximize data accuracy. 

 
B)  Reappraising – developing and reviewing a new  
    determination of market value for each parcel, 
    based on current data, by the appropriate use  
    of one or more of the accepted three approaches 
    to value (cost, market, and income).* 

 
27. REASSESSMENT - A systematic review of the assessments of all 

locally assessed properties, either within an assessing unit 
or within a class of a special assessing unit, to assure they 
are at the stated uniform percentage of value as of the 
valuation date of the assessment roll upon which the 
assessments appear.  It is synonymous with the terms 
revaluation and update. A reassessment can be completed by a 
reappraisal of parcels, trending of parcels to current value, 
or a combination of both. The use of trending as the sole 
means of establishing a new market value for any parcel will 
not be considered a reassessment for the purpose of satisfying 
State aid criteria in a reappraisal year as part of a plan for 
cyclical reassessment. * 

 
*ORPTS “Guidelines for Cyclical Reassessment” -- November 2010 
www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf  
 

27. RPTSA – The Real Property Tax Services Agency of _____ County. 
 
28. RULES - The New York State Rules and Regulations for Real 

Property Tax Administration that established standards of 
certification for state financial reimbursement (9 NYCRR).  
The Rules that must be adhered to are those in force as of the 
date of contract execution. 
 

28. STATE BOARD / SBRPTS - The New York State Board of Real 
Property Tax Services. 

 
29. SYSTEMATIC ANALYSIS - The four-step process of reassessment 

which includes the gathering and grouping of data and 
information, application of accepted analytical techniques 
both diagnostic and prescriptive and the subsequent validation 
of results before the filing of a tentative roll. 

 
30. TAXABLE STATUS DATE - The ownership and physical condition of 
 
 11 

http://www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf


real property as of this date are assessed according to a 
value fixed as of the valuation date in the year that the 
reassessment is to be implemented.  For most towns, taxable 
status date is March 1. 

 
31. TENTATIVE ASSESSMENT ROLL - A preliminary assessment roll 

whose assessed values and exempt amounts are subject to 
grievance by a property owner before a Board of Assessment 
Review. The roll does not become final until this Board has 
acted upon all grievances. 

 
32. TRENDING - The process of applying factors based upon criteria 

such as property type, location, size, and age, developed from 
assessment-sales ratio studies or other market analysis, to 
groups of properties to maintain uniformity of assessments at 
the stated uniform level of assessment.  The use of trending 
as the sole means of establishing a new market value for any 
parcel will not be considered a reassessment for the purpose 
of satisfying State aid criteria in a reappraisal year as part 
of a plan for cyclical reassessment. * 

 
*ORPTS “Guidelines for Cyclical Reassessment” -- November 2010 
www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf  
 
  

33. UNIFORM ASSESSMENT STANDARDS - a general blueprint for local 
governments assessing units to establish "equitable" and 
"transparent" assessments. "Equitable" means that all 
properties are uniformly assessed at full market value.  
"Transparent" means that the system is easy to understand by 
all taxpayers and that all relevant information is readily 
available to the public.  
http://www.orps.state.ny.us/ref/pubs/uniformAssmntStd/  -- November 2010 
 

34. VALUATION - The process of estimating market values for all 
parcels in the municipality using mass appraisal procedures 
which are in compliance with standard 6 of the Uniform 
Standards of Professional Practice of the Appraisal 
Foundation. 

 
35. VALUATION DATE - All real property is valued as of this date. 

Generally for towns and cities, it is July 1 of the preceding 
year. 

 
36. VERIFIED PARCEL - A parcel for which the inventory data has 

been field verified for completeness, corrections entered onto 
the inventory file, file edited by computer and corrected for 
any errors. 

 
37. WORK/WORK PRODUCTS - The services to be performed/delivered by 

the contractor. 

 
 12 

http://www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf
http://www.orps.state.ny.us/ref/pubs/uniformAssmntStd/


SECTION 1 - INTRODUCTION 
 
This reassessment of all real property is the result of a decision made by this (these) 
municipality(ies) to achieve equitable assessments.  It is done pursuant to Sections 301 
and 305 of the New York State Real Property Tax Law (RPTL).  It is the intent of the 
municipality to complete the reassessment in accordance with section 1573 RPTL, rules 
and procedures in order to qualify for State Aid. 
 
This document is a request for proposal for the reassessment of all real property except 
Roll Section 5 (special franchise) within the municipality.  The contractor will be required to 
value all locally assessed parcels in Roll Sections 1 (taxable), 3 (state owned land), 7 
(ceiling railroad), and 8 (wholly exempt).  For public utility property, Roll Section 6, the 
contractor will provide values for all land.  Advisory appraisals will be requested (from 
ORPTS' Valuation Services Bureau) for utility properties (Roll Section 6) and forestry 
factors and assistance (from the State Forestry Unit). Advisory appraisals requested for 
industrial and complex commercial properties should be requested from the ORPTS’ 
regional office.   However, there is no guarantee that they will be provided due to ORPTS’ 
staffing and budget considerations.  Companies will be required as part of their proposal to 
itemize a separate add-on price for valuation of structural and non-structural public utility 
property (Roll Section 6) in the event that ORPTS cannot provide the advisory appraisals. 
 
This proposal will specify the system(s) that will be used to accomplish its goal of placing 
values at a uniform percent of full market value on the year tentative assessment roll.  The 
municipality intends that this project conform to the Rules (9NYCRR).  A copy of the most 
current, applicable Rules can be obtained by contacting the ORPTS Regional Services 
Bureau Office, State Aid Representative, at: 
Address_________________________________, Phone_______________________.   
This information is also available at the ORPTS’ website:  www. orps.state.ny.us 
 
A statement of the company's intention to fully comply with these Rules must be 
included in each proposal. 
 
The municipality intends to solicit proposals from companies capable of undertaking and 
successfully completing a reassessment of approximately    #    parcels of real property 
over a    #    month period, and conducting such reassessment in conformance with the 
Rules. The municipality intends to select a company that has a successful history of 
undertaking and completing real property reassessment projects. 
 
Therefore, the company must have undertaken and completed real property reassessment 
projects of which any one such project must have totaled over    #    parcels.  In addition 
the company must have qualified personnel on its permanent payroll staff who have direct 
experience managing real property reappraisal projects and who have the skills and 
experience to undertake major public information and personnel training programs. 
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Supplemental technical experience information, relating only to real property reassessment 
projects, is required in the proposal.  Such information shall include full identification of the 
contracting parties, number of parcels, dates and duration of contracts, use of the 
NYSRPS and compliance with the Rules.  The company is required to submit in its 
proposal a complete client list of all real property related projects with which it has been 
associated over the past (five) years.  A contact person and telephone number is to be 
provided for each project listed.  
 
Appendix D outlines a format for the proposal and items that it must contain.  Proposals 
that deviate from the format or contents may not be considered. 
 
The RFP is the minimum specification for the project.  Each proposal must contain a 
statement that the company fully intends to comply with the specifications as found in this 
RFP.  In no event does this preclude a company from offering goods and/or services above 
and beyond those specified in the RFP. 
 
Finally, this document is in compliance with the Uniform Standards of Professional 
Appraisal Practice (standard 6) developed by the Appraisal Foundation for Mass Appraisal. 
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SECTION 2 - PROFILE OF MUNICIPALITY 
 
The municipality(ies) is (are) located in the County of NAME New York. 
 
A detailed municipal summary is contained on the following page.  There is also an 
abundance of information available on the ORPTS’ website to assist the contractor in 
gathering pertinent information.  In addition, a municipal profile can be provided by ORPTS’ 
regional office upon request. 
 

· additional descriptions; 
· previous reassessments; 
· NYSRPS involvement; 
· current staffing and operations; and 
· data processing/administration resources 

 
 
 ITEM 

 
 QUANTITY  

Population 
 
  

Number of School Districts 
 
  

Number of Special Districts 
 
  

Square Miles 
 
  

Current Equalization Rate 
 
  

Residential Assessment Ratio 
 
  

Homestead\ Non homestead Classified Roll 
 
 /  

Parcels with negotiated settlements 
 
  

Number of Property Transfers/Year (RP-5217's) 
 
  

Outstanding Building Permits 
 
 

 
 Year of last reassessment for each municipality 
 
 Year of last data collection for each municipality 
 
 Does the municipality intend to apply for Approved Assessing  
 Unit status in order to adopt Article 19 (Homestead)?             Yes/No 
 
 Describe any specialized valuation tasks that will be encountered in 
 the municipality (e.g., parcels with water frontage, NYC 
 Watershed properties, large parcels meeting the definition  
 of RPTL 805 and/or 1316, estates, etc.).  
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MUNICIPAL SUMMARIES       Table 1A  #1 OF ? 

TOWN OF XXXX    SWIS - XXXX 

20XX FINAL ASSESSMENT ROLL 

 
 PROPERTY CLASS 

 
NUMBER OF PARCELS 

 
 CODE USE 

 
Roll 

Section 1 

 
Roll 

Section 3 

 
Roll 

Section 5 

 
Roll 

Section 6 

 
Roll 

Section 7 

 
Roll 

Section 8  
 

 
 Totals 

 
100 Agricultural 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
200 Residential 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
300 Vacant Land 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
400 Commercial, Except Condos 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
400-C Commercial Condos 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
500 Recreation 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
600 Commercial Service 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
700 Industrial 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
800 Public Service 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
900 Wild & Forest Lands 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
TOTAL ASSESSMENT ROLL 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
A breakdown of the number of properties with water frontage by major property type will appear as part of Appendix B.  
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MUNICIPAL SUMMARIES   Table 1B   #1 OF ? 
TOWN OF XXXX    SWIS - XXXX 

20XX FINAL ASSESSMENT ROLL 
 
 PROPERTY CLASS 

 
NUMBER OF PARCELS 

 
 CODE USE 

 
Roll 

Section 1 

 
Roll 

Section 3 

 
Roll 

Section 5 

 
Roll 

Section 6 

 
Roll 

Section 7 

 
Roll 

Section 8 
 

 Totals 
 
210 Single Family Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
210-C Residential Condos 

       

 
220 Two Family Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
230 Three Family Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
240 Rural Res. with acreage  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
241 Rural Res. (some ag. use) 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
242 Rural Res. (recreation use) 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
250 Estate 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
260 Seasonal Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
270 Mobile Home 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
271 Multiple Mobile Homes  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
280 Multiple Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
281 Multiple Res. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
283 Res. w/Incidental Com. Use 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
TOTAL ASSESSMENT ROLL 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

A breakdown of the number of properties with water frontage by residential property type will appear in Appendix B. 
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SECTION 3 - GENERAL RESPONSIBILITIES - MUNCIPALITY AND ORPTS 
 
The successful completion of this project depends on the cooperation of several 
participants and their ability to successfully complete their assigned tasks as required by 
this RFP.  Following are the major responsibilities that must be performed by each. 
[There should be a correlation between the physical and/or human resources a 
municipality can provide to this project and the savings to the proposed cost – the 
cost will almost certainly be higher if the municipality chooses to provide only 
oversight as opposed to differing levels of direct involvement.  The municipality may 
wish to add language to the RFP requiring prospective contractors to quantify 
savings for each direct component of municipal resources provided.]   
 
3.1 Municipality 
 

3.1.1  Project Management 
 

The project administrator will have ultimate project responsibility.  The administrator 
will provide general direction throughout the project and timely resolution of 
problems when requested by any of the following: 

 
· Contract Administrator (specify name and title); 
· Contractor; and 
· ORPTS 

 
The project administrator (specify name and title) will spend at a minimum   #  
hours per week on this project. 
[Does the municipality want the Assessor to act as project administrator?  
The Assessor will sign the published reassessment roll and is directly 
responsible for the end results regardless of the actions of the contractor.  
Will the Assessor have sufficient time to devote to this oversight role given 
normal day-to-day responsibilities?]  

 
3.1.2  Data Manager 

 
The municipality will provide a person to act as data manager who will work with the 
contractor, be trained by the contractor and / or ORPTS if applicable, and who will 
ultimately be responsible for file control and data management.  This person 
(specify name and title) will spend at a minimum   #   hours per week on this 
project. 

 
3.1.3  Staff Involvement 

 
The municipality will/will not provide appropriate staff, in addition to the Assessor, 
to assist the project contractor, at the discretion of the project administrator 
throughout the duration of the project.   Staff will spend at minimum of   #   hours 
per week assisting on this project. 
[Presumably this would be staff reporting to the Assessor.  Will Assessor’s 
staff have sufficient time to devote to direct involvement given normal day-to-
day responsibilities?] 
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3.1.4  Documentation 

 
The municipality will provide timely access to all current assessment roll, tax map, 
and jurisdictional information, i.e., but not limited to, RP-5217 forms, wetland maps, 
zoning maps, zoning ordinances, special district maps, and building permits.  The 
municipality will provide to the contractor within ten (10) days of project start up: 

 
· two (2) copies of the tax maps; and 
· two (2) copies of the assessment roll cross reference reports 

 
Also, within ten (10) days of project start up, the contractor and the municipality will 
meet and determine the time frame and procedures for providing the contractor 
with:  

· assessment roll changes; 
· identification of new constructions and demolitions; 
· building permits; 
· sales documents (RP-5217); and 
· other pertinent information. 

 
At this meeting the contractor and the municipality will establish written procedures 
for allowing the contractor to have access to the inventory/assessment system and 
records. 

 
Prior to field review, the municipality and contractor must agree on 
documentation procedures for those parcels with significant changes in 
value, defined as a XX% variation between the computer generated estimate 
and the field reviewed value. 

 
3.1.5  Space and Equipment 

 
The municipality will provide: 

 
  #   square feet of office space located at: 
 

______________________________________________________________________; 
                                                                   (ADDRESS) 

· storage space; 
· training areas; 
· site(s) for informal reviews; and 
· adequate furnishings; 

 
at no charge to the contractor, for all required activities throughout the life of the 
project.    Access to this space is available between the hours of ____ and ____,    
#   days a week. 

 
The contractor is responsible for providing its own telephone service including 
installation. 
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[Discuss location of data processing equipment including printer.  Discuss 
access time to municipality's equipment.  Discuss whether contractor must 
provide own equipment; modems, printers, computers, etc.  Whatever space, 
resources, etc., the municipality can provide should help to lessen the cost of 
the project.] 

 
3.1.6  Property Record Cards 

 
The municipality is responsible for all expenses related to purchasing and printing 
bulk copies of the appropriate data collection forms (property record cards). 
 
3.1.7  Assessor’s Participation 

 
a) The Assessor will be completely involved throughout this project. 

 
b) The Assessor will participate in all informational meetings and attend 

training sessions. 
 

c) The Assessor will provide the contractor with "local knowledge,” 
participate in data element selection and editing, field verification, value 
analysis, field review, and informal review meetings. 

. 
d) The Assessor will review file maintenance corrections and the collection 

and verification of data related to new construction, building permits, and 
demolition. 

 
e) The Assessor will update all exemption amounts prior to assessment 

disclosure processing. 
 

The Assessor will be available during the project phases to assist the contractor as 
follows: 

 
 

PHASES 
 
NUMBER OF HOURS 

PER WEEK  
Project Start Up 

 
  

Data Collection 
 

  
Sales File Verification 

 
  

Valuation Testing/Production 
 

  
Field Review 

 
  

Informal Review Meetings 
 

 
 
 
3.1.8  Clerical Function(s) 

 
The municipality will perform the following clerical function(s) for the duration of the 
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contract:  Insert Function(s). 
 

3.1.9  Application for Advisory Appraisal 
 

The municipality will/will not request advisory appraisals of taxable utility property 
and/ or highly complex properties.  If applicable, the municipality must submit a 
request for advisory appraisals (forms RP-5050 and/or RP-7021) to the appropriate 
ORPTS’ regional office, nineteen months preceding the implementation of the 
reassessment (by October 1, 20XX).  A copy of Roll Section 6 must accompany the 
request (ORPTS’ delivery of advisories will be contingent upon the municipality’s 
participation in UCARS - Utility Company Assessment Roll Standardization).  In 
order to receive utility values the assessing unit, its agents and ORPTS must agree 
to a schedule and the products to be provided.  Should the municipality file a plan 
for cyclical reassessment, utility advisories that have been provided for the initial 
reassessment will be automatically be provided for subsequent years unless the 
municipality requests otherwise or the municipality does not maintain a Level of 
Assessment of 100% in the interim years.  Specific procedures for requesting 
advisory appraisals are found in Part 195 of the Rules. 

 
3.1.10  GIS Capacity and Availability 

 
Municipality to Describe 

 
3.1.11  Software, if other than RPS. 

 
(Municipality to describe software requirements here) 
 
For quality control purposes and to help ensure that ORPTS is able to verify the 
reassessment roll at the municipality’s stated Level of Assessment, the contractor  
must be able to provide the municipality with a complete file (all assessment, 
inventory, sales and sales inventory) in an RPS compatible format at appropriate 
stages of the project (e.g., during data collection, after all applicable sales data has 
been reviewed, at the onset of mass appraisal activities, at the end of field review 
prior to the start of assessment disclosure processing and prior to the publication of 
the tentative roll).   
 
3.1.12  Payments to Contractors 

 
Payments shall be made promptly in accordance with Section 8 of this RFP. 

 
3.2 ORPTS 
 

3.2.1  Software  
 
If RPS is used, ORPTS will provide assistance with use of this software. 
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3.2.2  Data Collection Material 
 

The ORPTS provides: 
 

· property record cards (see RPS fee schedule); 
· data collection manuals (for a fee); and 
· one copy of the data collection training lesson plan 

 
A data collection trainers' manual, as well as powerpoint presentations, are made 
available by ORPTS to the contractor for use in conducting data collection training. 

 
3.2.3 Processing Fees 
 
Computer processing fees are billed to the municipality and will be based on the 
Real Property System Fee Schedule for the fiscal year in which the processing 
actually occurs.  For projects that extend over multiple fiscal years, the most current 
fee schedule should be referred to when preparing budgets and expenditure plans. 
 
3.2.4  Advisory Appraisals 

 
Upon receipt of a request for advisory appraisals and a copy of Roll Section 6, 
ORPTS will review existing resources and number of requests.  ORPTS will advise 
the municipality by the July 1st preceding the implementation of the 
reassessment if it is able or unable to provide advisory appraisals. 

 
3.2.5  General 

 
ORPTS will assign a Customer Relationship Manager (CRM) who will be 
responsible for monitoring project progress, consulting with the municipality and 
others and providing advice and assistance as needed.  ORPTS will participate in 
public relations activities with the contractor and local officials upon request and 
adequate advance notice. 
 
ORPTS will provide upon request:   
 
· Statewide information through Land Information System (LIS) which would 

include sales data through Sales Web, municipal profiles through MuniPro, 
statewide assessment data through Parcel Database and GIS/Census data; 

 
· Statewide income and expense information; 

 
Any charges applicable from the current fee schedule as established by the SBRPS 
will apply.  All charges will be billed to the municipality.  
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SECTION 4 - PROJECT REQUIREMENTS/CONTRACTOR RESPONSIBILITIES 
 
4.1  Project Management 
 

The contractor is responsible for providing professional personnel capable of 
successfully accomplishing their responsibilities as defined in this RFP.  Minimum 
staffing requirements are found in Section 6 of this RFP.  
[The municipality should give due consideration to both the staffing 
requirements and the degree of experience and/or licensure desired of that 
staff relative to the work that must be performed for a successful completion 
of this project.]  

 
The contractor is responsible for performing all project related clerical function(s) not 
specified as a municipal responsibility.  

 
4.2 Project Timetable 
 

On the following page is the proposed timetable for this project.  If the company 
deems it necessary to alter this schedule, the company must specify any changes in 
its proposal.  If changes are made, please note in Appendix D sample proposal in 
response to request for proposal. 
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RFP 

SECTION 

 
 PROJECT TIMETABLE 

 
START 
DATE 

 
FINISH 
DATE 

 
4.2 

 
Project Timetable 

 
xx/xx/xx 

 
xx/xx/xx 

 
4.3 

 
Public Information 

 
 

 
 

 
4.8.11 

 
Photography/Image Option 

 
 

 
 

 
4.4.1 

 
Data Collection Training 

 
 

 
 

 
Appendix E 

 
Assessor’s Sign Off Document #1 

 
 

 
 

 
4.8 

 
Subject Inventory Data Collection 

 
 

 
 

 
4.8.4 

 
Subject File Creation 

 
 

 
 

 
4.9 

 
Sales Validation, Verification and File Creation 

 
 

 
 

 
Appendix E 

 
Assessor’s Sign Off Document #2 

 
 

 
 

 
4.8.10 

 
Data Mailer 

 
 

 
 

 
4.8.10 

 
Production in Response to Parcel 
Inventory Mailers 

 
 

 
 

 
4.10 

 
Valuation File Editing 

 
 

 
 

 
4.11 

 
Valuation Testing 

 
 

 
 

 
Appendix E 

 
Assessor’s Sign Off Document #3 

 
 

 
 

 
4.11.4 

 
Valuation Production 

 
 

 
 

 
4.12 

 
Field Review of Values 

 
 

 
 

 
4.13 

 
Assessors Value Review with Contractor 

 
 

 
 

 
Appendix E 

 
Assessor’s Sign Off Document #4 

 
 

 
 

 
4.13 

 
Update Values on File 

 
 

 
 

 
3.1.7 

 
Assessors Recalculations of Exemptions  

 
 

 
 

 
4.14 

 
Delivery of File to Assessment Disclosure Processing Agent 

 
 

 
 

 
4.14 

 
Property owner Assessment Disclosure Notice 
Production and Analysis 

 
 

 
 

 
Appendix E 

 
Assessor’s Sign Off Document #5 

 
 

 
 

 
4.14 

 
Assessment Disclosure Notice Mailing 

 
 

 
 

 
4.15 

 
Informal Review Meetings (Including Field Related Activities) 

 
 

 
 

 
4.16 

 
Value Change Notices Production 

 
 

 
 

 
 

 
Prepare Tentative and File Assessment Roll 

 
 

 
 

 
7.0 

 
Project Deliverables to Assessors 

 
 

 
 

 
4.19 

 
Submit Application for Appropriate State Aid 
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Reimbursement 
 

Appendix E 
 
Assessor’s Sign Off Document #6 

 
 

 
 

 
 

 
Project Completion 

 
 

 
 

 
 
4.3 Public Information 
 

The contractor must conduct a comprehensive public information program designed to 
coordinate all activities necessary to promote public understanding, awareness, and 
cooperation throughout the project.  The contractor must be prepared to conduct a public 
information campaign that will include media releases, direct mailings to all property 
owners, programs for broadcast and rebroadcast on television and radio, the internet 
and oral presentations.  Individual presentations will be directed to property owners, local 
officials, businesses, and civic groups so that they may better understand the scope and 
objectives of the project.  
 
MUNICIPALITY SHOULD DESIGN PUBLIC RELATIONS PROGRAM AND INSERT 
HERE.  [The understanding by the public of the goals of the reassessment and the 
process used cannot be overstated as a means to help ensure a successful 
implementation.  To this end, the municipality should give careful thought to the 
public relations challenges that may exist in the municipality and how those best 
can be addressed (e.g., are there certain neighborhoods that are likely to see a 
larger increase in values than others (those areas that are generally under 
assessed)? Are there certain groups that may be concerned about the effects of 
reassessment?  Are there active property owner groups in the municipality that 
should be addressed?]    
 
At a minimum, this program should include the time frames and method 
(meetings, mailers, media, etc.).  If appropriate, the municipality should mention 
the need for any bilingual public information material.  Public information releases 
associated with the following phases of the project should be included, at a 
minimum: 

 
· contract signing 
· public information meeting schedule 
· general project information 
· data collection 
· inventory mailer 
· assessment disclosure / informal review 
· project status updates 

   
The contractor will conduct the prescribed meetings at various locations throughout the 
municipality.    

 
All public information activities should strive to emphasize the responsibilities of the 
various participants, the methods to be employed during the project and the overall goals 
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of the project.  At a minimum, the following points should be addressed as often as 
possible: 

 
· significance of real property tax; 
· necessity of project; 
· purpose and methods of project; 
· role of municipality and Assessors; 
· role of project contractor; 
· role of ORPTS; 
· necessity of data collection; 
· caliber and training of data collectors; 
· cooperation of parcel owners is key to success; 
· assessment disclosure aspect throughout the project; and 
· ongoing nature of system 

 
The contractor will provide, in the proposal, a detailed outline and schedule, by 
project phase, of the intended public relations endeavors. 

 
The contractor should include in its proposal (or bring to the company interview) 
sample press releases and brochures/pamphlets used in previous projects 
conducted by the firm.  If the company is selected, these materials may be used to 
develop a comprehensive public information campaign for this project. 

 
4.4 Local Staff Training 
 

The contractor is responsible for training local staff in such a manner that, at the 
end of the project, appropriate municipal staff will be knowledgeable in the 
operation of those phases of mass appraisal assigned as a contractor 
responsibility.  The contractor is also responsible for training personnel under its 
control in order to maximize their usefulness. 
[Ideally, it is important for the municipality to ensure that its Assessor and 
assessment staff will be in a position to assume the maintenance of 
inventory and values at the same stated Level of Assessment as will be 
implemented in this project.] 

 
The contractor is responsible for conducting a thorough, effective, and 
documented training program for: 

 
· data collectors; 
· municipal staff; 
· the Assessor; and 
· Board of Assessment Review members 

 
The minimum standards for conducting training will include the following: 

 
Lesson Plan - Outlines and lesson plans for training for all aspects of the project 
which shall describe the material to be presented and the techniques to be used. 
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Training Manual - A comprehensive reference tool depicting the substance of the 
lessons to be given with, at least, definitions, applicable illustrations, explanations 
of computer assessment administration concepts and necessary flow charts. 

 
Schedule of Training Sessions - A detailed outline which specifies dates, sites 
and content of each class necessary to be conducted within the framework of this 
project.  (Municipality to develop target dates and training schedule) 

 
This information will be provided to the project administrator for approval prior to 
any training session taking place. 

 
In its proposal, the company will provide a general training schedule that it 
intends to follow during the project.  However, within fifteen (15) working days of 
contract execution, the selected contractor will provide a training plan for data 
collectors.  Also, within twenty (20) working days of approval of a contractor work 
plan, the contractor will provide a detailed training plan and schedule for the 
remainder of the training responsibilities.  Municipal personnel must be permitted 
to participate fully in all training activities. 
 
4.4.1  Data Collector Training 

 
Training for data collectors must be comprehensive and documented.  The data 
collection training lesson plan and manual, as prepared by ORPTS, will be used 
for this training.  Training sessions must be conducted in both a field and 
classroom environment.  Attendance logs must be maintained for all classroom 
sessions. 

 
ORPTS staff will NOT provide/conduct data collection training for any 
contractor staff unless the municipality and ORPTS Regional Management 
agree to this AND it is clearly specified in this project RFP, in advance.  
Without such specification, contractor staff are welcome to attend a 
previously scheduled training session if there are open seats. 
 

 
4.4.2  Training of Municipality Staff & Local Assessor 

 
The contractor is responsible for training municipal staff and Assessor so that they 
can routinely interface with assessment administration modules as they relate to 
the company's involvement and be familiar with the basic concepts of valuation by 
the end of the project.  Formal training will include, but is not be limited to, such 
topics as: 

 
· data collection; 
· valuation; 
· field review; 
· RPS file maintenance procedures; 
· file control concepts of the system; and 
· income and expense data analysis necessary to maintain a current   
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"valuation factor file" 
 
     (In addition to training requirements as defined as the result of completed 

needs analysis) 
 

The contractor must provide municipal staff the following workshops: 
 

 
WORKSHOPS 

 
MINIMUM LENGTH 

OF WORKSHOP 

 
DATES 

 
Land Analysis/Valuation 

 
 

 
 

 
Cost Analysis/Valuation 

 
 

 
 

 
RFV Market Analysis/Valuation 

 
 

 
 

 
Commercial Market and Income 

Analysis/Valuation 

 
 

 
 

 
Field Review 

 
 

 
 

 
Subsequent Roll Value Maintenance 

 
 

 
 

 
Board of Assessment Review  

 
4 Hours 

 
 

 
In addition, the contractor will provide on-the-job training in the practical application 
of file maintenance for the municipality's data manager and Assessors. This will 
enable them to become aware of the practical application of assessment 
administration. 

 
The contractor will provide the Assessor (insert number of days) of on-the-job 
field review training, after completion of the field review workshop specified above. 
Within two weeks of the start of field review, the contractor must have 
individualized follow-up training for Assessor’s staff.  During the field review phase 
of the project, the contractor must allocate time in conjunction with the project 
status meetings to answer individual field review questions. 
[The municipality should note that the degree to which the Assessor and 
his/her staff can participate in field review with the contractor’s staff is the 
degree to which valuation issues can be identified and adjusted prior to the 
mailing of preliminary assessments as part of assessment disclosure.] 

 
The contractor may offer additional training or workshops as part of its proposal on 
a per diem basis. 
 
4.4.3  Board of Assessment Review Training 

 
The contractor is responsible for providing the Board of Assessment Review with: 
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· an overview of the reassessment project; 
· the basics of mass appraisal; 
· familiarization with the valuation concepts used; 
· field review procedures; and 
· valuation/field review reports 

 
This training will be conducted in a classroom environment and consist of a 
minimum of four hours. 

 
4.5 Data Processing 
 

4.5.1  Hardware 
 

The valuation phase will be carried out using municipal computer on site or on the 
contractor’s hardware with no charge for computer usage to the contractor.  All 
costs for outside valuation processing, if applicable, are to be paid by the 
municipality. 

 
4.5.2  Software 

 
NYS DTF - ORPTS’ computer programs may not be modified without permission 
of NYS DTF.  New programs will not be written and existing non-NYSRPS 
programs will not be used for this project without the permission of the project 
administrator.  Existing contractor software developed for personnel and financial 
management of the project shall not be subject to this provision.   
 
For quality control purposes and to help ensure that ORPTS is able to verify the 
reassessment roll at the municipality’s stated Level of Assessment, the contractor  
must be able to provide the municipality with a complete file (all assessment, 
inventory, sales and sales inventory) in an RPS compatible format at appropriate 
stages of the project (e.g., during data collection, after all applicable sales data 
has been reviewed, at the onset of mass appraisal activities, at the end of field 
review prior to the start of assessment disclosure processing and prior to the 
publication of the tentative roll).   
  
4.5.3  Scheduling 

 
If printing is to occur at an ORPTS’ regional office, the contractor will be requested 
to submit to ORPTS, for approval, weekly forecasts of anticipated computer 
usage, one week in advance, to assure printing time. 
 

4.6 Tax Map Data 
 

Detail the Status of Tax Maps 
 

Tax map errors may be discovered during the data collection effort.  These errors 
are to be reported to the project administrator by the data collectors as they are 
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discovered.  The project administrator will furnish the contractor with tax map 
inventory changes as determined in Section 3.1 of this RFP.  In its proposal, the 
company must explain how errors in tax maps found in the field will be recorded 
and reported. 

 
4.7 Property owner Inquiry 
 

Contractor personnel, familiar with the entire project, must be dedicated to the 
function of resolving property owner inquiry and complaint follow-up.  All property 
owner inquiries and complaints must be fully documented and responded to. 

 
At a minimum, the following will be forwarded to the municipality: 

 
· name of inquirer or complainant; 
· time and date of inquiry/complaint; and 
· the response to the inquiry or complaint 

  
 [The municipality should determine the time frame for receiving this 

documentation, i.e., weekly? monthly? within X days of occurrence?]  
 
 
4.8 Subject Inventory Data Collection 
 

4.8.1  Verification and Collection 
 

All data collection is to be conducted in accordance with Volume 6 of the 
Assessor’s Manual published by ORPTS.  

 
The contractor will conduct an on-site inspection as defined by the Rules and the 
Guidelines for Cyclical Reassessment of all parcels to be valued within the scope 
of this project. 
[The property inventory collected will play a tremendous role in the 
accuracy and consistency of the assessments developed and, 
consequently, the public's perception of the project's quality and fairness. 
The municipality must consider how it wants data collected.  Is data to be 
collected as a complete data collection without referring to existing 
property record cards (complete inspection / measurement)?  Will it be a 
verification of existing data in which properties are viewed from the public 
right-of-way with on-site inspection and / or re-measurement as needed in 
the event discrepancies are noted?  Will the municipality use oblique 
aerial photography and / or 360 degree street level photography as a 
resource to obtain data and identify specific properties requiring 
recollection in advance of field inspections?  Does the municipality want 
interior inspections of homes attempted?  Does the municipality want 
different levels of data collection (e.g., data verification for residential, 
data collection for commercials)?  Data collection options must be 
weighed very carefully as each will have implications for the potential cost 
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of the project as well as the public's perception of the quality of the 
project's results.  The data collection options desired by the municipality 
should be reflected in the language used in the pre-inspection mailer (see 
section 4.8.2).   

 
Developing a data collection program that balances any potential public 
sensitivity to perceptions about the invasiveness of data collection with the 
need to obtain accurate inventory will help to minimize negative public 
reaction during the project.  When a project will include data collection that 
requires contractor staff to set foot on private property, due consideration 
should be given to ORPTS Opinion of Counsel volume 9 number 4   
( http://www.ORPTS.state.ny.us/legal/opinions/v9/04.htm ).  This Opinion of 
Counsel should be shared with the municipality's attorney and discussion 
should occur between the attorney, assessor, municipal executive and 
municipal board to ensure consensus on the appropriateness of any data 
collection approach prior to the issuance of this RFP.] 
 

 The collection of parcels is to be conducted by a data collection crew to be hired 
and trained by the contractor [This statement may require rewriting based on 
decisions made by the municipality – see comments under Section 3 
Municipal Responsibilities, p. 17.]   

 
4.8.2  Collection Instrument 

 
The standard ORPTS’ property record card will be used in this project; RP-3100 
for residential, farm and vacant, and RP-3105 for commercial, industrial and public 
utility parcels.   

 
Property description data in the project will be of two types:  "front-loaded" data 
and field collected data.  The "front-loaded" data currently exists for each parcel, in 
machine-readable form, and must be placed on the data collection card prior to 
data collection.  This data will be resident at the parcel level in the RPS format.  
This data includes, at least, the following items: 

 
· parcel ID (parcel key); 
· owner name; 
· owner address; 
· parcel location; 
· property class code; and 
· parcel size 

 
A notice detailing the purpose of the data collection project is sent to each property 
owner at least one week prior to the commencement of data collection activities.  
This notice shall detail the general procedures to be used in the data collection 
effort and specifically outline the procedures that will be followed if no one is at 
home during the first entry attempt.  A procedure for property owners to proactively 
refuse all access to their property must be included.  (Insert procedure 
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developed for municipality via appendix.) 
 
4.8.3  Parcel Entry 

 
The contractor will attempt to perform a complete interior inspection of all 
improved properties.  The data collectors are required to indicate whether entry 
was made.  Where entry is made, the contractor will attempt to secure the 
signature of an owner or adult occupant. (If no one is at home the data collector 
must leave notification of the visit or must notify owner by mail within ten (10) 
days.)  The Data Mailer cannot be used for this notification.  Instructions on how 
the occupant may set up an appointment for an inspection are to be supplied. 

 
In the case of total refusals, signatures should be obtained and a list of all such 
refusals will be given to the project administrator for assistance in gaining entry. 

 
At least two (2) entry attempts (initial attempt and one callback) are required in all 
cases where entry, except for outright-signed refusals, has not been made.  The 
second attempt must be made either in the evening (after 6:00 pm) or on 
weekends. 
 
After two (2) unsuccessful entry attempts have been made, the contractor must 
forward a notice to the parcel owner, of attempted entry that details a procedure 
whereby the owner may schedule an interior inspection with the contractor.  The 
Data Mailer suffices as this notice.  A list of those parcels for which there was no 
affirmative response must be given to the project administrator for a final entry 
attempt.  

 
4.8.4 File Creation and Maintenance 
 

Inventory data records are to be created and or corrected within ten (10) working 
days after the last required visit to the property or refusal.  Documents for parcels 
that are data collected are to be manually verified for completeness and 
computerized. 

 
The contractor is responsible for the data collection of all parcel changes that are 
reported to the contractor prior to taxable status date of the implementation year.  
Examples are changes due to: 

 
· parcel splits; 
· parcel merges; 
· demolition; 
· fire; and 
· new construction 

 
The project administrator is responsible for the reporting of such changes to the 
contractor as agreed upon in Section 3.1 of this RFP. 

 
All parcels will be edited and file maintained prior to Data Mailer production.  At 
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that time, a complete set of edit reports is to be given to the municipality and 
ORPTS. 

 
Data Mailer discrepancies must be resolved and corrections made to the inventory 
file prior to valuation testing. 

 
Throughout the project, the contractor will make available, upon request, all edit 
reports and subsequent output reports to the project administrator and ORPTS. 

 
4.8.5  Parcel Improvement Sketches 

 
Sketches for all improved parcels will be done on the data collection form in a 
manner prescribed in the ORPTS’ Assessors Manual Volume 6 data collection 
manual.  A plot plan must be submitted for those complex parcels as listed in 
Appendix B.   [Is the municipality currently using sketch software and should 
this software be used for this project?  How are sketches to be stored?]  
 
4.8.6  Data Collectors 

 
The minimum number of data collectors and crew chiefs to be employed for the 
project shall be sufficient to collect the required data items within the time 
scheduled.  Crew chiefs are primarily responsible for the recollection and/or field 
verification of data collected by the data collectors.  The crew chief's functions 
include monitoring and ensuring the quality, consistency and accuracy of all data. 
A ratio of not less than one crew chief for every five data collectors must be 
maintained. 

 
4.8.7  Data Quality Control 

 
Each crew chief will be required to field verify twenty-five (25) of the first one 
hundred (100) residential parcels and ten (10) of the first one hundred (100) 
parcels in the farm, commercial and industrial categories which have been 
collected by each data collector within 30 days from the start of data collection for 
each collector.  [Does the Assessor / project administrator wish to offer any 
parameters under which a waiver for this requirement would be granted to 
applicable data collectors?]  The documented results of this verification of data 
must be reported to the project administrator and ORPTS’ Customer Relationship 
Manager and the reason for any differences must be determined immediately. 

 
In all cases where an individual or group of data collectors is collecting data 
erroneously, due to lack of skills, the collector(s) must be recalled for intensified 
retraining or termination.  The work of those collectors who have been retrained 
must be field verified at a frequency of one (1) out of every five (5) parcels for the 
next fifty (50) parcels.  Continued failure to collect data properly after retraining will 
constitute cause for dismissal of the data collector.  In all cases where the reason 
for collection differences is based on the failure of a collector to carry out his/her 
duties, that collector will be promptly terminated. 
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Upon return from the field, each data collection instrument is to be visually 
checked by contractor office staff for completeness and legibility.  Insofar as 
possible, that check and any follow-up clarification will be gained from the data 
collector on the day following the return of the card from the field.  In addition, Data 
Mailers as described below will be an integral part of the quality control.  The 
quality control must include a procedure for remedying any failures or 
discrepancies in the accuracy of the data as revealed by the field verification of 
data, or brought to the attention of the contractor by other knowledgeable persons. 

 
The company will include in the proposal, a detailed quality control program.  In 
addition to the previously mentioned criteria, the program must include a 
comprehensive weekly reporting procedure to the municipality that details 
collection staff, each collector's work, municipal level progress summaries and 
estimates for the upcoming week. 
 
4.8.8  Vacant and Agricultural Land 

 
All vacant and agricultural lands are to be listed on the appropriate property record 
card with appropriate land breakdown.  For parcels in an agricultural district, or for 
parcels currently receiving an agricultural exemption, land breakdowns are to be 
noted separately for eligible and ineligible lands as categorized on the exemption 
application.  This may require multiple entries of some land types. 
[While not necessarily a part of this RFP, the Assessor should be prepared to 
guide contractor staff in how land breakdowns are to be delineated (e.g., 
based on minimum zoning requirements for development? Using a base lot 
size?).  The Assessor should be prepared to note both positive and negative 
value influences to land that should be collected as part of this project (e.g., 
the collection of water frontage data for applicable parcels, the use of vacant 
primary vs. vacant undeveloped land types, the use of front footage vs. 
acreage, etc.).  A discussion of this nature is likely to occur at pre-proposal 
meetings and /or company interviews.] 

 
4.8.9  Public Utility Parcels and Ceiling Railroad Parcels 

 
The contractor shall collect the land data items using form RP-3105 for parcels in 
the public utility category, if the assessing unit indicates that the full value produced 
by the advisory appraisals of public utility property provided by the State Board will 
be used in the reassessment.  If such advisory appraisals will not be used, a set of 
data items must be collected and recorded that are necessary and material to 
estimate the full value of the public utility parcels, including a detailed inventory of 
all improvements classified as real property for which a replacement cost less 
depreciation can be estimated. 

 
The contractor shall collect the land data items and all structural properties using 
form RP-3105 for ceiling railroad parcels.  Non-structural property, including 
trackage, shall be collected according to the procedure described for the valuation 
of unique and highly complex parcels. 
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4.8.10  Data Mailer 

 
Property owners will also play an important role in monitoring the quality of data 
collection.  Upon completion of the process (defined as a parcel which has been 
data collected in the field, manually verified for completeness, entered onto the 
inventory file, computer file edited and all corresponding errors corrected), data 
mailers will be sent to owners of each parcel of property in the residential, farm, 
and vacant categories.  The mailers, which will consist of a selected property 
description as collected by the contractor, must be sent in sufficient time to allow 
for resolution of inquiries prior to use.  A cover letter that explains the purpose and 
content of the mailer, and the procedure whereby the property owner may schedule 
an appointment for collection should be included with the mailer.  An explanation of 
the fields to be displayed on the mailer as well as the potential entries for each field 
should accompany the mailer and cover letter.   Production of these notices, as 
well as folding and envelope stuffing, if required, will be a contractor responsibility. 
 
Upon completion of data collection of the parcels in each of the other property 
classification categories within the municipality, a notification, by mail, will be sent 
to each of these parcel owners that the data items collected may be reviewed at a 
stated time and place within the municipality.  Commercial data mailers available in 
the RPS system may be substituted for this notification requirement. [Does the 
municipality want mailers to be sent to the owners of vacant land so that the 
acreages and land breakdowns on record are known to the owners and can 
be reviewed prior to valuation?]  Again, the mailers must be sent in sufficient 
time to allow for resolution of inquiries prior to use. 
 
Property owners will be asked to review the property inventory data descriptions 
and report any discrepancies.  Mailer returns will be sent to the contractor for 
analysis. The contractor will resolve all data problems as indicated by property 
owners' responses prior to commencement of valuation activities.  Telephone 
inquiries as a result of data mailers are the responsibility of the contractor.  
 
The contractor will mail a questionnaire to owners of commercial/industrial 
property, prior to or concurrent with the inventory mailing, which will request all 
appropriate income and expense information. 

 
4.8.11  Photography/Image 

 
The photography image aspect of the project is seen as an opportunity to enhance 
the quality of data, supply an additional tool for the review of values and to 
increase the public's confidence in the project.  To help attain these goals, the 
following guidelines have been prepared. 

 
To ensure the quality of the images:  Each image is to be identified by the 
appropriate Section, block and lot number.  Each image shall be sharp and the 
dimensional sides of the structure clearly defined.  Where possible, the structure 
captured must fill at least fifty (50%) percent of the horizontal frame.  No more than 
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one structure shall be contained in each image except in those cases where an 
attached or semi-attached garage is present.  Wherever possible, the image must 
depict the front and side view of the structure (the length and width).  The structure 
should not be obstructed.  [Does the municipality want photographs taken of 
vacant lands?] 

 
The contractor shall provide to the project administrator, in batches, the images 
(photos, video) for review.  The project administrator must review and accept or 
reject the images within 30 days of receipt.  The project administrator will review 
the images for quality, sharpness, accuracy, and that the structure is clearly 
defined. 

 
There must be an accurate link between the image and the parcel.  Therefore, the 
companies, in their proposals, shall include:  A description of the equipment to be 
used and discuss the method of identification used to insure the link of images to 
corresponding parcels.  The initial parcel imaging shall be completed before field 
review, in order to provide the municipality/contractor the opportunity to review the 
image and linkage to the parcels.  The images shall be used as an additional 
quality control measure during the field review process. 

 
The company shall, in the proposal, outline the procedures to be carried out for the 
security and backup of all images.  The company must provide a detailed list of all 
equipment and associated cost, i.e., hardware, software, imaging devices, which 
will be utilized at the municipal level for viewing, printing images, and updating.  
The company shall provide an outline of the training program for municipal staff in 
the implementation and operation of the image system as well as a description of 
the procedures and the associated cost with updating the image file.  The 
company must describe its procedures for linking the image file to an assessment 
file.  All copyright and ownership rights to the completed image file must be fully 
and explicitly disclosed. 
 
[While the language in this RFP is geared towards more traditional individual 
images, whether digital or 35mm, does the municipality want to have oblique 
aerial and/or 360 degree street level photography as an alternative or 
option?  If so, language should be added stating whether the responsibility 
for contracting for 360 degree street level photography and/or oblique aerial 
photography will be a contractor or municipal responsibility.  Additionally, if 
chosen, the intended timeframe for completion of this photography should 
be stated as well as the municipality’s expectations for how the contractor 
will or will not use these images in conjunction with this project. ]  
 

4.9 Sales Inventory Collection and File Creation 
 

The contractor is required to collect and verify the data for those parcels located 
throughout the municipality that have sold since date and for all sales occurring 
until taxable status date. 
 
For parcels where inventory as of date of sale differs from subject inventory a 
separate inventory card for the sale parcel must be completed. 
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The contractor is required to produce a machine-readable data file for valid 
arms-length sales, describing inventory status as of date of sale. 

 
4.10 Data Edits 
 

The contractor will submit to the project administrator and ORPTS a list of the 
proposed edits prior to file editing.  ORPTS will advise the project administrator as 
to the applicability of these edits and the final edits will be mutually agreed upon by 
the contractor, the municipality, and ORPTS.  These edits will remain frozen until a 
change becomes necessary and has been agreed upon by the three parties.  The 
contractor will be responsible for resolving all errors that result from the edit runs.  
It is the contractor's responsibility to provide a complete inventory file for valuation 
that is as error free as possible.  This inventory file must be available to the 
municipality prior to valuation being done.  In the event that the data inventory file 
shows unacceptable levels of inventory discrepancies, ORPTS reserves the right 
to withdraw support for this project. 

 
The contractor will submit to the municipality a copy of the output reports from the 
valuation edit program.  The contractor will resubmit to the municipality a copy of 
the error reports from the final run of the land, cost and commercial edit programs 
prior to valuation. 

 
4.11 Valuation 
 

Computer-generated values, to be reviewed in the field, will be produced by the 
contractor, for all properties, as defined in the RFP, utilizing the Mass Appraisal 
techniques. 

 
The contractor must provide the municipality with an overview of the valuation 
methods used on this project.  This will include a written summary of the land 
methodology used for each neighborhood, a depreciation schedule for all 
improvements (so that buildings can be costed in the field if necessary) and time 
trend documentation, market coefficients and comparable selection points.   

 
 
4.11.1  Residential/Farm/Vacant 

 
The market value approach and the replacement cost approach will be the primary 
methods of valuation for these properties. Computer-assisted valuation for 
residential, farm, and vacant parcels will take place after all edits on the subject 
and sales inventory files are addressed.  This function can be separated into three 
phases. 
 
The first phase of the valuation process is the valuation of land.  This phase 
requires extensive analysis of the sales base as well as input from the Assessors.  
The contractor, with assistance from the Assessors, determines unit land values 
for all types of land within the municipality.  The contractor enters these into the 
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land tables of the land value extension programs.  Values must be computed for 
each separate land use classification associated with each parcel. 

 
The second phase of the valuation process employs the replacement cost 
approach.  The contractor utilizes the sales base to validate the cost and 
depreciation schedules used in the cost programs, modifying these schedules 
where necessary. 

 
The third phase of residential/farm/vacant valuation will employ the comparable 
sales approach using the sales that have been identified and verified for the 
municipality. 

 
For properties where sufficient sales information exists, the contractor will develop 
preliminary market valuation models.  However, before any valuation testing 
begins, a list of all sales to be used must be reviewed with the project 
administrator.  Sample properties will be valued and the results are to be reviewed 
by both the contractor and the municipality.  The model(s) must be adjusted and 
the sample rerun until optimum results are obtained.  All models will be subject to 
review by ORPTS for statistical and logical accuracy. 

 
If the market approach to value is not feasible for determining defensible values for 
farm parcels, the contractor must propose an alternative method of determining 
values.  Also, the contractor must provide a parcel listing with an estimate of 
value for each agricultural building upon which an exemption has been 
granted. 

 
4.11.2  Commercial/Industrial 

 
The commercial/industrial valuation module of the NYSRPS or an equivalent 
system that incorporates market, income, and cost valuation techniques will be 
used.  The municipality and the contractor, with the advice of the ORPTS, will 
mutually agree on the amount of income and expense data that is complete and 
representative of the universe of commercial/industrial properties.  [Depending on 
the number and relative complexity of the municipality’s commercial parcels, 
does the municipality want to consider engaging the services of a 
commercial appraiser with local knowledge to serve as a resource to both 
the Assessor and the contractor for this project?  If so, mentioning this in 
the RFP may be appropriate, particularly if, as a consequence, the 
municipality would expect adjustments to the contractor’s proposed 
pricing.] 

 
4.11.3  Unique and Highly Complex Parcels 

 
The project administrator and the contractor will attempt to isolate the unique 
parcels and highly complex properties at the outset of the project.  Appendix B 
contains a list of known unique and highly complex properties. 
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If the property cannot be valued using a computerized mass appraisal system, the 
contractor will assign an appraiser to apply appropriate appraisal methodology, 
and a brief, 2-3 page limited summary narrative appraisal for these parcels.  
 
The key elements that are to be shown in the limited summary narrative appraisal 
are: 

 
a) a complete inventory including copies of property record cards; 
b) sketch; 
c) photograph(s); 
d) description of property; 
e) delineation of the area; 
f) land valuation; 
g) cost valuation; 
h) market approach, if appropriate; 
i) income approach, if appropriate; 
j) correlation of values; and 
k) reference manuals used 

 
  
4.11.4 Condominiums and Cooperatives (as applicable) 
 
Pursuant to New York State Law, each cooperative complex receives a single 
assessment and shall be valued pursuant to an income approach to value 
(utilizing hypothetical rental income), analogous to the valuation of an apartment 
complex, as if the complex were not owned in cooperative form.  In addition to 
providing such valuation, the Contractor should provide the municipality with a 
spreadsheet indicating a proportional breakdown of unit values from said total 
value for purposes of exemptions and other administration. 

 
Pursuant to New York State Law, condominium complexes in the municipality are 
currently also valued pursuant to an income approach to value, however each unit 
receives an individual assessment (in contrast to cooperatives).  Following a 
reassessment and approval of same by ORPTS, the municipality will have the 
option to consider assessing condominium units (not cooperative units) as if they 
are residential property (Property Class 210-C and / or 411-C) and not subject to 
the income approach but rather according to actual market value of the units (the 
Homestead Tax Option). The contractor’s proposal shall assume that 
condominium units will be individually valued / assessed based on the current 
income approach to value as if the complex was not held in condominium form.  In 
addition to the income based valuation, the Contractor must also provide sale 
based values for all residential condominiums (those units that would be classified 
as Homestead).  The field review of these values must be completed in the same 
time frame as the field review for all other parcels as they are necessary for 
analysis of the Homestead Tax Option as part of the assessment disclosure 
process. 
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4.11.5 Valuation Reports 
 

Throughout the scheduled valuation, copies of valuation processing summary 
reports are to be given to the project administrator within three (3) workdays of 
report production. 

 
This includes reports from the market valuation programs (5-10 page samples, 
weights and coefficient adjustments only).  Also, a copy of any other valuation 
reports run must be given to the project administrator. 

 
Additionally, all Residential, Farm and Vacant (R/F/V) parcels valued through the 
valuation system, utilizing the market value approach, must have an accompanying 
valuation report showing a selected description, to include all appropriate value 
items as indicated in the sales analysis, for each subject and comparable sales 
parcel.  At least three (3) of the most comparable sales are to be identified for each 
subject parcel.  If utilized, a model estimate and weighted estimate are to be shown 
for each subject parcel.  The photographic images of the subject and each 
comparable sale will be displayed on the comparable sales valuation document. 

 
All commercial and light industrial parcels valued through the market and income 
system must have an accompanying valuation report showing a description of the 
parcels' uses by square feet or units and up to three estimates of value:  market, 
simple mortgage equity capitalization of income, and the Ellwood capitalization of 
income method. 

 
4.12 Field Review 
 

The contractor is responsible for 100% field review of all value estimates including 
vacant land and wholly exempt properties.  Field review is to be conducted from the 
nearest public road or public right of way from which the property is visible.  Field 
review is to be completed by a qualified field reviewer in accordance with the Field 
Review Manual published by ORPTS.  Parcels are to be valued as of the valuation 
date for the tentative roll.  [The contractor may propose a field review at least, 
in part, from the images assembled for this project.  The municipality should 
consider language for this RFP that speaks to the acceptability of this 
possible process.  Use of images for field review may save time and some 
cost but may also have some negative effects on the public’s perception of 
the resulting values.  For purposes of qualifying for State aid, photographic 
imagery may only be used in an office review if the photography is within 
three years’ currency.  Please note that satellite imagery (e.g., Google Earth, 
Bing, etc.) does not qualify for use in an office review.] 

 
Final values are the responsibility of the municipality's Assessors.  However, it is 
understood that the contractor must have the ability to exercise judgment in making 
final value estimates.  The contractor, when changing machine-generated value 
estimates, must enter the proper explanation on the field review document.  Typical 
explanations would include data inaccuracies, unique subject property, Assessors 
override, etc. 
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Prior to field review, the municipality and contractor must agree on 
documentation procedures for those parcels with significant changes in 
value, defined as a XX% variation between the computer generated estimate 
and the field reviewed value. 

  
Prior to informal review meetings the contractor must record on the field review 
document all value changes that occur due to data error, and reflect the data 
changes on the data file for that parcel. 

 
The Assessor must make every effort to participate fully in the field review process. 
 It is imperative that the municipal officials attain a complete and thorough 
understanding of field review in general, and more specifically, the determination of 
value process.  [The municipality should support and encourage the active 
participation of the Assessor and Assessor’s staff with the contractor in the 
field review to the degree possible.  Given the local knowledge of the 
Assessor and Assessor’s staff, valuation issues can be identified and 
corrected prior to the mailing of assessment disclosure notices / informal 
review meetings.  In turn, this can prevent negative perceptions about the 
project by minimizing more obvious and glaring valuation errors.]   

 
4.13 Assessor’s Value Review 
 

The Assessor should be involved in the review of values throughout the field review 
phase of the project. All contractor-produced values are to be entered on the data 
file and given to the Assessor for final value review prior to the Assessor’s value 
review date specified in the project timetable of this RFP. 

 
Since the defense of values will be the responsibility of the contractor, any requests 
for changes to the contractor's values must be made in writing to the contractor.  
The Assessor's value and the appropriate Assessor’s override code designating the 
reason for the change must be applied to the mechanized file.  This relieves the 
contractor of any responsibility to defend such changes. 

 
4.14 Assessment Disclosure Processing 
 

The county/contractor is responsible for producing assessment disclosure notices 
to be sent to all property owners.  In accordance with RPTL Section 511, 
assessment disclosure notices must be mailed sixty (60) days prior to tentative roll 
date.  A minimum of 20 workdays is required to accomplish this processing; 
therefore, the municipality must deliver a computer file to the county/contractor 
(complete with value entries for all parcels in all roll sections) by the date specified 
in the project schedule. The municipality is also responsible for providing a prior 
year assessment computer file in addition to verifying the prior year, extended roll 
totals, the levy rates, and the total tax levies to be used.   
 
The contractor will assist the municipality with advice from ORPTS in composing a 
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cover letter to accompany the assessment disclosure notice.  This letter will provide 
further background about the project, the informal review process, the forthcoming 
tentative roll and grievance process, and the use of the new assessment in levying 
upcoming taxes. [Please note that assessment disclosure processing is 
required if the state equalization rate for the immediately preceding 
assessment roll was less than 85.00.  While a municipality is not obligated to 
produce assessment disclosure notices if the prior state equalization rate is 
85.00 or higher, the municipality can still consider producing these notices as 
part of its public education program.  
 
If assessment disclosure will be performed, the assessment disclosure 
notice will be the property owner’s first exposure to their new preliminary 
assessment.  Does the municipality want to have any additional material 
mailed with the disclosure notice and the cover letter (e.g., the property 
specific valuation documents or a web link and password to a project related 
website where those documents could be viewed)?] 

 
4.15 Informal Review Process 
 

All property owners have a right to an informal review.  All property owners who 
make an appointment within the agreed upon time period will receive a meeting to 
discuss the preliminary value.  The Contractor must inform property owners at the 
meeting that a notice of results will be mailed to them.  The informal review process 
is the responsibility of the contractor.  The Assessor and the Assessor's staff are 
strongly urged to participate.  The contractor will provide staff to receive property 
owners' telephone calls, answer questions and set up appointments by telephone 
for meetings.  The contractor must use experienced field review staff for these 
meetings and for fieldwork related to property owner inquiries.  This includes the 
responsibility of re-inspection and data correction processing to the 
assessment/inventory files.  [The municipality should determine prior to the 
issuance of this RFP whether it would entertain an informal review process 
that is performed through a telephone or web-based system as opposed to 
the traditional system of face-to-face meetings described in this RFP.]  

 
Scheduling of evening/weekend meetings, in addition to the daytime schedule, will 
be required.  Meetings will be pre-scheduled by telephone and held at sites to be 
determined later. 
 
The Contractor(s) must inform the property owner at the time an appointment is 
made and at the start of each informal review meeting, that the purpose of the 
informal review meeting is to explain how the preliminary value is set; that no 
decision regarding a property’s value will be made at the time of the informal review 
meeting; and, that a notice of the results will be mailed to the property owner after 
the information presented and any follow up investigation has been reviewed. 

 
The contractor must provide the municipality with an analysis of, at least, the 
following: 
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· number of informal review meetings; 
· number of informal reviews resolved in session; 
· number requiring "in-field" follow-up; 
· number requiring inventory changes; and 
· amount of assessed valuation changed, by property type 

 
4.16 Value Change Notice (Section 511 Notice) 
 

As a result of value changes made, during the informal review phase, the 
municipality is required to send out a change of assessment notice to the owner of 
all parcels where a meeting was conducted or where a value has changed between 
the issuance of the assessment disclosure notice and the tentative assessment roll. 
The municipality/contractor will be responsible for envelope stuffing, postage, 
and mailing of the notices. 

 
4.17 Formal Defense of Values 
 

During the formal grievance period, resulting from the publication of the tentative 
assessment roll, the contractor, upon request, must make individuals with appraisal 
and field experience available to assist the Assessors in presentations to the board 
of review.  The contractor will be responsible for performing all related fieldwork 
and for processing inventory changes resulting from grievance proceedings. 
 
The contractor will be responsible for representing the municipality in all certiorari 
proceedings resulting from the final assessed values which the contractor made 
and which were placed on parcels on the final assessment roll and only if that 
grievance has been filed prior to or on grievance day.  The contractor will be 
required to assign skilled personnel who are familiar with the project and 
experienced in court testimony.  As the volume of these actions is impossible to 
predict, this function is not considered to be part of the contractor's fixed price 
proposal. 

 
All proposals should specify the amount to be charged to the municipality on a per 
diem basis, for defending values during the small claims and certiorari hearings, 
inclusive of field analysis. 

 
4.18 Project Status Control 
 

The successful completion of this project depends upon proper coordination, 
planning and management throughout its duration.  Therefore, the contractor must: 
 
Provide bi-weekly written summaries of project status to the project administrator 
and ORPTS (Municipality to insert example of status report contents).  These 
reports will present accurate up-to-date project status; specifically contractor 
progress, possible problem areas, remedial measures that are being undertaken, 
overview of contractor staff participation, and training provided to municipal staff. 
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Attend meetings, held on a bi-weekly basis, with the project administrator to review 
project developments, resolve problems, interpret contractual requirements, review 
billings, and provide project continuity.  The project director, appropriate staff, and 
ORPTS will attend these meetings. 

 
Attend meetings, held on an as needed/requested basis, with the project 
administrator.  These meetings will be similar in content and conduct to the 
bi-weekly meetings.  The project director, appropriate staff and ORPTS will attend 
these meetings. 

 
Provide miscellaneous written reports regarding specific project developments, as 
they arise, to the project administrator. 

 
4.19 Submissions for State Aid/Value Verification 
 

The contractor assembles and provides documentation to the municipality for 
reimbursement for state aid pursuant to the Rules as well as that documentation 
required for value verification as outlined in the memo of understanding (see MOU). 

 
4.20 Mass Mailing and Postage 
 

The contractor / municipality is responsible for providing paper, envelopes, and 
postage (first class) relative to mailing each of the following: 

 
· pre-inspection letters; 
· data mailers, including cover letters; 
· request for commercial income and expense statements; and 
· assessment disclosure notices necessary for this project 

 
4.21 Data Entry 
 

The contractor is responsible for providing data collection and valuation related 
data entry services as necessary. 

 
The final output of the data entry device must be on media that is machine- 
readable at the file creation site.  The media is to be provided by the contractor. 

 
The contractor may opt to utilize an on-line update feature and place the data 
inventory changes directly onto the inventory file.  This procedure satisfies the 
requirements of this section. 
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SECTION 5 - DATA SECURITY 
 
The contractor is responsible for establishing and maintaining appropriate methods to 
store and transport all project data in a manner that will ensure minimal data loss. 
 
Each company will submit a plan for data security in its proposal. 
 
The contractor will be responsible for copying each master data file and all project related 
databases (e.g., commercial income and expense data, photographic images, etc.), at a 
minimum, on a weekly basis, and storing them on-site and in an off-site location that will 
ensure safety of the files.  The transactions, necessary to update the data files, will be 
kept on appropriate data storage media until the updated master file is copied.  This will be 
in addition to the normal daily and weekly archiving, the results of which need not be 
stored off-site. 
 
The contractor shall not keep, copy, use or take away from the municipality any document, 
paper, computer output, or other material to which the contractor obtains access during 
this project.  The contractor shall not at any time reveal to any person outside the scope of 
this project any proprietary or confidential information of which the contractor gains 
knowledge during this project.  The contractor shall, at the termination of the project, 
return to the municipality all identification badges, keys, or other access devices issued by 
the municipality and shall not copy or use any such devices in any manner except as 
specifically authorized by the municipality. 
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SECTION 6 - CONTRACTOR PROJECT STAFFING 
 
The contractor must provide competent professional and technical personnel who are 
capable of accomplishing the required work.  The company will, in the proposal, describe 
the organization structure that will be used to manage this project and will include a 
complete organization chart.  All management and technical personnel that the contractor 
will use for the project must be approved by the project administrator prior to assignment 
and must be named in accordance with the following: 
 
6.1 Project Management and Technical Staff 
 
Contractor staffing for this project should include, at a minimum, the following: 
 

Management Staff 
 

Project Director 
Data Collection Supervisor 
Data Management Supervisor 
Office Manager 
Public Information Officer 

 
Technical Staff 

 
Data Collectors 
Crew Chiefs 
Personnel who will be responsible for assessment, inventory and valuation     
processing 
Personnel with residential/farm/vacant valuation responsibilities  
Personnel with commercial valuation responsibilities 
Personnel with training responsibilities 
Qualified Field Reviewers 
Property owner Inquiry Specialists 

 
The contractor must make at least one technical person available for 
assessment/inventory processing, as needed, throughout the project.  At least one person, 
skilled in the operation of the valuation programs, will be required during the valuation 
phase of the project. 
 
A minimum of the project director, one technical person, and sufficient appraisal staff will 
be required to provide services as needed. 
 
The name of the individuals who will direct, supervise, and furnish technical assistance; 
their qualifications, the staff days each will spend on the project, the time each will be 
spending on other concurrent projects, and a list of the most recent projects in which each 
has been involved, identifying the capacity in which they were employed, must be in the 
proposal. 
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6.2 Staffing Changes 
 
If the contractor needs to make a change in staffing, the contractor must obtain approval 
from the project administrator and then notify ORPTS upon the project administrator’s 
approval.   The contractor must make every effort to maintain the specified staff or staff 
with equivalent training and experience.  The contractor cannot be responsible for 
personnel changes beyond its control. 
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SECTION 7 - DELIVERABLE PRODUCTS 
 
The contractor will be responsible for the delivery of the following products according to 
the project timetable:  [Specify target dates for all deliverables.]  
 
 Project status reports produced throughout the project; 
 
 Training lesson plans, timetables, dates of training, attendance rosters, and Assessor 

sign off on training components; 
 
 Sample sales verification letter/mailer for Assessor sign off;  
 
 Sample income & expense questionnaires for Assessor sign off; originals of all 

returned forms; 
 
 Sample inventory data mailer for all property types for Assessor sign off; originals of 

all returned forms; 
 
 A data collection form with sketch (and photograph/images, if this option is selected) 

for each parcel; 
 
 A copy (computerized or paper) of all valid sales used in valuation effort and all 

documents required in Section 4.9; 
 
 A report of failures and discrepancies in the accuracy of data items collected, as 

revealed by the recollection of data items by field supervisors/crew chiefs and a 
report of the remedial action taken; 

 
 A report of all tax map discrepancies found; 
 
 Neighborhood map for all residential and non-residential neighborhoods/valuation 

groupings along with a narrative that defines each neighborhood or grouping; 
 
 Valuation processing outputs including all selected options used for regression and 

comparable sales routines (computer file and paper copies); also including, but not 
limited to, a copy of variables and options used for land, cost, market and income; 

 
 All manual and computerized reports that support values and valuation formulae 

including but not limited to: sales ratio studies, CAMA models, unit price analyses 
(i.e., $/sq. ft., $/acre, etc.); 

 
 A computer-produced comparable sales report for each R/F/V parcel valued using 

the market approach; a copy of all comparable sales reports must be provided to the 
municipality prior to the start of field review in order to aid the Assessor in reviewing 
the computer generated values; 
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 A computer-produced market and income report for each commercial parcel valued 
in valuation; a copy of all market and income reports must be provided to the 
municipality prior to the start of field review in order to aid the Assessor in reviewing 
the computer generated values; 

 
 A field review one-liner for each parcel appraised (R/F/V and commercial); 
 
 A copy (computerized and paper) of the valuation factor file or equivalent used to 

produce commercial market and income values (to include but not limited to: gross 
income per unit, vacancy rates expense ratios and capitalization rates); all income 
and expense data used to produce the valuation factor file including (but not limited 
to): questionnaires returned by commercial property owners, market, lease and/or 
sales data used from within or outside of the municipality and copies of any 
published market data used;  

 
 Land schedules and sales analysis documentation used in the land valuation effort; 
 
 A written overview report of valuation methods used; 
 
 A limited summary report for each unique or highly complex property; 
 
 A cross reference of values, i.e., a listing of estimates of values for each parcel as of 

tentative roll; 
 
 Original field review documents for all parcels including cost, comparable sales 

information and market and income information with field notes justifying all 
adjustments from the machine-generated estimates;  

 
 A report of the reasons for significant changes made to machine-generated 

estimates of value resulting from field review, and all changes resulting from informal 
review meetings with property owners or any other action by, or on behalf of, the 
municipality; 

 
 A preliminary municipal master file containing all preliminary assessments and all 

inventory used as the basis for the preliminary assessments for the purpose of 
assessment disclosure production and ORPTS’ analysis (if the municipality or the 
contractor are not using RPS V4 for processing, this file must be made available to 
ORPTS in an RPS V4 compatible format); 

 
 As of tentative roll, a sales ratio study showing the ratio of sales to assessed values 

of recently sold parcels in the assessing unit (see glossary for definition of ratio 
study), plus any other analyses used to validate the tentative assessments; 

 
 A report on the disposition of all property owner complaints and informal reviews; 
 
 The following programs will be run in the prescribed sequence in order to assure that 
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the subject and sales inventory data and associated output reports turned over to the 
municipality are as clean as possible: 

 
Inventory Editing  - A program which performs standard and/or user defined cross 
edits (see Section 4.10) on the residential and commercial inventory files.  The 
output report must show that all possible edit errors have been resolved, or else 
maintain the master files to resolve errors and re-run until all edit errors have been 
resolved; and 

 
Sale/Subject Mismatch  - A program which compares the subject inventory to sale 
inventory and displays mismatches.  The output report must show that all erroneous 
mismatches have been resolved, or else maintain master files to resolve errors and 
re-run until all possible edit errors have been resolved.  Copies of these files must be 
available to the municipality prior to final valuation production; 

 
 One copy of the municipal master file, complete and up-to-date, used to produce the 

tentative assessment roll as described, including inventory for all parcels used as the 
basis for the tentative assessments, as well as all sales used in the analysis for this 
project and the associated inventory at time of sale (if the municipality or the 
contractor are not using RPS V4 for processing, this file must be made available to 
ORPTS in an RPS V4 compatible format); 

 
 One copy of all the documentation and application(s) prepared for the municipality 

for submission to ORPTS for applicable state aid reimbursement; one copy of all 
documentation prepared for ORPTS as part of its value verification process; and 

 
 Training for municipal assessment staff and board of assessment review as specified 

in this RFP has been completed as evidenced by attendance logs and sign-in 
sheets. 

 
 All items specified in the “Reassessment Verification Documentation” section of the 

Guidelines for Aid for Cyclical Reassessment* must be provided to ORPTS’ 
Customer Relationship Manager as soon as each becomes available to the 
Assessor.  

 
*www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf  -- November 
2010 

 
The contractor's work shall be considered to be complete and meeting final acceptance 
when all of the items mentioned above in Section 7 are delivered to the project 
administrator and are certified as complete and accurate by the project administrator. 
 
Within 30 days of receipt, the project administrator must notify the contractor in writing that 
the contract is complete or supply a list of missing deliverables.  The number of copies of 
final computer data files and program work flow (paper copy) will be limited to one 
machine-readable copy of each.  System documentation and completed data collection 
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instruments will be limited to one (1) copy.  Copies of written materials, such as work plans 
and reports to be furnished to the municipality which is considered suitable and necessary 
in the opinion of the municipality's project administrator will be delivered.  The contractor 
will retain copies for one year of any work products that have been approved by the project 
administrator.  During this time frame, these products will be available at no expense to 
the town. 
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SECTION 8 - PAYMENT SCHEDULE AND PENALTY 
 
With the exception of per diem charges for work related to small claims and certiorari 
proceedings, this is a fixed price contract.  Proposals submitted, other than fixed price 
proposals, will not be accepted.  Each proposal shall include a payment schedule that 
shows deliverable products at easily identifiable stages of the project.  Payment shall be 
made to the company, according to the agreed upon schedule, for the pro-rata share of 
the itemized cost of each task and phase of the project based on the percentage of 
completion of that task or phase.  The schedule is to adhere to the following criteria. 
 
The contractor will submit an itemized bill to the project administrator.  This bill is to be 
discussed at the next regularly scheduled status meeting.  The project administrator shall 
review submitted vouchers within two weeks of receipt.  The project administrator must 
notify the contractor, in writing within an additional week, of any item or portion of an item 
that is incomplete, not in conformance with the contract, or erroneous.  If the project 
administrator certifies that the project is progressing satisfactorily in accordance with the 
project timetable (Section 4.2 of this RFP), payment for the uncontested items will be 
made to the contractor representing eighty percent (80%) of the amount billed.  The 
remaining twenty percent (20%) will be retained by each municipality.  The entire amount 
so retained will be paid to the contractor within thirty (30) days following satisfactory 
completion of the terms of the contract. 
 
If the project administrator determines that, due to the fault of the contractor, the project is 
not progressing satisfactorily on schedule, an additional forty percent (40%) of the bill will 
be retained.  The project administrator will provide the contractor with written justification 
for the additional retainage and define an acceptable resolution to the situation.  If the 
problem has been rectified to the satisfaction of the project administrator within thirty (30) 
days, the forty percent (40%) will be paid at that time.  If the problem is not rectified within 
the thirty (30) day calendar period, the project administrator will immediately determine 
whether the forty percent (40%) will be retained until thirty (30) days after satisfactory 
completion of all terms of the contract; or, whether the municipality will exercise the option 
of having the work satisfactorily completed at its own expense and the cost thereof 
deducted from the retainage. 
[The municipality may wish to consider adjusting the retainage as described in the 
previous paragraphs.  The municipality may also wish to consider the 
establishment of financial penalties as tied to the specific project deliverables and 
the time frame for the delivery of each product. The municipality’s Counsel should 
be consulted.] 
 
 
 
 
 
 
 
 
 
 
 52 



SECTION 9 - CONTRACTUAL REQUIREMENTS 
 
The following constitute legal and insurance obligations with which the contractor must 
comply and which constitute the minimum of said requirements to be incorporated in the 
revaluation contract. 
 
9.1 Rules and Procedures 
 
 The contractor must affirm that it will conduct this project in strict compliance with 

the Rules and procedures and provide all products as described in the Project 
Verification Documentation list to the Assessor/project administrator and ORPTS’ 
Customer Relationship Manager so as to facilitate the timely verification of this 
reassessment. 

 
9.2 Employment Requirements 
 

The contractor shall comply with all the applicable provisions of Federal and State 
laws, rules and/or regulations regarding employment, and will further specifically 
comply with those sections related to discrimination as follows: 

 
In hiring of employees, for the performance of work under the revaluation contract, or 
any subcontract hereunder, no contractor or subcontractor shall by reason of race, 
age, sex, color, creed, or national origin, discriminate against any citizen of the State 
of New York who is qualified and available to perform the work to which the 
employment relates. 

 
No contractor, subcontractor, or any person on his behalf shall, in any manner, 
discriminate against or intimidate any employee hired for the performance of work 
under the revaluation contract by reason of race, age, sex, color, creed, or national 
origin. 

 
In the event the contractor breaches any of the terms set forth herein with regard to 
discrimination, or violates the New York State Labor Law, as last amended, during 
the pendency of this agreement, there may be deducted by the municipality the 
legally designated penalty for each person for each calendar day during which such 
person was discriminated against, or intimidated, in violation of the provisions of this 
agreement, from the fixed price heretofore set in to be paid to the contractor. 

 
The revaluation contract may be canceled or terminated by the municipality and all 
monies due or to become due may be forfeited for a second or any subsequent 
violation of terms or conditions of this section of the revaluation contract. 

 
All project personnel must be approved by the municipality prior to being employed 
for the project and will be required to carry an identification card while on project 
business.  This I.D. card will contain the employee's photograph, name, title and 
physical description.  This card will carry the signature of the project administrator 
and will be issued by the municipality.  This card will be surrendered to the project 
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administrator upon termination of the employee or upon completion of the project. 
 

9.3 Changes in Contract 
 

There shall be no changes, alterations, or additions in the revaluation contract 
without prior written consent of the municipality's contract administrator.  This 
specifically includes the fixed price payment and per diem charges as outlined in the 
contract. 

 
In the proposal, the company will state that the fixed price paid by the municipality to 
the company shall include any and all expenses set forth by example herein, but not 
limited thereto, including all temporary living and relocation expense allowances, 
nominal office supplies, direct and indirect costs, administrative and marketing 
overhead, and travel within municipality.  The said fixed price also includes expenses 
of the company, its agents and/or employees for travel outside the municipality. 

 
9.4 Statement of Non-collusion 
 

A statement of non-collusion, duly executed by the company, shall be affixed to the 
offer to perform services pursuant to this contract, and shall affirm that: 

 
The proposed fixed price has been arrived at independently, without collusion, 
consultation or communication as to any other company or with any competitor. 

 
The said fixed price was not disclosed by the company and was not knowingly 
discussed prior to the submission, directly or indirectly, to any other company or to 
any competitor. 

 
No attempt was made by the company to induce any other person, partnership or 
corporation to submit or not to submit a proposal for the purpose of restricting 
competition. 

 
Appendix C contains a sample of an affidavit for this purpose. 

 
9.5 Insurance Requirements 
 

The municipality and the contractor must mutually understand and agree that their 
respective liability hereunder for damages, regardless of the form of proceeding or 
action, shall be such as is defined by applicable statutes and common law of the 
State of New York. 
 
The contractor will serve in the capacity of an independent contractor in this 
revaluation project and will maintain insurance at least as hereinafter set forth so as 
to protect it and the municipality from any and all claims under the Workers’ 
Compensation Law, and such other employee benefits law, and from claims for 
damage to person or property arising out of and during its operation pursuant to this 
agreement, for the entire pendency of this reassessment project:  
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 A comprehensive general liability insurance policy with the following limits of 
coverage: bodily injury and property damage, $1,000,000 each occurrence, 
$1,000,000 each individual claim per occurrence, $1,000,000 aggregate of all 
claims per occurrence.  [Are the insurance requirements in this and the 
next bullet sufficient in the estimation of the municipality’s counsel?] 

 
 A comprehensive automobile insurance policy with the following limits: bodily 

injury, $1,000,000 each person and $1,000,000 for each occurrence; property 
damage, $1,000,000 each occurrence, aggregate $1,000,000 for each 
occurrence. 

 
 The foregoing comprehensive liability insurance policy and comprehensive 

automobile liability insurance policy shall include the municipality as an 
additional named insured, at no extra cost to the municipality, and the 
certificate of the insurance relating hereto shall be submitted to the municipality 
upon the signing of the contract.  The contractor, in addition to the foregoing, 
must provide and maintain, during the pendency of the reassessment project, 
such Workers’ Compensation and Employer Liability Insurance and New York 
State Benefits Insurance policies as are required by statute.  An insurer 
licensed and authorized to do business in the State of New York that maintains 
an office within the State of New York must issue all of the insurance. 

 
9.6 Conflict of Interest 
 

No director, officer, employee, agent, contractor, or subcontractor of the contractor 
shall be deemed to be an agent, servant and/or employee of the municipality.  The 
contractor shall not employ as a director, officer, employee, agent, contractor, or 
subcontractor, directly or indirectly in any capacity, any elected or appointed official 
of any city, town, village, hamlet, school district, or other political subdivision of the 
municipality or any member of the immediate family. 

 
The contractor agrees that it will require all its directors, officers, employees, agents, 
contractors, or subcontractors, to be bound and adhere to the Code of Ethics of the 
municipality (See Appendix A of this RFP).  The contractor further agrees that it will 
require all of its employees to comply with all applicable laws relating to this 
agreement and it will provide relevant testimony regarding any phase of this 
agreement, or the performance thereof, and that the refusal to supply such evidence 
and/or testimony shall be the cause for immediate termination of this agreement by 
the municipality. 

 
9.7 Assignment of Contract 
 

The contractor shall not assign, convey, transfer, or delegate any of its 
responsibilities and obligations to this agreement to any person, corporation, 
partnership, association or entity, without the prior written approval of the 
municipality's contract administrator. 
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9.8 Compensation 
 

The contractor will follow the procedure outlined in Section 8 of this RFP for 
payment. 

 
9.9 Ownership of Work Products 
 

All final written or tangible work products shall belong to the municipality.  In the 
event of premature discontinuation of work, the contractor shall agree to provide all 
existing work and data files to the municipality.  Delivery of all files after the project is 
completed will be as outlined in Section 7 of this RFP. 

 
9.10 General Legal Responsibility 
 

The contractor must comply with all federal, state, and municipal laws, ordinances, 
rules and/or regulations, including labor laws, and those against discrimination, 
existing or adopted in the future, during the term of the project, applicable at any time 
to the contractor pursuant to its obligations in regard to this project.  The contractor 
and any of its subcontractors, agents, servants, and/or employees shall obtain, at 
their sole cost and expense, all required permits, franchises, approvals, licenses 
and/or certificates, necessary for the performance of its obligations pursuant to the 
agreement. 

 
9.11 Instrument of Contract 
 

The contract must specifically set forth in the body thereof or in an appendix thereto 
the duties and responsibilities of each of the parties.  A combination of the request 
for proposal and the proposal would be sufficient for this purpose.  Beware, this 
practice could give rise to disputes as to exactly what was agreed upon by the 
parties.  The precise terms and conditions must be explicitly set forth.  In most cases 
this could best be accomplished by preparing a contract which prioritized all of the 
documents and merges them so as to reflect exactly the agreement and 
understanding of the parties and which details such other areas of agreement as 
may have been reached during negotiations.  The RFP will become the senior 
document and the company proposal will become the junior document.  This 
instrument of contract will be agreed upon and signed prior to project 
commencement, no later than date. 
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SECTION 10 - PROJECT COST ITEMIZATION 
 
The following schedule must be used to itemize project cost.  Additional entries may be 
made where appropriate.  Also, the intended use of a subcontractor for any or all work to 
be performed within the scope of this project must be stated separately. 
 
 

 
 CATEGORY 

 
 AMOUNT 

 
Project Management (including RFP Sections 4.3, 
4.4, 4.5, 4.6, 4.7, 4.20, 5, 6, and 7) 

 
 

 
Data Collection (including RFP Sections 4.8, 4.9, 
and 4.10) 

 
 

 
Valuation Analysis and Production 
(RFP Section 4.11) 

 
 

 
Field Review (RFP Section 4.12) 

 
 

 
Informal Review Meetings including BAR  
(RFP Section 4.17) 

 
 

 
TOTAL 

 
 

 
 
Options 

 
 

 
Photo/Images 

 
 

 
Public Utility Property 

 
 

 
        -Structural 

 
 

 
        -Non-Structural 

 
 

 
 
Per-diem Charges 

 
 

 
Additional Classroom Training/Workshops 

 
 

 
Small Claims 

 
 

 
Certiorari Report Preparation 

 
 

 
Certiorari Court Testimony 
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 APPENDIX A 
 
 Municipality Code of Ethics 

 
 58 



 APPENDIX B 
 
 Unique or Highly Complex Parcel List 
 
 
At a minimum, include the breakdown of waterfront property by property class.
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 APPENDIX C 
 
 Affidavit 
 
 
 

____________________________________ , being duly sworn, deposes and says: 
                                       (NAME) 
 
 
1. He was, and continues to be, 
 

________________________________ , ________________________________. 
                      (TITLE)                                                    (FIRM NAME) 
 
2. He is familiar with the attached proposal for professional service for 
 

________________________________________________. 
                         (NAME OF MUNICIPALITY) 
 
3. The proposed fixed price has been arrived at independently, without collusion, 

consultation or communication as to any other company or with any 
competitor. 

 
4. The said fixed price was not disclosed by the company and was not knowingly 

discussed prior to the submission, directly or indirectly, to any other company 
or to any competitor. 

 
5. No attempt was made by the company to induce any other person, partnership, 

or corporation to submit, or not to submit, a proposal for the purpose of 
restricting competition. 

 
 
 _______________________________________________ 
 (SIGNATURE) 
 
 
Sworn to before me this ___________ of ____________________ , ____________ 
                                          (DAY)                               (MONTH)                        (YEAR) 
 
 
 
 _______________________________________________ 
 (NOTARY PUBLIC) 
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 APPENDIX D 
 
 Sample Proposal 
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 SAMPLE 
 
 
 
 
 
 
 
 
 Contractor 
 
 
 
 
 Proposal  
 in response to the  
 Request For Proposal 
 
 
 
 
 
 Real Property Reassessment Project 
 
 
 Municipality 
 
 New York  
 
 
 
 
 
 Date 
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Each proposal must be organized as follows and include, but not be limited to, all of the 
following items: 
 
1. A brief introduction stressing the company’s strengths as well as its commitment to 

quality. 
 
2. A statement of the company's full compliance with the Rules and the provision of 

all products as described in the Reassessment Verification Documentation list  of 
the Guidelines for Cyclical Reassessment* to the Assessor/project administrator 
and ORPTS’ Customer Relationship Manager so as to facilitate the timely 
verification of this reassessment. 

 
*www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf – November 
2010 

 
3. A statement of the company's full compliance with the Guidelines for Cyclical 

Reassessment so as to maximize the likelihood that the municipality will qualify for 
Aid for Cyclical Reassessments. 

 
4. A complete client list of all real property related projects with which the company 

has been associated over the past five years.  A contact person and telephone 
number for each project must be listed. 

 
5. A detailed outline, and schedule, by project phase, of the company's intended 

public relations endeavors. 
 
6. A specific training schedule that the company intends to follow during the project.  
 
7. A description of a detailed quality control program.  The program must include a 

comprehensive weekly reporting procedure to the municipality that details 
collection staff, each collector's work, town level progress summaries and 
estimates for the upcoming week. 

 
8. If a photo or image option is being proposed, a description of the equipment to be 

used, and a discussion of the method of identification used to ensure the link of 
images to corresponding parcels.  The company must provide a detailed list of all 
equipment and associated cost, i.e., hardware, software, imaging devices, which 
will be utilized at the municipal level for viewing, printing images, and updating.  A 
description of how the imagery will be used for the collection and/or verification of 
inventory must be provided.  The contractor shall provide an outline of the training 
program for municipal staff in the implementation and operation of the image 
system as well as a description of the procedures and the associated cost with 
updating the image file.  The company must describe its procedures for linking the 
video images to the file. 

 
9. A plan for data security in the company's proposal. 
 
10. The organization structure that the company will use to manage this project and will 

 
 63 

http://www.orps.state.ny.us/reassess/state_aid/cyclical_guidelines.pdf


include a complete organization chart.  The name of the individuals who will direct, 
supervise and furnish technical assistance; their qualifications, the staff days each 
will spend on the project, the time each will be spending on other concurrent 
projects and a list of the most recent projects in which each has been involved, 
identifying the capacity in which they were employed, must be in the proposal. 

 
11. A statement that the proposed fixed price to be paid by the municipality to the 

company shall include any and all expenses set forth by example herein, but not 
limited thereto including all temporary living and relocation expense allowances, 
nominal office supplies, direct and indirect costs, administrative and marketing 
overhead, and travel within municipality.  The fixed price must include expenses of 
the contractor, its agents and/or employees for travel outside the municipality. 

 
12. A statement of non-collusion, duly executed by the company, must be affixed to the 

offer to perform services pursuant to this contract, and must affirm that: 
 

A. The proposed fixed price has been arrived at independently, without 
collusion, consultation or communication as to any other company or with 
any competitor. 

 
B. The said fixed price was not disclosed by the company and was not 

knowingly discussed prior to the submission, directly or indirectly, to any 
other company or to any competitor. 

 
C. No attempt was made by the company to induce any other person, 

partnership or corporation to submit or not to submit a proposal for the 
purpose of restricting competition. 

 
13. A statement of the company's full compliance with the specifications found in this 

RFP and a Company Proposal Response Grid (see below).  All companies must 
enter a response in Column B for every section of the RFP listed on the grid.  
If a conflict arises between the internal wording of the company proposal and the 
section indicated on the response grid, the response on the grid shall be 
considered the intent of the company.   

 
If the company is offering goods and/or services above and beyond the minimum 
standard specified in the RFP, enter the appropriate response in Column C and 
corresponding cost (if any) to the municipality for adopting this option.  Column C 
must also reference a detailed explanation of the variation.  Remember, the RFP 
specifications are considered the minimum standards and the only 
acceptable deviations from the specifications must call for responses in 
excess of those specified and must be explained in detail in the proposal.  
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 APPENDIX D 
 
 Company Proposal Response Grid 

 
 
 A 

 
B 

 
C 

 
 
 
 
 RFP Section 

 

 
Company agrees 

with content of 
the RFP and will 
comply with the 

minimum 
specifications. 

 
YES / NO 

 
Company is 

offering services 
above minimum. 

 
YES / NO 

 
(List Cost In 

Dollars) 
 
1 Introduction 

 
 

 
 

 
2 Profile of Municipality 

 
 

 
 

 
3 General Responsibilities of Municipality /     
   ORPTS 
   3.1 Municipality 

 
 

 
 

 
   3.2 ORPTS  

 
 

 
 

 
4 Project Requirements/Contractor                 
      Responsibilities 
   4.1 Project Management 

 
 

 
 

 
   4.2 Project Timetable  

 
 

 
 

 
   4.3 Public Information 

 
 

 
 

 
   4.4 Local Staff Training 

 
 

 
 

 
   4.5 Data Processing 

 
 

 
 

 
   4.6 Tax Map Data 

 
 

 
 

 
   4.7 Property owner Inquiry 

 
 

 
 

 
   4.8 Subject Inventory Data Collection 

 
 

 
 

 
   4.8.4 File Creation and Maintenance 

 
 

 
 

 
   4.9 Sales Inventory Collection and File        
            Creation 

 
 

 
 

 
   4.10 Data Edits 

 
 

 
 

 
   4.11 Valuation 
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 A 

 
B 

 
C 

 
 
 
 
 RFP Section 

 

 
Company agrees 

with content of 
the RFP and will 
comply with the 

minimum 
specifications. 

 
YES / NO 

 
Company is 

offering services 
above minimum. 

 
YES / NO 

 
(List Cost In 

Dollars) 
 
   4.12 Field Review 

 
 

 
 

 
   4.13 Assessor Value Review 

 
 

 
 

 
   4.14 Assessment Disclosure Processing 

 
 

 
 

 
   4.15 Informal Review Process 

 
 

 
 

 
   4.16 Value Change Notice 

 
 

 
 

 
   4.17 Formal Defense of Values 

 
 

 
 

 
   4.18 Project Status Control 

 
 

 
 

 
   4.19 Submissions for State Aid/Value          
              Verification 

 
 

 
 

 
   4.20 Mass Mailings and Postage 

 
 

 
 

 
   4.21 Data Entry 

 
 

 
 

 
5 Data Security 

 
 

 
 

 
6 Contractor Project Staffing 

 
 

 
 

 
7 Deliverable Products 

 
 

 
 

 
8 Payment Schedule and Penalty 

 
 

 
 

 
9 Contractual Requirements 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #1 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 PROJECT COMMENCEMENT AND TIMETABLE 
 

   PUBLIC INFORMATION COMMENCEMENT 
 

   PHOTOGRAPHY/IMAGE OPTION  
 

 DATA COLLECTION TRAINING 
 

 LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 
PHASES OF PROJECT 

 
 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 

(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  

 
 
 

 
 
 
 
 
 
 
 
 
 
_________________________________ ________________________________ 
Project Administrator  Date  Project Director         Date 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #2 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 DATA COLLECTION 
 

   SUBJECT FILE CREATION 
 

   SALES FILE CREATION  
 

 SALES VALIDATION AND VERIFICATION  
 
 SALES VERIFICATION MAILER APPROVAL 

 
 LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 

PHASES OF PROJECT 
 

 PUBLIC INFORMATION DELIVERABLES AS APPLICABLE 
 

 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 
(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  

   
 
 
 
 
 
 
 
 
 
 
________________________________            ______________________________ 
Project Administrator  Date  Project Director          Date 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #3 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 DATA MAILER 
 
 PRODUCTION IN RESPONSE TO DATA MAILERS 
 
 INCOME & EXPENSE QUESTIONNAIRE APPROVAL 

AND TRANSMITTAL 
 
 VALUATION FILE EDITING  
 
 VALUATION TESTING  
 
 LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 

PHASES OF PROJECT 
 
 PUBLIC INFORMATION DELIVERABLES AS APPLICABLE 
 
 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 

(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  

  
 
 
 
 
 
 
 
 
 
 
_________________________________ _______________________________ 
Project Administrator  Date  Project Director         Date 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #4 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 VALUATION PRODUCTION 
 

   FIELD REVIEW OF VALUES 
 

   ASSESSOR’S VALUE REVIEW WITH CONTRACTOR  
 

 LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 
PHASES OF PROJECT 

 
 PUBLIC INFORMATION DELIVERABLES AS APPLICABLE 
 
 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 

(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  

   
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
________________________________            ______________________________ 
Project Administrator  Date  Project Director         Date 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #5 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 UPDATE VALUES ON FILE 
 

   ASSESSOR’S RECALCULATIONS OF EXEMPTIONS 
 

   VERIFICATION OF ALL VALUES BY CONTRACTOR 
 

 DELIVERY OF FILE WITH INVENTORY TO ORPTS (RPS V4 or 
V4 COMPATIBLE FORMAT) 

 
 PROPERTY OWNER ASSESSMENT DISCLOSURE NOTICE 

PRODUCTION AND ANALYSIS  
 

 LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 
PHASES OF PROJECT 

 
 PUBLIC INFORMATION DELIVERABLES AS APPLICABLE 
 
 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 

(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  
 

 
 
 
 
 
 
_________________________________ _______________________________ 
Project Administrator  Date  Project Director        Date 
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 APPENDIX E 
 
 MUNICIPALITY SIGN OFF DOCUMENT #6 
 
 
 
The project administrator and contractor have discussed the progress of the 
reassessment project for the Town/City of XXXX.  The RFP sections have been 
completed and the necessary deliverables have been provided to the Town/City relative 
to:  
 
 
 

 ASSESSMENT DISCLOSURE MAILING 
 

  INFORMAL REVIEW MEETINGS AND FIELD RELATED 
ACTIVITIES 

   
 VALUE CHANGE NOTICES PRODUCTION 

 
 TENTATIVE ASSESSMENT ROLL FILING 

 
 PROJECT DELIVERABLES TO THE ASSESSOR 
 

    LOCAL CAPACITY BUILDING ASSOCIATED WITH ABOVE 
PHASES OF PROJECT 

 
 PUBLIC INFORMATION DELIVERABLES AS APPLICABLE 
 
 RPS OR RPS COMPATIBLE FILES OF MUNICIPAL DATA 

(ASSESSMENT, INVENTORY, SALES, SALES INVENTORY) AND 
OTHER PROJECT DOCUMENTATION FOR ORPTS’ PROJECT 
VERIFICATION  

  
 
 
 
 
 
 
 
_________________________________ _______________________________ 
Project Administrator  Date  Project Director         Date 
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Organizational Assessment 
Appendix 3 – Sample Request for Proposals for Staff Augmentation 
Services from Chatham County, North Carolina  Management Partners 
 
 

Appendix 3 – Sample Request for Proposals for Staff 
Augmentation Services from Chatham County, North Carolina  
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REQUEST FOR PROPOSAL TO CONTRACT WITH AN APPRAISAL FIRM  

TO APPRAISE PROPERTIES FOR THE CHATHAM COUNTY TAX ADMINISTRATORS DEPARTMENT 

I. Purpose of Proposal 

The Chatham County Tax Administrators Department is seeking proposals from real property 

appraisal firms to provide qualified property appraisers;  to assist in appraising all commercial 

parcels and new commercial construction in Chatham County,  assist with residential review, 

informal hearings, and appeals to the North Carolina Property Tax Commission for the 2013 

Revaluation. 

Proposals shall describe in detail all aspects of conditions and specifications, and the manner in 

which the respondent meets each requirement set forth herein. 

Respondents shall state the cost and estimated time for each of the projects and services required 

to complete the project. 

 

CHATHAM COUNTY PROFILE 

Date Established:  1771  

Population:  63,000 (2008 Estimate) 

Location: Chatham County is located in the piedmont area of Central North Carolina with 

the county seat approximately 45 miles west of Raleigh 

Land Area:  707 sq miles 

County Seat:   Pittsboro 

Municipalities:  Siler City, Pittsboro, Goldston & Cary 

Office Location:  Chatham County Tax Administrators Office 

   Courthouse Annex 

   12 East St 

   PO Box 908 

   Pittsboro, NC  27312 

 



MAJOR BUSINESS: 

Manufacturing, Agriculture, Agribusiness, Health Care, Retail, Education, Construction, 

Government andFood/Lodging. 

 

CHATHAM COUNTY TAX ADMINISTRATORS OFFICE 

The department employees 17 people for the purpose of identifying, inventorying, valuing and 

collecting taxes on approximately 42,000 parcels of real estate (including mobile homes), 6,000 

personal property accounts, 2200 business personal property accounts  and 67,000 motor 

vehicles. 

 As of January 1, 2010 the following parcel breakdown counts are: 

1.) Residential within subdivisions- 15,623 

2.) Residential not within subdivisions-27,028 

3.) Vacant land/lots- 14,911 

4.) Parcels with outbuilding values > $5,000- 167 

5.) Commercial/Industrial- 1,860 

6.) Personal property mobile homes- 2,332 

New Construction counts for a year: 

1.) New dwellings constructed per year- 537 

2.) New Commercial/Industrial per year-60 

3.) Additions and remodeling/alterations per year-210 

 

II. Scope and Objective 

A. The Tax Administrators Department will inventory and appraise for tax purposes all newly 

created parcels and new construction in Chatham County over the next three years.  

Additionally, Chatham County must conduct its octennial reappraisal by the year 2013.  

Chatham County has an appraisal staff in-house, but lacks the personnel needed to 

complete these projects within the required time frames.  Rather than contracting out the 

entire reappraisal program, Chatham County seeks to use experienced contract appraisers 

employed by qualified appraisal firms for the duration of these projects to augment its 

appraisal staff.  Essentially, Chatham County seeks to obtain temporary, non-permanent 

contract appraisal personnel who will work directly under the County’s supervision until the 

projects are completed. 

 

 



B. The Chatham County Tax Department seeks bids from qualified appraisal businesses 

(hereinafter “Contractors”) to provide a pool of up to ten (10) experienced real estate and 

commercial appraisers of good moral character from which Chatham County will select four 

(4) appraisers to use in the performance and completion of the above-described projects 

beginning January 3, 2011.  Chatham County will select personnel from the bidder’s 

personnel on the basis of individual resumes and interviews.    Appraisers of residential new 

construction should have 1 to 2 years experience in residential appraisal; appraisers of 

commercial new construction should have 2 to 4 years experience in commercial appraisal.  

Contractor’s Project Coordinator should have 5 or more years’ in mass appraisal experience 

and at least 2 years of supervisory experience.  The appraisal firm must be certified with the 

North Carolina Department of Revenue.  The successful bidder will be accepted conditioned 

upon negotiation of a contract involving the terms of the bid in a form acceptable to the 

county.  A copy of the County’s standard service contract is attached hereto as Exhibit A. 

 

C. The Contractor must be able to provide up to 2 qualified appraisers (if necessary) to assist in 

the Chatham County final review and informal hearings phase of revaluation.   

 

D. All contract personnel used on the project will be subject to a criminal record check at 

contractor’s expense.  Chatham County will supervise Contractor’s personnel in the conduct 

of their business for Chatham County.   

 

E. The Chatham County Tax Administrators Department reserves the right to reject any 

contract appraiser in his sole discretion and to select another applicant available at that 

time from the Contractor’s pool of qualified applicants.  The Contractor must replace 

rejected contract appraisers with other contract appraisers approved by the county within 

two weeks of the Tax Departments request.  Chatham County reserves the right to increase 

or decrease the contractor’s appraisers during this project. 

 

III. General Bid Conditions  

A. Respondents will submit a qualifications section which includes the following information: 

company profile, its principles, key personnel, qualifications and     experience, list of 

complete and current projects, references, including pervious clients. 

B. All prices submitted on each bid proposal should be on a per diem basis and must be 

guaranteed for the contract period.  All costs incurred in preparing any bid or proposal in 

response to the Request shall be borne solely by the bidder. 

C. The act of submitting a bid in response to this Request shall be construed by the County as 

the bidder’s representation that the bidder is fully knowledgeable of the Tax Administrator’s 

Departments requirements as described in this document and from on-site visits.  Any 



exceptions to the requirements of the RFP must be expressly stated in the bidder’s 

response. 

D. The contents of the bid proposal of the successful bidder will be considered incorporated 

into its contract with the County as contractual obligations.  Failure to meet these 

obligations may result in breach of contract and recovery costs by the County. 

E. The submission of a proposal shall be deemed a representation and certification that the 

proposing vendor did not in any way collude or conspire with any other parties, directly or 

indirectly, in regard to the amount, terms or conditions of this proposals;  

 

F. The Contractor acknowledges that Chatham County has the right to make any inquiry it 

deems appropriate to substantiate or supplement information provided by proposing 

vendors and herby grants Chatham County permission to make these inquiries. 

 

G. The County reserves the right to reject any and all bids and/or proposals received in 

response to this Request and the right to select the bid, which will provide the best overall 

service to the Chatham County Tax Administrators Department, the County and its citizens.  

The County is not bound to award a contract solely on the basis of this Request or otherwise 

pay for any information solicited or obtained as a result.  

H. Each bid shall include the following: 

i. Letter of Transmittal  

ii. Detailed bid Proposal including calculation of time and expenses being billed to 

the county 

iii. Any  exceptions to the RFP 

iv.  Bidder support agreement copies (please provide as much detail that would be 

considered reasonable) and  

v. resumes of all potential contract appraisers the contractor will make available 

to perform contract services. 

  

IV Billing and Payment 

On the first day of each month, the selected vendor must submit a progress report to show the 

percentage of work completed and a detailed invoice reflected the percentage of the project’s total 

cost.  Such progress reports will be subject to verification by the Appraisal Supervisor prior to 

approval for payment by the Chatham County Tax Administrator On the basis of each progress 

report the Tax Department will make payments as follows: 

 



On or about the tenth day of each month, the Tax Department will pay ninety percent (90%) of the 

invoiced amount for work fully and faithfully performed by the selected vendor and reported on 

the monthly progress report.  Ten percent (10%) of each monthly payment will be retained until 

completion and acceptance of all contract work.  Monthly payments will be subject to correction or 

adjustment following discovery of miscalculation(s) or error (s) in any prior monthly progress report 

or payments. 

V. Submittal Deadline, Withdrawal and Issuance of Addenda 

A. Submittal Instructions: 

   Responses, clearly marked “REQUEST FOR PROPOSAL TO CONTRACT AN APPRAISAL FIRM-, 

CHATHAM COUNTY” will be accepted by the County by mail to: Robin James, Chatham County 

Purchasing Agent; Chatham County Finance Office, PO BOX 608, Pittsboro, NC 27312; or the 

physical address at the Chatham County Finance Office, Attn:  Robin James, 12 East Street, 

Pittsboro, NC. Three (3) printed copies and one (1) electronic copy in .pdf format are required. 

The electronic copy must be included within the submittal package or sent to 

robin.james@chathamnc.org. Documents will be accepted until 5:00 p.m., Thursday , February 

17
th

, 2010.  BOTH parts of the submittal must be received by the deadline.  Responses will not 

be accepted after the aforementioned time and date.  We will not accept proposals by fax or 

any method other than stated.  The sender must allow ample delivery time for the selected 

shipment or transmission methods. 

B. Withdrawal of Proposal 

Proposing vendors may withdraw their proposals any time before the deadline for submission 

on February 17, 2010, 5:00 PM EST, but the withdrawal must be submitted in writing and signed 

by the proposing vendor. 

C. Addenda 

All questions requiring additional information will be responded to in an addendum.  Such 

questions with be submitted or forwarded to Robin James, Chatham County Purchasing Agent, 

robin.james@chathamnc.org.  The deadline for questions is Wednesday, February 10th, 2010  

5:00 PM EST.  If an addendum is needed it will be by issued Thursday, February .11th, 2010.   

VI.  Insurance Requirements   

Chatham County requires selected contractors and any subcontractors to obtain and maintain at 

their own expense all insurance required by state and federal law.  If requested, the selected 

organization agrees to provide Chatham County with evidence of required policies, certificates 

and/or endorsements upon the award of the contract.  As a minimum, contractors and 

subcontractors are required to have the following coverage related to any contract work for 

Chatham County:  



• Workers compensation as required by the State of North Carolina   

• Professional liability, including errors and omissions, malpractice (if applicable) and negligent 

performance—at least $1 million for all damages 

 

 

VII. County Conditions  

• All proposing firms or individuals shall comply with all conditions, requirements, and specifications 

contained herein, with any departure constituting sufficient cause for rejection of the proposal.   

• The proposal must be signed by a duly authorized official of the proposing organization or 

individual submitting the proposal.                                                            

• No proposals will be accepted from any person or organization that is in arrears for any obligation 

to Chatham County, or that otherwise may be deemed irresponsible or unresponsive by county 

staff or the Chatham County Board of Commissioners. 

• Chatham County is not obligated to enter into any contract as a result of the RFP.  

• Chatham County reserves the right to reject any and all proposals or any part thereof and to select 

the most responsive proposal that is deemed in the best interest of Chatham County. 

• Chatham County may approve or disapprove the use of specific proposed subcontractors in any 

proposals. 

• Chatham County reserves the right to enter into an agreement with another proposing vendor in 

the event that the originally selected vendor fails to execute a contract with the County or 

defaults on their contract. 

• All proposals shall be prepared in a comprehensive manner as to content, but we do not require 

specific types of binders or promotional material for submissions. Promotional material will not be 

considered part of the proposal and will not affect the evaluation of proposals. 

• Chatham County reserves the right to negotiate with any of the proposing vendors.  

• All costs, including travel and expenses, incurred in the preparation of this proposal will be borne 

solely by the proposing company.   

• The County will not return proposal materials to those submitting proposals. 

• No agreements with any selected vendor shall be binding until a contract is signed and executed by 

the County Manager and authorized representatives of the vendor. 

 

The County of Chatham is an Equal Opportunity Employer and does not discriminate on the basis of 

sex, marital status, race, color, creed, national origin, age or disability. 

 



CHATHAM COUNTY’S PERFORMANCE EXPECTATIONS FOR APPRAISAL SERVICES PROVIDED BY 

SELECTED CONTRACTOR 

 

A. Performance Standards for Residential and Commercial Property Appraisers: 

1.) Measure all buildings accurately, within one foot. 

2.) Complete all descriptive forms with at least 95% accuracy.* 

3.) Meet or exceed production levels established for County appraisal staff (as determined over 

a one year period for the same or similar appraisal activities) 

4.) Maintain complete and accurate records of weekly production on forms provided by the 

County, and submit these forms for the prior week’s activities to the County’s Appraisal 

Supervisor each Monday. 

5.) Complete all land values and analysis with at least 95% accuracy.* 

6.) Complete all residential review work with at least 95% accurarcy.* 

7.) Complete other assignments/duties which the Contractor/Provided may be called upon to 

perform under this contract with at least 95% accurarcy.* 

 

B. Quality Control 

The project coordinator (or other designee approved by the County) will inspect at least 10% of 

all work produced monthly and will re-measure at least 1% of all new construction reported 

monthly to verify its accuracy and completeness.  Provider will record the results of such quality 

control inspections on forms furnished by the county, and will submit these quality control 

forms with monthly invoices for work performed under this Agreement.   The County shall have 

the right to inspect the Provider’s worksheets, and to take whatever additional actions it deems 

necessary to verify that the work performed is being performed to the contract specifications.    

If the County determines that any portion of the work submitted fails to comply with contract 

standards, the County may withhold payment for such portion until the work has been 

satisfactorily completed, the County shall have the right to withhold payment for all of that 

appraisers work until it has been reviewed and determined to meet contract standers as 

reviewed by either a county appraiser or a third party opinion. 

 

1* Where accuracy levels are disputed, the County’s determination shall control unless the Provider can 

demonstrate that the County’s calculations are erroneous. 
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PROPERTY ASSESSMENT SERVICES 
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TOWN ADMINISTRATOR 
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(262) 377-4509 
FAX (262) 377-0308 
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Re: Proposal Request for Town Assessment Services 
 
The Town of Cedarburg is entertaining proposals from qualified individuals or firms to provide assessment 
services for the Town of Cedarburg, Wisconsin (hereafter, referred to as “Town”) for the years 2013, 2014, 
and 2015. We are seeking a firm to be our statutory assessor and to do our yearly maintenance work. The 
Assessor will complete in a professional manner all the work required under this proposal in accordance with 
the Wisconsin State Statutes. Within fifteen (15) days following award, the selected assessor shall furnish the 
Town with a performance bond or other instrument of security acceptable to the Town, equal in value to the 
sum of the assessment contract. Said security instrument shall remain in force through the duration of the 
contract period and will be retained by the Town until completion of the contract. The Assessor shall 
commence work January 1, 2013 through December 31, 2015. We are providing the following information to 
assist you with your quotation proposal: 
 
Background Information          
 
The Town is located in Ozaukee County with a 2011 population of 5,773. The 2012 Equalized Value for the 
Town is $753,996,300. The Town does not have any Tax Incremental Financing Districts. The last 
revaluation was done in 2010. Personal Property Accounts numbered at 102 in 2012. 
 
The Town of Cedarburg has the following parcel counts (from 2012 Statement of Assessment): 
 
Category/Class 

or Use 
# of 

Parcels 
Improvements Acres Land Value Improvement 

Value 
Total 

Residential 2,395 2,142 6,104 $267,180,000 $484,043,900 $751,223,900
Commercial 68 50 198 $9,050,900 $24,014,100 $33,065,000 
Manufacturing 2 0 13 $0 $0 $0 
Agricultural 286 0 5,382 $1,108,600 $0 $1,108,600 
Ag Use Forest 86 0 777 $1,964,800 $0 $1,964,800 
Undeveloped 286 0 1,397 $4,457,400 $0 $4,457,400 
Special Forest 18 0 390 ($1,908,100) 0 ($1,908,100)
Forest 18 0 159 $800,300 0 $800,300 
Agricultural 
Home site 24 24 49 $1,973,600 $2,786,400 $4,760,000 

Exempt 215 1 570 $0 $0 $0 
Totals 2,868 2,215 15,040 $286,535,600 $510,844,400 $797,380,000

 
 

Clerical Duties                
 
The following limited clerical duties will be provided by the Town to aid the assessor: 

1. Answering routine phone requests for assessment data. 
2. Provide copies of all building permits, commercial plans, and previous records at no cost. 
3. Assist with scheduling/rescheduling all assessment related appointments for Board of Review and 

Open Book. 
 
The assessor will be responsible for all other clerical duties.
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Specific Assessor Services Required         

 
1. Assessor will be the statutory assessor for the Town of Cedarburg and perform all of the work required 

to properly and professionally assess the real and personal property of the Town in accordance with 
applicable Wisconsin State Statues and the Wisconsin State Assessor’s Manual, including the Wisconsin 
Department of Revenue 2013 digital compliance requirements. 
 

2. Assessor will review and assess all properties that were under partial construction as of January 1st of the 
previous year. 

 
3. Assessor will review and assess new construction as of January 1st of the current year. 
 
4. Assessor will print, mail, and audit the returned personal property forms and place the new values in the 

assessment roll. 
 
5. Assessor will account for all buildings destroyed or demolished. 
 
6. Assessor will implement use value assessments of agricultural lands per specifications set forth by the 

Wisconsin Department of Revenue (WI DOR) and complete all applicable reports. 
 
7. Assessor will process annexations, attachments, parcel splits and new plats. 
 
8. Assessor will correct legal descriptions as needed. 
 
9. Assessor will take digital photographs of new construction and also during the review process if needed. 
 
10. Assessor will file building permits or copies of such in property record files. 
 
11. Assessor will maintain property owner lists, with current name and address changes. 
 
12. Assessor will post assessments to real estate transfer returns and record sale information to property 

record cards. Assessor will transmit sales information to WI DOR as required. 
 
13. Assessor will be responsible for maintaining recent plat and subdivision maps and aerial photographs on 

file and updated accordingly. 
 
14. Assessor will annually update all property owner record cards with new legal description labels. 
 
15. Assessor will post assessments from property cards to assessment roll. 
 
16. Assessor will create, print, and mail Notices of Increased Assessment.  
 
17. Assessor will record assessment data, prepare appointment mailers, stuff envelopes and mail notices and 

schedule and reschedule appointments as necessary. 
 
18. Assessor will notify the Building Inspector of missing building permits or apparent errors in property 

record files. 
 
19. Assessor will conduct Open Book sessions in accordance with Wisconsin State Statues. 
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20. Assessor will be responsible for ensuring that all procedures are properly completed for the Board of 
Review proceedings to be held prior to the end of July each year. Assessor will also attend the Board of 
Review meeting, defending the Assessor’s valuation and work products. 

21. Assessor will provide digital photographs with comparable properties in preparation for Board of Review 
meeting(s) so that the Board and the petitioner have evidence of comparability. Additionally, the Town’s 
electronic files shall be updated within fourteen (14) days of the final adjournment of the Board of 
Review. 

22. Assessor will be responsible for providing all assessment data to the Ozaukee County Treasurer’s Office 
and ensure that the County’s assessment roll posts the information to the records submitted by the 
Assessor. Assessor will provide a printed copy of assessment roll to the Town. 

23. Assessor will be responsible for providing the WI DOR with final reports of assessed valuations after the 
Board of Review meeting.  

24. Each contract year, within fourteen (14) days of the final adjournment of the Board of Review, the 
contractor shall turn over to the Town, all records including electronic databases prepared for the 
assessment including, but not limited to: (a) property record cards, maps, and any other schedules or 
forms, (b) all records and materials obtained from the Town and not previously returned to include maps, 
plans, and assessor's records, (c) material specifically obtained and/or used for performance of 
assessment work for the Town, to include aerial photos, land value maps, depth factor tables, copies of 
leases, correspondence with property owners, sales data, rental schedules, capitalization rate data, gross 
income multiplier data, and operating statements of income properties, and (d) all public records as that 
term is defined in Wisconsin Law. The obligation to turn over records to the Town survives the 
expiration or termination of the contract. 

25. Assessor shall report on every sale after its occurrence to the WI DOR and the Town Administrator. The 
Assessor shall conduct a site visit contemporaneous with the sale, shall perform an interior and exterior 
inspection to verify property attributes, and shall take digital color photographs of all inspections. 
Assessor shall make such investigation as is reasonably necessary to determine if the sale constituted an 
arm’s length transaction. If the Assessor is, after reasonable inquiry, unable to determine if the sale 
constitutes an arm’s length transaction, the Assessor shall presume it is an arm’s length transaction. A 
copy of all information provided to the State by the Assessor shall be provided to the Town 
Administrator, as well as with copies of all records received from the State. 

26. Assessor will not be required to conduct office hours at the Town Hall. Assessor will be required to 
provide their own equipment, work space, storage and security of records while in their possession.  

27. Assessor will provide contact information for Town officials and residents to contact Assessor during 
regular business hours, Monday through Friday, and shall return calls within twenty-four (24) hours. All 
Assessor personnel shall carry photo identification and authorization letter from the Town to assure the 
public of their identity and purpose of gaining access to private property. 

28. Assessor shall send a certified letter to all refused/estimated property owners. 

29. The Assessor shall assure that assessment records maintained at Town Hall are the most current. 

30. Assessor shall maintain a computerized database of property assessment records, including digital 
photographs of each property with access provided to Town staff. The Town currently uses Market 
Drive software for its residential properties. Proposer should indicate what program it will use and all 
potential additional costs to the Town, including but not limited to data conversion and license fees. 
Assessment data should have the capability to be provided to the Town in a database format such as 
Access or a spreadsheet such as Excel. This is to allow the Town and/or Ozaukee County to easily query 
the data and map the housing stock information. The Town also requires the potential for integration of 
assessment with Ozaukee County’s GIS system. 
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31. The Assessor shall be available to attend Town Board and other related meetings on an as-needed basis. 
The Assessor must be accessible to the Town staff throughout the tax year to assist with correcting 
problems that may arise out of the assessment work. 

32. The Assessor is encouraged to interface with the business and residential community to provide greater 
clarity of the Assessor’s role in the property taxation process and communicate assessment scheduling. 
Providing informational materials for the Town website, newsletter and other similar publications is 
appreciated. 

33. The Assessor shall be familiar with the responsibilities of complying with Wisconsin’s open records law 
and proper administration of that law with respect to assessment records. Town and Assessor recognize 
that applying applicable Wisconsin public records laws to particular records requests can be difficult, in 
light of software copyright and licensing rights. To ensure that applicable laws are followed, both with 
regard to private software ownership rights, and with regard to public records laws, Town and Assessor 
agree to work in a cooperative manner.  

34. The Assessor shall provide the Town with the finalized assessment roll on or before July 1st each year.  

35. CAD drawings of all major improvements shall be made through the use of a CAD system (such as 
Apex). These footprint drawings shall be taken from verified/corrected existing drawings found in the 
current property record cards. Hard copies of CAD drawings shall be placed in property record cards. 

36. Assessor will also perform all other duties incidental to the normal duties of Assessor. 
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Proposal Submission & Evaluation         
 

A two-step selection process will be used: 1) the first step will consist of evaluation of qualifications and 
technical information submitted by the vendor and will result in a short list of firms who are considered best 
qualified based upon the evaluation process described below. The second step will consist of opening the 
priced proposals from the short-listed firms. Interviews will be scheduled with vendors on the short list of 
qualified firms. 
 
1. Deadline: proposals must be received at Town Hall no later than 4:30pm on November 21, 2012. 

2. Submission of Proposal: An original and five copies of the required qualifications and technical 
information for Step One must be submitted in sealed envelopes along with a separate sealed envelope 
containing the pricing. Envelopes are to bear the following information: 

a. Addressee:  Town of Cedarburg 
Attn. Jim Culotta 
1293 Washington Avenue 
Cedarburg, WI 53012 

b. The following notation must appear in the lower left hand corner of each sealed envelope: 

Step One – Qualification and Informational 

  RFP – Assessment Services 
  Qualification and Information 

Step Two – Pricing  

  RFP – Assessment Services 
  Pricing 

 
General Quotation Requirements         
 
1. All quotations must identify the firm name, address and specific assessment services experience in 

Wisconsin. The proposals shall also include: the names, educational background and municipal 
assessment experience of the person/persons to be assigned as the Town’s point of contact for the work 
to be performed; identify experience with assessment evaluation of potential tax-exempt properties; and 
demonstrate accuracy of assessment work. 
 

2. The proposal shall include the total annual compensation rate to provide the assessment services 
described in the above Specific Services Required and in accordance with the laws of the State of 
Wisconsin in a not-to-exceed sum to include all of the Assessor’s costs including but not limited to: labor, 
materials, transportation costs, meals, lodging, and Board of Review expenses. The Town will pay the 
annual compensation rate in monthly installments.  

 
3. The Town is currently seeking proposals for annual assessment services; the Town is not seeking 

proposals for a town-wide market revaluation at this time.  
 
4. The proposals shall address the specific services required as listed above. If the proposer is unable to 

meet any of the required services they shall specifically address their inability within the proposal and the 
alternative method for addressing that item.  
 

5. All work shall be accomplished in accordance with the provisions of the laws of the State of Wisconsin 
and in full compliance with the rules and regulations promulgated by the WI DOR. 
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6. The proposals shall identify five references from municipal clients for which the bidder has provided 
assessment and/or revaluation services within the past three years. References must include the name, 
title, address and phone number of the contact person.  

 
7. The proposals shall identify any and all contractual requirements that the bidder currently has. 

 
8. Identify the date when the firm would be available to begin providing assessment services to the Town 

and the proposed timeline for completion of various duties. 
 

9. All personnel providing assessing services shall be currently certified in compliance with Wisconsin State 
Statues and Administration rules of the WI DOR, and shall maintain certification throughout the 
duration of the contract. Documentation must be provided to show that at least one of the professional 
staff serving the Town has an Assessor 2 Certification or better, through the WI DOR. Evidence of 
current certification and satisfaction of continuing certification requirements shall be filed with the Town 
Administrator with the proposal and annually during the term of the contract. 
 

10. Bidders are advised to carefully inspect the community, the entire records and facilities of the Town of 
Cedarburg and examine the above referenced specifications for the proposed work and judge for 
themselves the circumstances affecting the cost of the work or the time requirements for its completion. 
Failure to do so will not relieve the successful bidder of the obligation to furnish and perform the work, 
to carry out the provisions of the contract, and to complete the contemplated work for consideration set 
forth in this bid. 
 

11. The successful bidder is not permitted to assign, subcontract or transfer the work of providing 
assessment services, without the prior written approval of the Town. 
 

12. The successful bidder will have three to five years experience in municipal government assessing, 
including re-evaluation, and will have advanced knowledge and experience in the utilization of computer 
applications for assessments. 
 

13. The proposals will be reviewed and awarded to the Assessor whose quote is the most responsive to the 
solicitation and is the most advantageous to the Town of Cedarburg, considering experience, price and 
other factors.  
 

14. The proposal shall list the insurance coverage the assessor carries. The assessor shall maintain insurance 
coverage of at least $1,000,000 to protect the Town from claims, demands, causes of action, suits for 
injury, lost or destroyed records, arising from any act or omission of the Assessor, its agents and 
employees. Workers compensation coverage with statutory limits is also required.  All insurance policies 
required hereunder shall name the Town as an additional insured thereon. During the term of this 
contract, the Assessor shall furnish the Town with certificates of insurance and endorsements evidencing 
such insurance coverage acceptable to the Town Attorney.  

 
15. Each Bidder must respond to the following questions in writing: Is there any current or pending litigation 

against your firm? Are there any investigations by any regulatory agency? If yes, provide a detailed 
explanation. 
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Evaluation Criteria           
 

The Assessor will be selected and hired by the Town Board. This Request for Proposal will serve as the basis 
of the initial services contract with the firm that is selected. 
 
The following evaluation criteria will be used to review the Assessment Services Proposals that are received 
and which meet the general quotation requirements: 

 
1. Demonstration of successful experience in providing general assessment services to a municipality of 

similar size. 
2. Past experience with providing assessment revaluation services. 
3. Demonstration of a high level of accuracy in assessment work for municipal clients. 
4. Ability to provide and maintain a computerized database of property assessment records to the Town. 
5. Cost of assessment services. 
6. Evidence of positive customer interaction. 
 
 
Submission Instructions          
 
The Town reserves the right to request additional written or oral information to supplement all written 
statements of qualifications or proposals. Interviews are anticipated and will be on an invitation basis.  
 
Submit all material to Jim Culotta, Town Administrator, Town of Cedarburg, 1293 Washington Avenue, 
Cedarburg, WI 53012 no later than Tuesday, November 20, 2012. 
 
 
Inquiries             
 
Jim Culotta 
Town Administrator 
1293 Washington Avenue 
Cedarburg, WI 53012 
(262) 377-4509 
jculotta@town.cedarburg.wi.us  
 
 
Right to Reject            
 
By responding to this RFP an individual respondent accepts the process outlined in this RFP and fully 
acknowledges that the final determination of the Town of Cedarburg is binding and without appeal. The 
Town reserves the right to reject any or all proposals, without prejudice and/or waive any irregularities if 
deemed in the best interests of the Town. In addition, the Town reserves the right to reissue all or part of this 
Request for Proposal and/or not award any contract at its discretion and without penalty. The Town of 
Cedarburg reserves the right to proceed differently than described in this RFP, for any reason or without 
cause. 
 

All respondents accept the preceding terms and procedures in submitting a proposal. 
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	16. NYS DTF – The New York State Department of Taxation and Finance.
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	27. REASSESSMENT - A systematic review of the assessments of all locally assessed properties, either within an assessing unit or within a class of a special assessing unit, to assure they are at the stated uniform percentage of value as of the valuati...
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	33. UNIFORM ASSESSMENT STANDARDS - a general blueprint for local governments assessing units to establish "equitable" and "transparent" assessments. "Equitable" means that all properties are uniformly assessed at full market value.  "Transparent" mean...
	34. VALUATION - The process of estimating market values for all parcels in the municipality using mass appraisal procedures which are in compliance with standard 6 of the Uniform Standards of Professional Practice of the Appraisal Foundation.
	35. VALUATION DATE - All real property is valued as of this date. Generally for towns and cities, it is July 1 of the preceding year.
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