SPECIAL PROVISIONS REAL ESTATE – APPRAISAL
Wisconsin Department of Transportation
Revised 01/19/16

SCOPE OF SERVICES

A.	Appraisal services

(1) Appraisal activities:

CONSULTANT will complete assigned appraisal(s) and submit a draft for review to the Wisconsin Department of Transportation (DEPARTMENT) on or before dates set forth in this scope of services and Work Order. Any extension to time or deadlines must be expressly granted in writing by DEPARTMENT through formal amendment.

[bookmark: _GoBack]CONSULTANT is required to use DEPARTMENT’s Real Estate Automated Data System (READS) to manage and complete work as part of this scope of services and Work Order Agreement. CONSULTANT will use READS to submit reports. Approval for READS access is required prior to submitting appraisal reports to DEPARTMENT. Once approved for READS access, CONSULTANT will log into READS and follow procedures for submitting reports via READS to the parcel appraisal log. CONSULTANT shall label each report whether it is a Draft, Revision or Final. All versions of each report must be submitted through READS; reports will remain indefinitely.

Requirements for developing an appraisal report are established by the Bureau of Technical Services-Real Estate (BTS-RE), based on a number of state and federal laws and regulations. CONSULTANT will provide the desired appraisal report(s) to assist DEPARTMENT in determining fair market value. Each appraisal shall include appropriate detail necessary to solve appraisal problem, up to and including sketches, photos, maps, etc. and must identify septic systems and all other items of importance. Per USPAP, unique or special use properties require that appraiser be able to demonstrate they have necessary expertise, qualifications and experience relative to such appraisals. An allocation of damages shall be provided in full take appraisals; allocation shall clearly identify all improvements and their contributory value. All appraisals must clearly identify the acquisition allocation for land, improvements, severance and temporary limited easements.

CONSULTANT agrees to address/respond to all written requests for revisions or clarifications made by a DEPARTMENT review appraiser within ten (10) business days. Upon notice of acceptance of the report from a DEPARTMENT review appraiser, CONSULTANT will forward at minimum two (2) hard copies of the accepted final report to the regional office within five (5) business days. CONSULTANT must also ensure final accepted version is uploaded into READS and is clearly marked as “Final.”

CONSULTANT further agrees to prepare appraisal reports using font sizes typically no smaller than 10 point with maps scaled for optimal readability. CONSULTANT must perform quality control checks prior to submitting reports to DEPARTMENT, including checking for and correcting spelling, grammar and mathematical errors. CONSULTANT shall reduce color depth and/or resolution on all photos prior to inserting into appraisal and prior to creating PDF for submittal to DEPARTMENT (256 colors and 200 dots per inch [dpi)] is generally acceptable). No appraisal or Project Date Book (PDB) or Sales Study should exceed 0.40 MB per page.

The CONSULTANT appraiser who signs the appraisal must inspect the property being appraised. Specific tasks performed by each appraiser must be described in report. An appraisal report can be co-signed by an appraiser trainee if they helped prepare report. However, each individual must be identified as participating in the preparation of the appraisal and report. CONSULTANT is required to coordinate with DEPARTMENT staff for the appraisal inspection and should make every reasonable effort to meet with owner(s). If a relocation is anticipated on the property resulting in a displaced person designation, CONSULTANT must contact the assigned relocation specialist to coordinate a walk-through meeting. The CONSULTANT must invite the relocation specialist to their appraisal inspection for all business relocations.

By executing and agreeing to this Work Order, CONSULTANT acknowledges and agrees that DEPARTMENT approval of an appraisal under this Work Order and having appraisal master contract with the DEPARTMENT does not constitute the DEPARTMENT’s endorsement of any appraisal opinion or methodology produced in any context or in any other appraisal report or in any subsequent context or appraisal report. All appraisal reports or methodologies under contract with the state of Wisconsin are reviewed independently through an appraisal review process.

The parties also agree to all materials as referenced and attached as part of the ‘Bid Tabulation’ documents to be annexed and made a part of this Work Order as appropriate.

(2) Appraisal formats:

Explanation of DEPARTMENT appraisal formats is provided in the Real Estate Program Manual (REPM) Chapter 2: Section 2.6 Appraisal Formats. For surplus land appraisal formats, see REPM/Chapter 6. Examples of all current approved and acceptable forms and appraisal format types are viewable from REPM/Forms webpage found on the DEPARTMENT’s website.

(3) Project Data Book (PDB)/Sales Study:

An acceptable PDB will contain all comparable sales/rentals pertinent to valuation of subject properties to be appraised. See REPM/Chapter 2: Section 2.5 Project Data Book/Sales Study. All PDB/Sales Study reports must be submitted through READS within the project screen to project log.

(4) Objective review:

For each appraisal submitted to DEPARTMENT, an Appraisal Objective Review (RE1000 - READS template) or Appraisal Objective Review - Surplus Parcel (RE1048 - READS template) must be performed. All objective reviews are submitted through READS within the parcel central menu to the appraisal log.

(5) Technical review:

A review appraiser will conduct a technical review of the appraisal using the Appraisal Review (RE2128 - READS template) via READS as a guide to determine if the appraisal is acceptable. The Appraisal Review - Surplus Parcel (RE1009 - READS template) will be used where applicable.

(6) Standards, conduct and rule:

Any CONSULTANT serving as a fee appraiser must recognize and uphold standards, conduct and rule becoming of a professional licensed/certified appraiser. Per USPAP, Standards Rule 1-1 (c): “In developing a real property appraisal, an appraiser must... not render appraisal services in a careless or negligent manner, such as by making a series of errors that, although individually might not significantly affect the results of an appraisal, in the aggregate affects the credibility of those results.” Standards, conduct and rule shall be, first, in accordance with USPAP. Second, all CONSULTANTS are required to have knowledge of, understand and uphold state and federal rules and laws involving standards and conduct, and the policies of WisDOT. CONSULTANTS are required to have knowledge of DEPARTMENT policy and procedural documents, manuals and guides, such as the Facilities Development Manual (FDM) and the REPM. Any other manual, guide or directive relating to standards, conduct and rule while serving as a CONSULTANT under the terms of this agreement shall also apply. Furthermore, CONSULTANT must adhere to standards, conduct and rules required according to formal licensing/certification standards explicit to the appraisal profession.

(7) Retainer:

DEPARTMENT may not exercise a right to retain any portion of a CONSULTANT fee for matters involving only differences of professional opinion. Any other matters not remedied after proper notice is given or within the timeframes given as part of this Work Order, unless specifically extended in writing, shall constitute a material breach of contract.

(8) Coordination activities and business fixture appraisals, as needed:

CONSULTANT must coordinate with DEPARTMENT staff regarding inclusion of fixtures as real property in the appraisal to avoid duplication and confusion. A separate fixture appraisal report may be required for a business relocation for certain properties. CONSULTANTS should attend the on-site inspection meeting with a fixture appraiser, the acquisition agent and/or relocation agent.

(9) Miscellaneous, general project management, and Division of Transportation System Development, Bureau of Technical Services-Real Estate (DTSD/BTS-RE) required activities:

Processes, policy and procedures: All provisions and language included in the boilerplate agreement is hereby referenced and made a part of this Work Order Agreement. CONSULTANT must also adhere to the processes, policy and all procedures per the REPM or as otherwise directed. The REPM is on the WisDOT website, under Doing business/Structure and roadway resources, Real Estate. CONSULTANT must stay alert to developing and changed DEPARTMENT processes, policy and procedures as well as industry trends, professional standards, state and federal rule and laws, and must adopt changes and adhere as appropriate.

READS: CONSULTANT must be able to access and use READS to create, maintain and complete all required project information, processes and processing activities associated with each scope of services under this Work Order. CONSULTANT shall enter and maintain READS information in a timely, complete and accurate manner. CONSULTANT must stay alert to developing and changed DEPARTMENT technology, as well as industry trends, professional standards, and must adopt changes and adhere as appropriate.

Real Estate forms: Each applicable and required DEPARTMENT Real Estate form must be generated directly from READS as part of each current project activity per the scope of services and Work Order. For any forms not available in READS, the REPM/Forms webpage will have a fill-ready 'paper only' version available for immediate use. All documents listed on the REPM/Forms webpage are the approved current standard. Any exception to using approved current standard DEPARTMENT forms requires prior and special permission by BTS-RE on an individual, as needed basis.

Consultant staff: All staff and/or sub-consultants who will be assigned to perform any part of the work on this project must be clearly identified and named as a part of this Work Order Agreement. Only staff and/or sub-consultants named and approved for their credentials as described in your original Notice of Interest (NOI) solicitation materials should be included on any Work Order Agreement.

Staff changes: BTS-RE must review and approve any new staff who you intend to include as a part of any new Work Order Agreement. For most contracting services, you may include new staff and/or sub-consultant names and their credentials for review and approval along with the scope of work details as a part of the Work Order Agreement package. For certain types of work, however, Real Estate has developed an additional standardized review/approval process. If an individual(s) was not originally named or included as part of the NOI solicitation materials, the individual must complete the appropriate and related Capability Statement form(s) from the following areas: Acquisition/ Negotiation [RE1040]; Appraisal [RE1041]; and, Relocation [RE1042]. Each individual(s) seeking first time approval must complete the appropriate Capability Statement form(s) and receive a separate written approval from BTS-RE prior to beginning any work on a WisDOT/Real Estate project.

(10) Evaluation:

DEPARTMENT will evaluate each CONSULTANT based on their performance on a project. Performance evaluations are performed within 30 days of service acceptance via WisDOT’s electronic contract administration report system (CARS).

(11) Invoicing:

CONSULTANT must submit all invoices with appropriate supporting documentation electronically through CARS. To request, complete DT1522 - CARS Request for Access, then email to WisDOTCARS@dot.wi.gov. Only consultant security administrators, management consultants and WisDOT employees need to complete the CARS Request for Access. Consultant staff does not need to complete this form, but will need a Wisconsin User ID (WAMS ID) to access CARS.
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