[

" Good opening remarks,

FIELD LISTING INSTRUCTIONS
—  ———==3 2NSIRUCTIONS

Admittedly, the appraisgail must
Nevertheless.

problem giving it YoUuR FULL ATTENTION g

ne. Tt is YOUR
bring credit to

APPROACH

Mentally determine the story hei

Street, At the same time write {p the addresg and check the exterior
features (foundation, walls and roof)
card,

CONTACT

Show your identification card at the door. Greet the occu%ant.
explain your purpoge {in g brief, but Courteous manner,

you might say "Good morning, is this the Jon
working with the

and
For example
eg' Property? I am

Assesgors Office

d like to come in and take a look at
W questiong,"

INTERIOR INSPECTION - FIRST FLOOR

once you have entered the house,
inquire: "Hou long have you occupled the houge?"

owner?™ "Do you knoy wvhen the house was builgy"

are to
"Are you the

Next, ask tg gee the basement. En route to the basement door,
mentally note the first floor fe

atures that indicate the quality of
construction, Specifically, y

Ou are to obsgerve the interior finish,
the kind of floors, type of kitchen, paneleg rooms, fireplaces and ALL
OTHER FEATURES which affect quality and determine grade.



. etc. If unusual features are found in the

Also observe the general condition of the house for future
determination of depreciation (evidence of recent remodeling, presence
of cracked plaster, sagging floors, ate. ).

If the interior condition
and/ot quality is markedly different from the exterior note this,

INTERIOR INSPECTION - BASEMENT

Determine the type of basement (slab, crawl, part, half, full) and the
floor construction, Mentally note the type of furnace, water heater,
and floor joists. - At the same time observe any lmprovements in the
basement, such a8 extra plumbing, a recreation room or asphalt tile
floors., If a finished basement isg

found, estimate the measurements so
you can size and grade it AFTER you have left the house,

INTERIOR INSPECTION - OTHER FLOORS

Thoroughly view the other floorsg no
construction details, B
floors 1if less than 100%

ting bathrooms, room counts and
€ sure to estimate the Z usable on the upper

INTERIOR INSPECTION - COHCLUS[QE

You now return to the first floor, and, if you have no further
questions to ask the OCcupant, thank her/him for her/his time and
trouble and then leave. DO NOT TARRY AT THIS POINT. Explain that you
are going to inspect the take a few

measurements. If the house wasg purchased within the past few years,
tactfully ask the OCcupant for the sales price. Determine exactly
wvhat the price included; i.e., other lots, remodeling, landscaping,
ete,

EXTERIOR INSPECTION

Upon'leaving the house, pauge an
features which you observed duri
wag obtained, make g note of thi

d check on the card the interior

Mg Your inspection. If g Bale price
s.

cracked plaster,

house, mark the card
clearly sgo they ¢
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UPON BEING REFUSED ADHITTANCE

In the rare case where the occupant refus
property, DO NOT ARGUE WITH HIM/HER.
the property, noting such on the card.

es admittance to the
Leave immediately apd estimate

DO'S AND DONT'S OF GOOD LISTING

DO:

Be courteous and respectful at all times,

Show your identification card.

Draw the sketch in approximate proportions,

Make sure the dimensions of opposite sides balance.
Re-check the card after completing the listing.
Reep cards neat and clean,

Consult your instructor or supervisor about any problems encountered.

Don't discuss taxes, property values, or rentals, -
Don't argue with anyone you contact ABOUT ANY ISSUE.

Don't joke with or tease the people you contact - the world is full of
cranks and crackpots,

Don't linger in the house.
Don't estimate measurements,
Don't comment of\ the house.

Don't stand at the door and ask questions, LOOK FIRST.

Get in, inspect and get out,
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MEASURING

After you have completed the interior check off,

measure the house and
sketch it neatly on the card in its a

Pproximate proportionsg. A (40"

side on the sketch), Be
sure that your measurements are COMPLETE AND ACCURATE. Wailk

completely around the house so that no of fget
your notice. Separate story heights and addi

them. Check the sketch to see that opposite
length. :

PORCHES, ADDITIONS, AND GARAGES

Attached garages are to be included with the

sketch of the main
building. Indicate construction, story het

sht, and area.
Detached garages andg other auxiliary buildings shall pe measured

not sketched, and entered in the appropriate blocks on the card.
Grade, and depreciate detached garapgesg,

GRADING THE HOUSE

Determine the Quality Grade of the house taking into consideration
your "first impression", Grade, the interior ang exterior features
you have observed and the overall QUALITY QF CONSTRHCTIOEL

CHECK CARD FOR COMPLETENESS AND ACCURACY

Finally, scan over the card to make doubly sure
completed the listing. Are all ltems chécked?
in? Are the house, garage, and additions proper
labeled? Do the dimensions balance? 0.
to list the next housge.

you have thoroughly
Is everything filled
ly sketched and

K.y fine, Now you are ready

ESTIMATES AND CALL BACKS

When encountering houses where the occupant is out,
features in the usual manner. Try to obtain reliabl
to when the occupant 1is usually home from a neighbor
note the circumstances - "Qwners both work",
for specific call back instructions, IFf you g
unsuccessful 4in obtaining the information make
the interior features and note accordingly and

list the exterior
e information as
« EE successful,
Consult your supervisor
re ultimately
your best estimate of
leave a notice,




SUMMATION

. your work is nevertheless a vital part of the appraisal for each

;] individual piece of property.- You are the only person who will see
the interior of the house. Therefore, 1t ig your responsibility, as a

e lister, to gather and record the information accurately, Your work

| represents the beginning of an appralsal, and a job that is not

- started properly, cannot end properly. If the listing phase of the

o appraisal 1s done properly it will greatly expedite the work of the
£ reviever,

Remember, you are more than a "lister"
you are an "appraiser" because you are the only person from the
Municipality she/he will see. This 1s your opportunity to be both
professional and objective in your approach, Regard each property as

to the taxpayer. To her/him

o 2 separate problem to be intelligently solved. GQGive it your full

! attention for the few minutes you are dealing with it. This 1s the

e way an appraiser operates.

A Alwvays keep in mind that you represent both the Assessors and the

L. Company to the taxpayer. As such, her/his impression of you will bpe
her/his impression of them. Conduct yourself, at all times, in a

:]' manner which will never bring criticism on either.
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LISTERS CHECKLIST - INTERIOR INSPECTION

FIRST FLOOR

1) VERIFY OWNERSHIP AT DOOR
2)° NUMBER OF ROOMS AND BATHS

3) GENERAL INTERIOR CONSTRUCTION INFORMATION
BASEMENT

1) TYPE OF BASEMENT (SLAB, CRAWL, PART, HALF, FULL)
2) TYPE OF HEATING (NONE, BASE, AIR CON)

3) ESTIMATE AREA OF FINISHED BASEMENT AND APPLY PROPER CODE
UPPER FLOORS

1) 1IF HOUSE HAS ATTIC CHECK DEGREE OF FINISH (UNFINISH

INISHE
FULL)

2) ESTIMATE % USABLE IF LESS THAN iooz
CONCLUSION

e

i d

AT ™
[} 1nnc
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1) IF OWNER OCCUPIED CHECK FOR SALES INFORMATION
2) BE POLITE AT ALL TIMES

3) DO NoOT TARRY, GET IN, INSPECT AND GET ouUT
EXTERIOR INSPECTION

1) MEASURE ACCURATELY TO NEAREST FOOT

2) BALANCE THE SIDES ON THE SKETCH

3) LIST ALL OUTBUILDINGS ACCURATELY

4) MAKE SURE THAT NO INFORMATION IS OMITTED

THE BEST WAY TO MAXIMIZE YOUR LISTING PRODUCTION IS TO DEVELOP A SET
ROUTINE AND FOLLOW IT THROUGH ON EACH CARD,
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6 Colonial

7 Condominium
Garden

8 Condominium
Townhouse

9 Contemporary

10 Mansion

HOUSE DESIGNS

DESCRIPTION

A colonial house built prior to 1800 retaini
the original features such as small
exposed beams, wide flooring,
fireplaces, etc.

ng many of
pane windows,
wainscotting, original

Most bungalows were built in the early 1900's. A small
one story house design, often seen with an expansion
attic area and/or dormers. Usually have an open or
enclosed front porch, with entry and ridge line
perpendicular to the street

i | -
‘ ﬂﬂﬂsﬂhﬂ -~

..... onai or yjear round (depending upon heating,
insulation, and plumbing) building, usually one story
of no particular design. Usually built on piers or

concrete block crawl spaces and with low quality
materials,

Generally built from the 1920's to present. Built
"close to the ground" with simple lines. A high roof
ridge, often supplemented with fuller partial dormers,
may provide a second level of living area but not a

full upper story. Ridge line is usually parallel to the
street.

Traditional design built from 1700's to present.
Generally 2 stories with balanced openings along the
Main facade. Second floor overhangs are common. Newer

colonial attempt to imitate this classic New England
design.

The living area is located on one level: A flat

The living area is located on two or more levels and
and may have a basement.
Constructed since WWII. One story, two stories or
split-level, Characterized by large windows, open

planning, horizontal lines, simple details, and
varying levels.

A large, high quality housae. May be of federalist, neo

classical, Greek revival, or other architecturally
designed style,
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Multi-family
Conversion

Multi-family
Garden

Multi-family
Townhouse

0ld Style

Split Cape

Split

Colonial

Split Entry

Ranch

Conventional

Split Level

A structure which has been converted from a single-
residence to two or more units. The unitg may lack
symmetry and vary in number of rooms,

A dwelling with two or

each other with the 1l4v
level.

more units stacked on top of
ing areas of each unit on one

'Generally a du

plex with similar units side by side and
the living are

a of each unit on t¥vo or more levels.

An older type of house with no
design. Story
2 1/2 stories,

particular architectural
heights generally range from 1 1/2 to

Cape with entr

y similar to a raised ranch - a post 1980
design
Colonial with entry simiiar to a raised ranch - a post
1980 design

A ranch type building with the entry between the
first floor and lower level. The basement area sets on

or slightly below the ground level and 1is usually
partially or totally finighed.
Basement garages are common.

Generally built after WWII, although some houses built
earlier could fall in this category. A one story house
which is usually rambling and low to the ground with a

low pitched gable roof or roofs with the entry and
ridgeline parallel to the street.

A never house, 1 1/2 to 2 1/2 stories of no particular
style.

(Bi-Level) Post WWII construction,
on 2 or more levels, with each level having g single
story height. Generally seen on uneven terrain lots.

Can be a front/rear or side/side split or a combination
of the two. Entry is not between levels.

The 1iving area 1is
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FFL

1A
Shallow Piteh

£
L TQS

FFL

1T
Shallow Pitéh
Gambrel

UAT#*

SFL

FFL

2A

*Attics must have

else,

FFL

IH
Steep Pitch
(Normal Cape)

SFL

FFL

2
Steep Pitch
(Normal)
Use sub area
detail-SFL
907 usable

UAT* N
\\

TFL

SFL

FFL

3A

permanent stairs,
ATC 1s assumed finished, UAT

STORY HEIGHTS

SFL F
FFL
li Sl el et o]
1T 2
Full Shed Dormer Two Shed
(70-1007 of one gide) Dormers
f////«\\\\b\ {
/ SFL \ SFL
FFL FFL
2 2

One Full Dormer
Use SFL 95%

Two Full Dormers
No use of sub

Usable area detail
UFL
l"'_"‘—-‘-‘-l—u-nn___-,_-_
TFL UAT*
—h_"_—'—-——-._..___
SFL TQs
FFL FFL __J
4 1T
Use UFL for Typical Salt Box
4th Floor
and up

Use ATC over FFL,
is assgumed unfinished,

-

use UAT over anfthing
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The following is a guideline for estimat
8 typical Average Quality single fam

for

109,
Ll
12

13.
14,
15,
16.

17,

PERCENT OF COMPLETION

ing percent of completion
1ly detached residence,*

Cumulative

Percent percent
of total of total
Plans, permits and BULVEY os s aiiieis o slsicte o 2 2 ‘
Excdavation, forms, water/sewage hookup 4 6
Concrete......,........................ 8 14
Rough framing.......................... 21 35
Windows and exterior QOOEB G sieis o s imininine 2 37
Roof COVEL s 00 00 ra o scaaivinsiniesis & oo isnien o 3 40
Rough-in plumbing..;................... 4 44
Insulation...s......................... 1 45
Rough-in electrical and mechanical,,... 11 56
Exterior COVEL 5 ¢ioiv ¥ 6200 & 5078 vie e sveie sle sioss 6 62
Interior drywall and ceiling finish.... 8 70
Built-in cabinets,'interior doors, trim,
etc.................................... 13 83
Plumbing Eixtures...................... 5 88
Floor COVRE B aais stimnsis soninis s usbienis st 3 91
Built-in aﬁpliances.................... 3 94
Light fixtures and finish hardware..... 2 96
Painting and decorating................ e 100
TOTAL: 100%

*Source: Marshall and Swift Residential Costs



