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DATA COLLECTION MANUAL — Commercial Properties

Commercial Properties

The data collection phase of a mass appraisal program consists of the collecting
and recording of specific property data needed to process each parcel of property
into an indication of value. Property characteristics data should be continually
updated in response to changes brought about by new construction, new parcels,
remodeling, demolition and destruction. The following procedures and
specifications have been developed to promote both individual proficiency and
standardization by providing the data collector with certain guidelines to follow in
performing their duties. Data collection must be done in a consistent manner,
meaning that it is done the same way every time and that everyone does it the
same way. Doing something in a consistent manner significantly reduces the
chance of forgetting to do it or doing it incorrectly.

Accuracy, thoroughness, and neatness are essential in recording data. Office
computations and other operations depend upon this data, all of which is used to
determine the market value of a property which is the basis for the amount of
taxes each owner must pay. The standards and procedures incorporated in the
manual cannot be depended upon alone for the establishment of sound and fair
values on individual properties. Basically, reliance must be placed on the
accuracy and thoroughness of field inspections and the recorded data on each
parcel by appraisal personnel in the field. Unless the record is neat, clear, and
accurate, it cannot be interpreted correctly and readily by others.

The appraisal procedure for determining values of improvements consists of(1)
initiating the appraisal; (2) recording construction information; (3) classifying
buildings; (4) recording, classifying, and valuing additional details; (5)
determining depreciation adjustments; (6) measuring and sketching structures;
(7) appraising special structures; (8) appraising incomplete structures; and (9)
determining property values.

The primary tools used for maintaining property characteristics or data collection
and maintenance are BPS worksheets and periodic property re-inspections.

The Commercial department is responsible for appraising the following types of
improvements:
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Structure code Use type
13 Apartment
14 Condominium
20 Retalil
21 Service Station
22 Public Garage
23 Office
24 Bank
25 Theater
26 Office Tower
27 Hotel
28 Warehouse
29 Factory
30 Motel
31 Restaurant
32 Fast Food
33 Convenience Store

1. Initiating the Appraisal

Prior to the actual recording of specific information and the determination of
specific classes and values, four preliminary steps are performed in initiating the
appraisal: identifying the parcel; observing the improvements generally; gaining
entry; and obtaining information from the occupant.

The parcel of land, on which the improvements to be appraised are located, is
first checked in order to make sure that the parcel identification number and
legal description on the account correspond to those on the map, and that the
property is the correct parcel. The appraiser also observes both side and rear
property lines and approximates the size of the parcel to be sure that only
improvements belonging on a specific parcel are included in the appraisal. In
the case of some commercial or industrial buildings, it is also necessary to
determine if the improvements and land belong to the same owner; and, if
they do not, respective ownerships are determined and a separate account
labeled "Improvements Only"is used for recording the building data.

The second step of the preliminary appraisal is observation of the building to
gain a general perspective of its appearance, condition, and approximate
classification. In addition to observing the building itself, the entire
neighborhood is also observed and its general appearance is considered in
determining environmental influence which may affect the amount of
depreciation to allow a specific property.
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A physical inspection is necessary to obtain initial property characteristics data.
This inspection can be performed by either appraisers or specially trained data
collectors. Any employee engaged in any type of field work activities or on-site
inspections will wear their MCAD identification badge so that it is easily visible by
the general public. Also appraisers registered with the Texas Department of
Licensing and Regulation must have their identification card in the registrant’s
possession while on official duty.

The parts of buildings which cannot be observed from the exterior frequently
contribute considerably to the value of a specific structure. In most appraisals,
therefore, it is vitally important that the appraiser gain entry to the building in
order to obtain descriptive information of interiors. For commercial or industrial
buildings, the appraiser enters through the front entrance and asks for the
owner, manager, or someone qualified to answer questions pertaining to the
building. The appraiser should identify themselves in a courteous and
professional manner and hand the person their business card. State the nature
of their visit to the property explaining the necessity of the task being performed.
If no one is qualified to provide information, the appraiser notes this on the
BPS worksheet or appraisal card and revisits the property later. In some cases
it may be necessary to make an appointment with the owner before the
appraisal can be made.

Employees engaged in field work should take special care in the performance of
their duties in order to maintain their personal safety and security. If the appraiser
is refused admittance to a property or they are asked to leave, they should leave
the premises immediately. Never argue with anyone. Once you are off the
property the appraisal is made as accurately as possible from the exterior and a
notation made on the worksheet or card that admittance was refused. Please
refer to Section 5: General Guidelines of the MCAD Personnel Policy and
Procedures for further employee conduct guidelines especially: sections 5.1.2
Fieldwork Safety Procedures, 5.3 Entering Occupied Property and 5.3.1 Dealing
With Vicious Animals.

The final step in initiating the appraisal is obtaining information from the
occupant. Most of the data required for the appraisal of a building are
determined by inspection and observation; but some information is more easily
obtained by questioning the occupant. Data such as the year of construction,
when additions were made, use of accessory buildings, extent of used materials,
and any other information pertinent to the appraisal process are normally
obtained by questioning the owner or someone responsible for the building.
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2. Recording Construction Information

Data for all improvements is recorded on either the Commercial BPS worksheet
or appraisal card. This is done in the field by appraisal personnel from firsthand
observation. One worksheet or appraisal card is made for each separate parcel
of land and the improvement thereon except when there are improvements that
are owned by someone other than the owner of the land.

Most improved accounts have an improvement segment for the building
and a separate segment for yard improvements which is labeled as ‘Site
Imps’ in the ‘Improvement description’ line of the improvement segment.
Yard improvements or site imps typically include paving, light stands and
fencing. Some commercial properties such as office campuses, industrial
complexes and apartment complexes have multiple buildings and will have
an improvement segment for each building.

Please refer to the BPS Worksheet Procedures for Commercial Properties
for instructions on how to complete the BPS worksheet and to the Data
Review Procedures-Periodic Property Re-Inspections for Commercial
Properties for instructions on verifying and relisting to current appraisal
standards a specific group of properties.

3. Classifying Buildings

Buildings or main structures are classified by designating their class
according to their basic structure exclusive of additional details. Most
buildings can be classified in accordance with the classification
system set forth in the Commercial Classing manual. A few structures
exist for which no classification is provided. They are to be appraised
as special structures as discussed later in this chapter under the
heading ‘Appraising Special Structures’.

Determining the classification of buildings is divided into three separate steps:
(1) determining use type; (2) determining construction type; and (3) determining
quality of construction.

Use Type
Classification according to use type is determined by observation and
generally is evident by the appearance or actual use of the structure. Since

cost factors depend as much on use types as on construction classes, it is
extremely important that this item be listed correctly. Commercial use
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types are more varied, but the principal thing to keep in mind is that the
use type generally means the use for which the building was originally
constructed or for which it was completely remodeled or renovated. Use
type is recorded using a two digit numeric code (see table on page 2).

Construction Type

Classification according to construction type necessitates ascertaining the material
used in the structural frame of the exterior walls. Construction type is generally
recognized from observation or by inspection of the exterior walls. The four
fundamental types of building construction are wood frame, masonry wall,
reinforced concrete frame and steel frame.

Wood frame construction known as class W consists of exterior bearing walls
either single wall construction of wood boxing or framed with wood studding and
covered with wood siding, asbestos siding, stucco or plaster, metal, composition
siding, or masonry veneer. To distinguish between different outside wall
coverings, wood frame construction type is further divided into four types, which
are designated as:

WA — Wood frame with asbestos or vinyl siding

WP — Wood frame with plaster, stucco or EIFS exterior

WV — Wood frame with brick or stone veneer or hardi-plank exterior
WW — Wood frame with wood or masonite siding

WM — Wood frame with metal covering

Masonry wall construction or class M has exterior bearing walls of masonry units
such as brick, stone, tile, or concrete block.

Reinforced concrete construction or class C has exterior walls of solid reinforced
concrete or wall framing of reinforced concrete columns and beams with curtain
walls of masonry units, steel panels, or reinforced concrete slabs. Class C
includes concrete tilt wall.

Steel frame construction or class S has exterior wall framing of structural steel
with curtain walls of masonry units, steel panels, or reinforced concrete slabs.

The construction type is recorded for all property by entering the construction type
designation letters.

Quality of Construction

Classification according to quality of construction consists of assigning the
appropriate numerical portion of the class in accordance with the classification
system. The assignment of the quality designating number is achieved by relating
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the structure being appraised to the typical building in the manual which it most
closely resembles as to its specifications. Having selected the quality designating
number by comparison, the appraiser next decides if the quality is equal to, slightly
better than, or slightly less than that of the typical building; and, if the quality is better
or less, the appraiser assigns a "+" (plus) or "-" (minus) to the classification. This step
of the classification of buildings requires that the appraisers exercise considerable
care and sound judgment in assigning classes to buildings. It is difficult to provide
rules or guides for determining the classification according to quality so that
appraisers must rely upon their judgment and opinion based on experience.

Most buildings have only one classification; but in some instances one building
will include more than one use type, construction type, and/or quality of
construction. In cases where a building has more than one classification, all
appropriate classes are to be determined and recorded.

The classification for buildings is always recorded using the proper designation
of numbers and letters. A two digit numeric code for use type, then the one or
two digit alpha code for construction type followed by a one digit numeric code,
which may have a ‘+’ or ‘-, for quality.

4. Recording Additional Details

Additional details comprise those parts of improvements which generally vary from
one structure to another and therefore, it is important that all additional details be
determined and recorded accurately. Most typical commercial properties have the
following items: heating, cooling or heating and cooling (HVAC), plumbing and
canopies. (Apartments and condominiums will have porches and may have
garages and carports or canopies.) Examples of other additional details or
components that complement or complete the main structure for its intended
use are cold storage, docks, elevators, finished areas, sprinklers, swimming
pools and spas.

Heating- Cooling- Heating and Cooling (HVAC)

All types of installations for heating, cooling and HVAC that are permanently
attached to the improvements are considered to be real property. Space
heaters which are attached to the improvements by hose, cord, or temporary
piping are disregarded because they are considered to be personal property.
Likewise evaporative coolers, with or without limited duct work, are considered
personal property.

The kinds of heating units generally found in buildings consist of floor furnaces,
single wall furnaces, suspended ceiling furnaces, and central heating plants.
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Appraisers determine the type and size of the heating unit in thousands of
BTU's and enter it accordingly.

Room air conditioners installed in windows or walls are listed as freestanding
heat pump units. Appraisers determine the size of the cooling unit in tons.

Permanently installed combination heating and cooling units are referred to as
‘Heating and Cooling’ or HVAC in this manual. Central plants for small
commercial or central plants for multistory commercial are the only kind
normally found in commercial buildings. Appraisers determine the size of the
cooling unit in tons.

Plumbing

All plumbing for each building is appraised by recording the number of like
fixtures designated in accordance with their quality. Fixtures are graded in
quality as inferior, average or superior. The quality is determined by the
appraiser after making a careful inspection of each fixture.

Canopies

Canopies are classed according to being attached or detached to a structure
and if they have a slab foundation. Gas or service station and Bank drive thru
canopies have their own separate classification. Canopies, except for gas or
service station, are assigned a quality adjustment from low to excellent. The
quality is determined by the appraiser after making a careful inspection of each
canopy. Gas canopies do not have a quality adjustment because it is included
in their class.

Porch - Garage — Carport (Apartments - Condominiums only)

Porches are classified according to openness or enclosure. The classification
entered for each porch, therefore, consists of the letter or letters designating
open, closed unfinished, or closed finished. ‘O’ is for open without walls or
windows and may or may not have supporting columns or posts. ‘CU’ is for closed
unfinished with walls and windows; exterior wall finished, exposed interior walls
and ceiling. ‘CF’ is for closed finished with walls and windows; exterior walls,
interior walls, and ceilings finished. Porches are assumed to be of the same
guality as the structure they are attached to and are valued as a percentage of
the main structure value.
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Garages and carports are appraised by recording the class of each in
accordance with the classification system. Garages are classified according to
whether they are attached or detached from the main structure. Like porches,
they are assumed to be of the same quality as the structure they are attached to
and are valued as a percentage of the main structure value. See the Residential
and Duplex Class Codes and Additive Codes reference sheet for type, method
and class listing guidelines.

Other Additional Details

Parts of buildings or accessory items which generally vary from one structure to
another are carried as other additional details. They complement or complete the
main structure for its intended use. The wide variety of items that make up the
other additional details are listed on the Other / Additional Detail Codes —
Commercial Valuation reference sheet. They are schedule driven cost items
which are entered using a three digit numeric code for Type and an
alpha/numeric code for Class.

Unique items that are not specifically listed on the Other / Additional Detail
Codes — Commercial Valuation reference sheet are listed using the Type code
‘443’ and Class code ‘MS1’ or ‘MS100K’ for miscellaneous items that
depreciate at the same rate as the main structure. Type code ‘819’ and Class
code ‘SUY’ or ‘SU100K’ or for special unit items that depreciate at a fixed rate.
Costs for ‘443’ and ‘819’ codes are entered from Marshal and Swift. The
appraiser states in the comment section of the improvement detail what the
item is and the section, page and date (i.e. MS 17/14 Sep 12) in Marshal and
Swift the cost estimate is found.

Site, Yard or Ancillary Improvements

Many properties include paved driveways, parking areas, secondary or out
buildings, fencing, exterior (light standards) lighting, railroad spurs, outbuildings
for water supply or tanks. An outlined manner describing proper technique to
list and capture these improvements is shown on the “Cost and Index Guide to
— Other / Additional Detail Codes -- Commercial Valuation”, the “Commercial
Additional Detail Codes” sheets found in the Commercial/Industrial Cost
Manual, the Data Collection Manual and in the addenda of this report (see
Other Additional Details section above).
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5. Determining Depreciation Adjustments

Determination of proper depreciation adjustments for improvements requires
that the appraiser exercise extreme care in determining all factual information
upon which opinion and judgment is based. Depreciation is experienced by all
buildings but not at equal rates. Most buildings experience only depreciation
which is considered normal and can readily be measured, while others may
experience depreciation in excess of that which is considered normal and can
be measured only by careful consideration of all factors involved.

The procedure for determining and recording data utilized in depreciation of
improvements is discussed under seven of the ten items in which appraisal
personnel are involved, namely: year of appraisal, year of construction, effective
year of construction, life expectancy, physical condition, functional
obsolescence, and economic obsolescence.

Year of Appraisal

Appraisers record in the space opposite ‘Last Appraisal Year’ the year for
which the appraisal becomes effective.

Year of Construction

The actual year the building was originally constructed is recorded in the
space opposite ‘Actual Year Built. When the actual year of construction
cannot be determined, however, an estimate of that year is made by the
appraiser. In making this determination, the appraiser must take all factors into
consideration, including trends of the neighborhood, kinds of materials used,
opinions and judgments of informed persons, and any public records available
to them. Also add the note ‘EYB’ for estimated year built to the improvement
comment area.

Effective Year of Construction

The effective year of construction matches the year of construction, if the
building is relatively new has experienced no material changes or extensive
remodeling since the date of construction. Due to proven ability to survive
older structures may have effective year ratings less than their actual age,
even without significant updates.
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If the building has experienced sufficient changes due to remodeling,
alterations, additions or renovations then the appraiser enters in the space
opposite ‘Effective Year Built’ the year which, in their opinion, represents the
year from which normal depreciation should be computed due to these
changes to the structure.

Life Expectancy

The life expectancy of buildings is normally selected from schedules based
on improvement type and class (life expectancy tables can be found in the
Cost Manual).

Physical Condition

Physical condition is for the purpose of recognizing deterioration of buildings in
excess of that which is considered normal and is included in the normal rate of
depreciation. Physical condition is caused generally by inadequate
maintenance, defective or improper materials, and/or faulty construction.
Adjustments for additional depreciation due to the above causes are
determined and recorded by the appraiser in the space opposite ‘Physical’ and
usually in increments of 5%, 10%, or 15%. The appraiser should use all
information and data at their disposal to determine the proper adjustment and a
note or comment is entered detailing what the adjustment is for i.e. cracked slab
followed by the date and appraiser’s initials.

Functional Obsolescence

Loss in value due to deficiency of design, lack of utility, or other causes inherent
within a structure itself that causes it to be worth less than similar buildings without
these characteristics is termed functional obsolescence. It is incorporated in the
normal rate of depreciation; and only when the appraiser believes the effect to be
in excess of the normal does he record it in the space opposite ‘Functional’, usually
in increments of 5%, 10%, or 15%. Again, the appraiser should utilize all
information at their disposal in determining the amount of additional functional
obsolescence to be allowed and a note or comment is entered detailing what the
adjustment is for, followed by the date and appraiser’s initials.

10 of 40



Effective 11-28-07
Revised 11-28-12

Economic Obsolescence

Loss in value due to causes other than those within the building itself—such as
inappropriate location, change in use demands of the property, and other causes
related to site rather than the building itself—is termed economic obsolescence. The
appraiser again records in the space opposite ‘Economic’ depreciation adjustments
usually in increments of 5%, 10%, or 15%, using whatever data are available to
determine the proper adjustment and a note or comment is entered detailing what
the adjustment is for, followed by the date and appraiser’s initials.

6. Measuring and Diagramming

Space is provided on the worksheet or appraisal card to make a diagram of each
structure being appraised. Only the perimeter walls of buildings are indicated on
the diagram unless an interior wall represents a change in use type, construction
type, quality, or floor level. In addition to the diagram of the building, the appraiser
records in the provided space the appropriate shape. The shape of a main
structure is determined in accordance with the shape of the floor area only
exclusive of canopies, porches, garages, carports, storages, and other additional
details. For commercial property the actual ceiling height is recorded by the
appraisers in the appropriate space.

The building should be measured starting from the front left corner and proceeding
counter clockwise around the building, recording each dimension to the
nearest foot on the BPS worksheet or legal tablet. If obstructions prevent
measuring directly on the building, the appraiser retreats to an
unobstructed path and measures by sighting to the corners of the wall
being measured. The diagram will be transferred later from the BPS
worksheet or appraisal card to the sketch area on the computer. Please
refer to BPS Worksheet Procedures for Commercial Properties for
instructions on how to complete a BPS worksheet. Occasionally, the
sketches or diagrams and/or site plans of unique, complex or projects with
numerous or multiple identical structures may be placed in folders (‘CF’
folders) for referencing and illustration in lieu of being computer sketched.

7. Appraising Special Structures
The classification system is designed to embrace most structures. Some

buildings, however, are either too complex in design or too specialized in use
to be classified. The appraiser should not attempt to fit such buildings into a

11 of 40



Effective 11-28-07
Revised 11-28-12

classification, but he should appraise the structures individually using all
pertinent value data obtainable. This type of appraisal is called a ‘special
appraisal’ and is indicated by entering the class as Institutional.

The worksheet or appraisal card is marked in the same manner as a
classified structure with the following exceptions:

1. ‘C-Institutional’ is written in the description line of the improvement
segment.

2. ‘Inst’ is written in the classification blank.

3. The life expectancy is determined by the schedule.

4. The appraiser adjusts the first floor unit price and any
additional floor unit prices using the ‘Add Factor’
percentage override.

5. Heating and cooling is entered as a feature using the
appropriate feature code, not as an additional detail.

6. Plumbing, Electrical and Interior Finish are entered as
features using the appropriate feature code.

There are three methods of determining the value of a structure requiring a
special appraisal: (1) historical; (2) comparison; and (3) construction costs.

The historical method consists of compiling and analyzing all data regarding
actual costs of the building. This data includes such documents as: (1)
contracts; (2) building permits; and (3) both published and unpublished
contract reports.

The comparison method involves comparing the subject building with
other buildings of like construction and use type having established cost
factors or values to determine comparable unit cost factors for the subject
structure.

The construction cost method is employed only when no historical data are
available and when no buildings of comparable construction or use type exist.
This method involves using the Marshal and Swift cost guide. It is usually
desirable that special appraisals be made by two or more appraisers working
together.

8. Appraising Incomplete Structures

Inasmuch as property is subject to taxation on that which exists on January 1st,
all property for which building permits have been issued during the year and have
not been appraised as completed structures are visited by the appraisers to
determine the percentage of completion during the last week or so of the year.
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For convenience in establishing the percent of completion of buildings under
construction, a schedule of percentages representing various construction stages
is provided below:

IMPROVEMENT PERCENTAGE GUIDELINES

10-30% FOUNDATION
All work from beginning up to, but not including,
The raising of exterior walls.
30-40% OPEN FRAME
All framing work in the exterior walls, ceilings,
Roofs, and interior bearing walls.
40-50% BOXED
All roof and exterior wall coverings and a primer
coat of paint if required.
50-60% WEATHER-PROOF
All openings and primer coat of paint if required.
60-70% INTERIOR WALL
Raising interior nonbearing walls and the interior
Wall and ceiling coverings.
70-80% TRIM
All millwork and cabinet work.
80-90% PAINT
All painting, sanding, and finishing.
90-100% FINISH
All clean-up, hardware, and floor finish.

The appraiser records on the building permit or the appraisal card the percent
of completion for all buildings visited during this period. If the building is less
than 100% complete, a note to inspect the property for the next year is
recorded in the building permit. The property will be appraised as a
completed structure later in the calendar year, but the percentage of
completion as of January 1st is used to determine the partial value of the
improvements for that tax year. If the building is not yet completed when the
appraiser revisits the property, a flat value based on the percentage of
completion as of January 1st is determined as the improvement value for that
year.

In an effort to streamline the appraising of incomplete properties, MCAD has
developed Summary Reports. They are typically used by both departments in
December and January to track the improvement’s percent complete of
construction and the permit's completeness as of January 1%, when detailed
appraisal record inventory and listing is not practical due to time constraints.
They are stand alone reports and do not need appraisal cards attached to them.
For instructions on how to use BPS Summary Report please refer to the BPS
Worksheet Procedures for Commercial Properties.
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9. Determining Property Values

Upon completion of the listing process, the BPS worksheet or appraisal
card is forwarded to a clerk for data entry. The process of appraising land
and buildings separately, although necessary for appraisal purposes, is not
a complete appraisal process within itself. It is necessary, therefore, that
appraisers review the total value of the property to determine the accuracy
of the two appraisal processes. If, in the opinion of the appraiser, the total
property value is acceptable, the appraisal becomes final and the values
are processed onto the appraisal records. If, however, the total value is not
acceptable the appraisal is rechecked to determine what, if any,
adjustments are necessary.

The Addenda contains Commercial and Residential Reference sheets used in
data collection.
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A DDENDA
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Commercial Tanks Listing

450 TANKS -- FARM STORAGE MS 17/54 5/2009

Steel Grain Bins

Where:

Type = 450

Method = RorC

Class = AG1 for Mtl Grain Bin w/o Dryer
orClass = AG2 for Mtl Grain Bin /w Dryer
Area = No. of Bushels

Length =0 (Zero Entry)

Width = Diameter of Bin

Height = Height to Eave

Perimeter = 0 (Override /w Zero Entry)

Conversion Systems

1 Cubic Foot = 0.8036 Bushels
1 Bushel = 1.244 Cubic Feet
1 Gallon = 0.1337 Cubic Feet = 0.1074 Bu.

Formula --Calculate a Grain Bins's Bushel Capacity
According to Eave Height:

Dia X Dia X 0.7854 X 0.8036 X Height to Eave

OR - Dig X Dig X 0.6311 X Height to Eave

To Calculate the Capacity of a Grains Bin's
Cone in Bushels:

Height of Cone = 1/3 of Diameter

1/3 X Dig X Dig X 0.6311 X Height of Cone

A Grain Bin's Maximum Capacity = Bushels to Eave
Height plus Cone Bushels.

Effective 11-28-07
Revised 11-28-12

MS CURRENT COST & INDEX GUIDE TO: -- OTHER / ADDITIONAL DETAIL CODES -- Commercial Valuation 03128112

For 2012

450

—Type  Descripton

(TET, TW1, TW2 & TW3are
AP1 Cil Storage Tanks )

Tanks (Bulk)
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Commercial Tanks Listing (pg 5)
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Effective 11-28-07
Revised 11-28-12

Commercial Misc Reference Sheets

Commercial Reference Sheets

10-30% FOUNDATION Ceiling | Sqft/
All work fram beginning up to, but not including, raising of exterior walls. Height Ton
3040% OPEN FRAME ] 500
All framing work in exterior walls, ceilings, roofs and interior bearing walls. 3 23
4050% BOXED i =
All roof and exterior wall coverings and a primer coat of paint if required. :; :g:
50-60% WEATHER-PROOF 14 P
All openings and primer coat of paint if required. 16 250
60-70% INTERIOR WALL 18 222
Raising interior nonbearing walls and interior wall and ceiling coverings. 20 200
70-80% TRIM 22 182
All millwork and cabinet work.
80-90% PAINT
All painting, sanding, and finishing.
90-100% FINISH
All clean-up, hardware, and floor finish.

W - Water 1 | LEV- Level 1_| uIMP - Unimproved | 1 FCO | Field conf w/owner (no walk thru)
Fa— 2 | sip-siping | 2 | crav- craveid 5 NOH | No one home (no walk thru)

. ! WT | Walk thru
—EnCy B 2 m‘.';i",f,"g 2 PLNS | Drawn from plans (no walk thru)
G- Gas 4 LOW-Low % | Gower 4 PICT | Pictometry (no walk thru)
SP-SepticTank | 5 | RAV-Ravine | 5 | SDWK - Sidewak | 5 EST | Estimated (no walk thru)
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Effective 11-28-07
Revised 11-28-12

Commercial Appraiser Tab Information

APPRAISER TAB INFO for Com Properties

UNDER COMMENT

PTD INFO: PTDYR $XX XXX. (Used for commercial properties only)
EXAMPLE: PTDO1 $419,8086.

FEE APPRAISAL INFO: (F/APP, $XX,XXX, MM-DD-YR.)
EXAMPLE: (F/APP, $520,000, 06-05-02.)

UNDER REMARKS

Date contract
was written.

CONTRACT FOR SALE: COS, MM-DD-YR $XX, XXX, “source - GTE/GTR” , date.
EXAMPLE: COS,10-05-01 $48,600, GTR, 06-02.

LISTING INFO: 4SALE $XX XXX, $/sf, "source — ie COLDWELL BANKER, FSO/FLYER”, MM-DD-YR.
EXAMPLE: 4SALE $95,000, $85.00/sf, KELLY REALTORS, 02-19-01.

***For rent houses, duplexes, tri & four plexes.***

RENTAL “school”, xBd/xBa, $XXX, MM-YR.
EXAMPLE for house: RENTAL WACO, 2Bd/1Ba, $375, 100% QOCC, 05-02.
EXAMPLE for duplex: RENTAL WACO, 2Bd/1Ba, $750($375/ea) 50% OCC, 05-02.
EXAMPLE for 4plex. RENTAL WACO, 2Bd/1Ba, $1450($350-375/ea) 75% OCC, 05-02.
Then go to IDENTIFICATION tab under DBA : RENTAL “school”
EXAMPLE: RENTAL WACO

(Bd & Ba are per unit, rent is per month.)
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Commercial Land Tables

Commercial Land Quality Table

Land Table

QX+.COMLND
QX0.COMLND
QX-.COMLND
QA+.COMLND
QA0.COMLND
QA-.COMLND
QB+.COMLND
QB0.COMLND
QB-.COMLND
QC+.COMLND
QC0.COMLND
QC-.COMLND
QD+.COMLND
QDO0.COMLND
QD-.COMLND
QE+.COMLND
QE0.COMLND
QE-.COMLND
QF+.COMLND
QF0.COMLND
QF-.COMLND

General -- 2003

Description
Excellent Qual Plus
Excellent Qual
Excellent Qual Minus
Very Good Qual Plus
Very Good Qual
Very Good Qual Minus
Good Qual Plus
Good Qual
Good Qual Minus
Average Qual Plus
Average Qual
Average Qual Minus
Fair Qual Plus
Fair Qual
Fair Qual Minus
Low Qual Plus
Low Qual
Low Qual Minus
Very Low Qual Plus
Very Low Qual
Very Low Qual Minus
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Effective 11-28-07
Revised 11-28-12

Base

Code $/SF
X+ 25.00
X 20.00
X- 18.00
A+ 16.00
A 14.00
A - 12.00
B+ 10.00
B 8.00
B - 7.00
C+ 6.00
C 5.00
C- 4.50
D+ 4.00
D 3.50
D - 3.00
E+ 2.50
E 2.00
E- 1.50
¥ 1.00
F 0.75
F- 0.50



Commercial Land Adjustment Codes

Type / Code Description
NC1 Com Nbhd Cluster Low
NC2 Com Nbhd Cluster Typical
NC3 Com Nbhd Cluster Good
NC4 Com Nbhd Cluster Exc
cH Corner Influence Very Low
ci2 Corner Influence Low
Ci3 Corner Influence Typical
Ci4 Corner Influence Good
CI5 Corner Influence Very Good
Cie Corner Influence Excellent
VA1 Visibility Access Fair
VA2 Visibility Access Poor
VA3 Visibility Access Very Poor
VA4 Visibility Access LTD (Extreme)
VA™ Visibility & Access (Describe)

Strip Type Adjustments for Commercial NBHD's by Land Segment

Effective 11-28-07
Revised 11-28-12

Commercial Strip Land Adjustment Type Codes

General -- 2003 /2004

Adjustment
115%
125%
135%
150%
110%
115%
120%
125%
135%
150%
90%

80%
70%
60%

User Defined *

A. 'NC" Nbhd Business Cluster Adj - In a Commercial Strip Nbhd Near Major Intersections Land Use Density
Sometimes Rises Significantly. Use "NC" - NBHD Cluster Codes to Adjust Land Valuations.

B. "CI" Corner Influence Codes 1-5 for Type of Corner Intersection

C. "CI" May Be Used in Conjuction With Any Adjustment
D. "VA" Visiblity & Access Adj Reflects General Lack of Market Appeal Conirasted to Other Sites in a NBHD

(Generally Due a Site’s Location or Accessiblity Within the Nbhd)

ECON
FUNC
OTH
PHYS
TOPO
FQFL
RSTR
ADJ
SCM
sSOs
ESMT

Examples of Other Common 'Influence Factors'

By Land Segment

Economic

Functional

Other (Describe)

Physical Limitations
Topography

Frequent Flooding

Restrictive or NonConforming
Misc Adjustment (Describe)
Comp Sale/Mkt App Adj

Sale of Subject Adj

Encumbrance Esmt P/L Transmission Ln

User Defined *
User Defined *
User Defined ™
User Defined ™
User Defined ™
User Defined
User Defined ™
User Defined ™
User Defined *
User Defined *
User Defined *

* 'User Defined' — Appraiser Must State Reason for Adjustment in 'Description’ Field in Type Adjustment
Note: Other Factors Should be Applied to Land Segments on an Individual Basis, Such as, Limited Only to the Area
Directly Effected by the Physical Limitation (ie. Flood Plain, Easement or Restrcition)
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Barn Listing Codes
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Barn Listing Codes (pg 3)

Effective 11-28-07
Revised 11-28-12

Marshall & Swift: Sheds & Farm Buildings Section 17 Page 1-60 (May 2009)
Story Height Multpliers -- Wall Height Adjustments

Wall Ht Adj (Key Ht in Features)

Feet Sq Ft
(Height) Mult.
5 0.887
6 0.914
7 0.943
8 0.963
| 0.981
10 1.000
11 1.01%
12 1.038
13 1.058
14 1.077
15 1.102
16 1.115
17 1.138
18 1.154
19 177
20 1.192
21 1.216
22 1.231
23 1.255
24 1.269
25 1.300
26 1.321
27 1.335
28 1.346
29 1.375
30 1.399
32 1.423
34 1.472
36 1.500

(Base )

Sub Class Factors

Qual/Desc

Exc Plus
Excellent
Exc Minus
V Gd Plus
VvV Gd

V Gd Minus
Good Plus
Good

Good Minus
Avg Plus
Avg

Avg Minus
Fair Plus
FairE

Fair Minus
Low Plus
Low

Low Minus

31 of 40

Code

X+
X0
X-
A+
AD
A-
B+
BO
B-
C+
co
G-
D+
Do
D-
E+
ED
B:

(Quality/Cost Modifiiers)

Factor

3.10
2.50
2.10
1.67
1.55
1.45
135
1.26
117
108
1.00
0.92
0.85
0.78
0.70
0.60
C.50
0.40



Effective 11-28-07

Revised 11-28-12

Barn Listing Codes (pg 4)

‘uoneaaidap 1Ay 01 [enba ag pinom uoneIdap s pUe TAY O %05 29 PINOM NIY I TEY B 01 paydene s| o) uea CRTRTT

LAVIAL, 2211 99 pinom ajqissod j1i uonenasdap 53| ‘Adua Suipjing snoiaaid J0 %085 SI 9|q1550d 4! ,0L ueal, 184

*®
0T St 01 ST ST 0z 0T ST 0z (0] 01 -3 snuig Mo
ot ST 0T ST ST 0e 01 ST 0z 0t 0t 03 Mo
ot ST 01 ST [ oz o1 ST 0z o1 ot +3 snjd Mo
01 oz 01 ST ST 0z ST 0z 0z ST 0z -a SNUIA Jle4
ot 0z 0T ST ST 0z qT (1[4 0z ST 0z 0d ERILE
ot 0z 01 ST St 0z ST 0z 0z ST 0z +Q snid Jied
ST sz ST 0z oz ¥4 0z Sz ¥4 0z Sz D snui Say|
Sl 52 ST 0z oz 74 0z T4 Y4 0z 4 02 dny
ST 14 ST 0z 0z 14 0z T4 5¢ 0z T4 +2 snid Sny
(014 0t 0z Y4 Gz [ Sz 14 5z Sz 0§ -4 SNUIN poOD)
0t ot 0z (14 (4 74 o4 T4 74 ST 4] (of:| poog
0z 0t 0z 52 74 Y4 ST 74 14 14 0f +4 snid pooo
%4 ot 0z ¥4 [ 0t 4 0€ 0f 0t 0€ v SNUIN PO A
ST ot 0z 52 -1 o€ 4 o€ 0t (4] o€ ov PO A
¥4 0f 0z 52 (74 0g Sz 0t 0E 0f o€ +Y snid P9 A
0}3 0t 74 0g 0¢ o€ Sz [if3 0g 0€ 0f -X snuiw ox3
0g 0f T4 0€ o€ 0g Sz 0f (1]3 0t (o] 0X U] ERNE |
(0} 0% T4 0g 4]3 0g ST (1] 0t 0E (o} +X sn|d ox3

% 184 844 L84 984 594 ved €94 [4:E a4 zav Tav apo) 2530/|enD
oDans SSeoqns

(Ayenp Aq a|qe uoneisesdaq) ssein Buipjing Aq Aouejoadxg ey jesidA)

(sse|d gns) uoipniisuo) jo Ayjenp Aq (ssepp)sse|d Suipjing Aq uoizeidaidag 0y Xapuj

32 of 40



Barn Listing Codes (pg 5)

Normal Depreciation Tables -- Farm Buildings 2010 to

Effective 11-28-07
Revised 11-28-12

Typlcal Life Expectancy in Years
Effective 30 25 20 15 10
Age as a Percent Good -- Percentage

1 99 99 99 99 99
2 97 a7 95 93 92
3 94 94 89 86 83
4 90 90 84 78 72
5 86 85 78 71 65
6 83 81 73 64 58
7 80 77 68 58 51
8 76 74 63 53 a4
9 73 70 58 48 a7
10 70 67 54 43 30
11 68 64 50 39 29
12 66 61 46 36 28
13 64 59 43 32 26
14 62 56 40 30 24
15 60 52 37 27 22
16 58 48 35 25 20
17 56 44 32 25
18 54 40 30 24
19 51 36 28 24
20 47 32 27 23
21 43 29 25 23
22 40 27 24 22
23 37 25 23 22
24 34 23 22 21
25 31 21 21 21
26 28 20 20 20
27 25
28 23
29 22
30 21
31 21
32 20
a3
34
35
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Effective 11-28-07
Revised 11-28-12

Residential & Duplex Code Sheet

Residential & Duplex Class Codes and Additive Codes 2010

Type Method Class Description % of Base (if Applicabig)
Residential Base Stucture Codes for 2009
MA1 R "Clezs" **  1st Fl Struc Code 11 Basz
MaZ R 118EC 2nd Fl Struc Code 11 95.0%
MA3 R 11THI 3rd Fl Struc Code 11 S0.0%
MA4 R 11FOU 4th Fl Stryc Code 11 90.0%
MAS R 11FIF 5th Fl Struc Code 11 90.0%|Feature Value Cedes for 2008:
MAS1 R 11HAL 1/2 Story Struc Code 11 Res 65.0%| 10 Hig/Coclx 01 HVAC
MAS2 R 11ATT Atftic Struc Code 11 Res 30.0%| 32 Fireplace EL SU TYP LO
MAGS3 R 11FIN Finished Bsmt Struc Code 11 60.0%| 11 Plumbing 05 Add'l Fixture
MAS4 R 11UNF Unfinished Bsmt Struc Code 11 40.0%| 05 Exierior Wall 05 Stene Veneer
MA1 R "Class"**  1st Fl Struc Code 12 Duplex Base
MA2 R 12SEC 2nd FI Struc Code 12 Duplex 90.0%
MA3 R 12TH! 3rd Fl Struc Code 12 Duplex 87.0%
MA4 R 12FOU 4th Fl Siruc Code 12 B7.0%
MAS - R 12FIF 5th Fl Struc Code 12 B7.0%
MAS1 R 12HAL 1/2 Story Struc Code 12 65.0%
MAS2 R 1ZATT Attic Struc Code 12 ° 30.0%
MAS3 R 12FIN Finished Bsmt Struc Code 12 60.0%
MA94 R 12UNF Unfinished Bsmt Struc Code 12 40.0%
Residential Additive Codes for 2009
11 R PO Open Porch (011 012013...016) 25.0% .
21 R PCF Closed Finished Porch (021. .. 028) 55.0%
21 R PCU Clesed Unf Porch (021022 . . g26) 45.0%
31 R GRD *** Det Garage - Res (031 03z 033) 60.0%
41 R GRA Att Garage - Res (041 042043) 50.0%
51 R CPD** Carport Detached (051 052 053) 20.0%
61 R CPA Carport Attached (061 062 083) 20.0%
411 R RCON Res Concrete Drive Scheduled .
412 R RASP Res Asphalt Drive Scheduled
413 R ER2 Res Elevator 2 Stop Scheduled
413 R ER3 Res Elevator 3 Stop Scheduled
413 R ER4 Res Elevalor 4 Stop Scheduled
- 447 R RS1 Utility Bidg=Frame Scheduled
447 R RS2 Utility Bldg-Metal . Scheduled
447 R RS3 Utility Bldg-MTL/STN Scheduled
452 R T1 Inferior Terrace : Scheduled
452 R T2 Avg Terrace Scheduled
452 R T3 Goed Terrace Scheduled
486 R KE_$100K = Outdoor Kilchen $100K Generic Sch Adj Factor Required
521 R BATHI Inferior Bathroom Scheduled
522 R BATHA Average Bathroom Scheduled
523 R BATHS Superior Bathroom Scheduled
531 R BLTNI Inferier Built-ins (Do Not Use) Scheduled
532 R BLTNA Average Built-Ins (Do Not Use) Scheduled
533 R BLTNS Superior Buili-Ins (Do Not Use) Scheduled
541 R HFBATHI Inferier Half Bath Scheduled
542 R HFBATHA  Average Half Bath Scheduled
543 R HFBATHS Superior Half Bath Scheduled
B15 R MP1 Single Space Mfg Home Site Scheduled

©  Other Codes in use are Hard Codes "SPEC" "EXCP" i most 6 be converted later
" Class Examples: Structure Code 11WV4 or 12WV3+
"** If Mzin Area does not Exist Use Former Datached Cearport & Detached Garage Class Codes 8517004
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Residential Mobile Home Code Sheet

Type Method Class

Description

Effective 11-28-07
Revised 11-28-12

Manufactored Housing Class Codes and Additive Codes 2009

Lf Exp % of Base (if Applicable)

MA1
MA1

MA1
MA1

MA1
MA1
MA1
MA1
MA1

B10
810
810
810
810
810
810
210
810
810
810
810
B1C

B10
B15

gz;zzzzzzzzazggggggzgggg;ggzzzggzgzzzaagz

Main Area Codes - Mfg Housing

DLX
DLXM
DLXMM
DLXP
DLXpp
DDX
DDXM
DDXMM
DDXP
DDXPP
DS8T
DSTM
DSTMM
DSTP
DSTPP
DEC
DECM
DECMM
DECP
DECPP
S5LX
SLXM
SLXMM
SLXP-
SLXPP
SDX
SDXM
SDXMM
SDXP
SDXPP
S§T
SSTM
SSTMM
SSTP
SSTPP
SEC
SECM
SECMM
SECP
SECPP
AFR

Lux Dbl MH

Lux M Dbl MH

Lux M- Dbl MH

Lux P Dbl MH

Lux P+ Dbl MH
Delx Dbl MH _

Delx M Dbl MH
Celx M- Dbl MH
Delx P Dbl MH
Delx P+ Dbl MH
Std Dbl MH

Std Minus Dbl MH
Std M- Dbl MH

Std P Dbl MH

Std P+ Dbl MH

Eco Dbi MH

Eco Minus Dbl MH
Eco M- Dbl MH
Eco Plus Dbl MH
Eco Plus+ Dbl MH
Lux Sngl MH

Lux Minus Sngl MH
Lux M- Sngl MH
Lux Plus Sng MH
Lux Plus+ SngMH
Delx Sngle MH
Dext Minus Sngl MH
Delx M- Sngl MH
Delx Plus Sngl MH
Delx Pius+ Sng MH
Sid Single MH

Std Minus Sngl MH
Std Minus- Sng MH
Std Plus Sngl MH
Std Plus+ Sngl MH
Eco Single MH

Eco Minus Sng MH
Eco M- Sngl MH
Eco Plus Sngl MH
Eco Pius+ Sngl MH

Aftached Frame 1st FI MH

Manufactored Housing Additives

HRE X SRS W R S

cpP
cP2
GA1

Carport iw Floor MH

Carport Dirt Floor MH
Garage Res Type MH
Garage Mtl Rocf Sdx MH
Patio Alum Cov Siab MH

30 yr
30 yr
30 yr
30yr
30 yr
35 yr
35yr
35yr
35yr
35yr
35yr
35yr
35yr
35 yr
35yr
35yr
35 yr
35yr
3BSyr
35yr
35yr
35yr
35yr
35yr
35yr
30yr
30yr
30yr
30yr
30yr
30 yr
30yr
30 yr
30yr
30 yr
30yr
30 yr
30yr
30yr
30yr
nfa

Encl Po Wd Mtl Glass Addn MH

Patio Slab Only MH
Open Porch

Screen Porch MH
Res Asphall Drive
Res Concrete Drive
Utility Bldg-Frame
Litility Bldg-Metal
Utility Bldg-MTL/STN
Wood Deck MH

Single Space Mfg Home Site

Base-Scheduled

Base-Scheduled
5 Where 1st Character=Dor $
” for Double or Single Wide

Where 2nd & 3rd Character = LX = Luxury,
Base-Sc DX = Deluxe, ST = Standard or

" EC = Economy Quality Class / Grade
" |Where 4th & 5th Character = M = Minus,
) MM = Minus Minus, P =Plus and
i PP =Plus Plus

Base-Scheduled

"

Base-Scheduled

"

Base-Scheduled
75.0%’

25.0%
20.0%
55.0%
50.0%
25.0%
50.0%
10.0%
30.0%
35.0%
3.5%
7.0%
45.0%
40.0%
50.0%
20.0%
Scheduled 3/24/200%
Rev 5/9/05
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Effective 11-28-07

Revised 11-28-12

Residential Residence & Barn Listing Sheet
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Effective 11-28-07

Revised 11-28-12

Residential Residence & Barn Listing Sheet (pg 2)
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Effective 11-28-07

Revised 11-28-12

Residential Features Codes Sheet
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Effective 11-28-07
Revised 11-28-12

Clerical Outline-Periodic Re-Inspection Procedures

CLERICAL OUTLINE - PERIODIC RE-INSPECTION PROCEDURES BT aPy ey,

First phase *

Revised 9-27-2012
Assigned ISD — Commercial appr preparations

-obtain Wendy Bennet cards from Ben/Linda/lamey for the school district

-Pat/appraiser print out C2, B1, F1, F2, F3, F4, 11, J2, J3, J4, 15, 6, 17 & 18in geo order

-Pat/appraiser prints out commercial nbhd “800’s” without commercial state code, generally
includes cat. E&D & some C1 & Al in geo order

-forward to clerical A) W. Bennett & B) soft card

3 way match — clerical preparation
-for ISD pull hard cards from file cabinet & pull the ISD BPS file
-collate by geo the four (4) source docs in this manner:
A. Place soft cards from appr in geo order (ST CD printout & NB “900's” print out). Note =
this step defines scope of work (total parcel count in ISD from parcel 1 to 9999)
B. Place/file/attach Wendy Bennett cards with full ISD geo cards in “a” above
. Place/file/attach hard cards from file cabinet with soft cards
D. Then place BPS hard cards & related BPS paper work with soft cards. Note=BPS
materials must not be misplaced/or mislaid. Because any BPS not completed by clerical
or appraiser in the next step must be completed in field & all existing BPS materials &
this info must be returned to BPS folder.
E. Any unmatched hard cards require additional research. Generally, they can be corrected
& placed in GEO order after GEO number has been corrected to new acct no. Or thisis a
deleted acct.
F. If a hard card remains unmatched after ‘step E’, submit it to a commercial appraiser for
research and /or completion.

Clerical re-inspection procedures

-after substantial completion of ‘step II’
A. Land features
B. Improvement features for all substantial 1% floor main areas
C. Sketches completed, verified & keyed

-sketching, land & imp. Features of freestanding or single type multi-tenant building could
generally be completed by clerical & forwarded to appraiser for review and completion

-on complicated properties & vacant land, land features are to be completed and any imp
features & sketching may be completed to a point; then appraiser may be required to complete.
Clerical should work closely with appraisers on this as it is an art (somewhat subjective, not a
science). “Don’t be afraid to ask dumb questions, they are easier to handle than dumb mistakes”

-clerical will forward updated/completed soft card/Wendy card/BPS materials & hard card to
appraiser (note: do not separate the 2 way, 3 way or 4 way match. Record must stay intact
(together for completeness)

*COMMERCIAL DEPT NOT RESPONSIBLE FOR GROUP CODE FOR CAPITAL APPRAISAL
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V.

Vi

CLERICAL QUTLINE - PERIODIC RE-INSPECTION PROCEDURES September 27, 2012

Periodic re-inspection procedures for appraiser

-from records submitted by clerical, appraiser will correct & update or otherwise make
provisions to complete inspection per IAAO & MCAD periodic re-inspection procedures such as
nbhd, region, subset, sub market, property use, visibility, access, market region, nbhd/econ area
property type, class on the PACS tabs identification, prop codes and income:; complete imps,
updates & corrections

Note: -appraiser should update & correct BPS file at this time. Thereby, completing as many
BPS records as reasonable possible.

Appraiser will forward completed/updated soft & hard cards to clerical

-appraiser should make provisions that last appr, last appr date, land appraiser & value
appraiser be updated as required by clerical on personally — mutually agreed.

-clerical & appraiser completes ‘step iv* hard card is to be scanned & stamped scanned (note:
scanning is to be done last in order that appraiser updates to hard card may be captured)

This is a draft on 1-10-12 & steps to |, I, 11, IV, V, & will be revised & updated to make them
more concise & efficient, (especially in regards to step V.)
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