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Exhibit A Template Work Plan 
Assessing Duties for ______ Pay ______ 

 
WBS Task Name        % Work Complete Duration  in Days  Start Date Finish Date     
1 Trending Contract Negotiation/Initiation for _____ Pay _____  
1.1 Ratio Study Contract Execution      0%   ________  ________ ________ 
1.2  Field Work Contract Execution      0%   _______   _______ _ ________ 
1.3 Trending Contract Execution      0%   ________  _______ _ ________ 
1.4 Office Set-up        0%   ________  _______ _ ________ 
1.5 Hardware Order        0%   ________  _______ _ ________ 
1.6 Data Files from County       0%   ________  ________ ________ 
2 Data Delivery Requirements to State 
2.1 Personal Property for _____ Pay _____  
2.1.1 Prepare Personal Property Mailing List     0%   ________  ________ ________ 
2.1.2 Mail Personal Property Forms      0%   ________  ________ ________ 
2.1.4 Value Business Property       0%   ________  ________ ________ 
2.1.5 Resolve Personal Property Issues      0%   ________  ________ ________ 
2.1.6 Deliver Data to County Assessor      0%   ________  ________ ________ 
2.1.7 County Assessor Resolve Personal Property Issues    0%   ________  ________ ________ 
2.1.8 Deliver Workbook Data to County Auditor     0%   ________  ________ ________ 
2.1.9 County Auditor/Assessor Resolve Personal Property Issues   0%   ________  ________ ________ 
2.1.10 Create Archive Backup of Data Files ( _____pay _____ )   0%   ________  ________ ________ 
2.1.11 Test Data Delivery to DLGF ( _____ pay _____ )    0%   ________  ________ ________ 
2.1.12 Deliver Personal Property Data to DLGF & LSA ( _____ pay _____ )  0%   ________  ________ ________ 
2.1.13 Personal Property DUE to DLGF & LSA ( _____ pay _____ )   0%   ________  ________ ________ 
2.1.14 Mobile Home Valuation for _____ Pay _____ 
2.1.14.1 Value Mobile Homes ( _____ Calendar Year)    0%   ________  _______ _  ________ 
2.1.14.2 Deliver Data to County Auditor      0%   ________  ________ ________ 
2.1.14.3 Create Archive Backup of Data Files ( ______ )    0%   ________  _______ _ ________ 
2.1.14.4 Test Data Delivery to DLGF ( _____ )     0%   ________  _______ _  ________ 
2.1.14.5 Deliver Mobile Home Data to DLGF & LSA ( ______ )   0%   ________  ________ ________ 
2.1.14.6  Mobile Home Data DUE to DLGF & LSA ( _____ calendar year)  0%   ________  ________ ________ 
2.2 Real Property for _____ Pay for _____ 
2.2.1 Auditor Deliver Splits/Transfers/Homesteads to Assessor   0%   ________  ________ ________ 
2.2.2 Value New Construction       0%   ________  ________ ________ 
2.2.3 Parcel Splits/Combinations      0%   ________  ________ ________ 
2.2.4 Real Property Annual Adjustment Factor  
2.2.4.1 Perform Ratio Studies       0%   ________  ________ ________ 
2.2.4.2 Verify Sales Occurring       0%   ________  ________ ________ 
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Exhibit A Template Work Plan 
Assessing Duties for ______Pay ______ 

 
WBS Task Name        % Work Complete  Duration in Days  Start Date Finish Date 
 
2.2.4.3 Determine Annual Adjustment Factor     0%   ________  ________ ________ 
2.2.4.4 Review Neighborhood Delineations      0%   ________  ________ ________ 
2.2.4.5 Determine if Modifications Necessary     0%   ________  ________ ________ 
2.2.4.6 Examine Coefficient of Dispersion and Price Related Differential  0%   ________  ________ ________ 
2.2.4.7 Apply Annual Adjustment Factor and Deliver    0%   ________  ________ ________ 
2.2.4.8 Determine Irregularities; Notify      0%   ________  ________ ________ 
2.2.4.9 Conduct stratification and ratio studies for properties outside acceptable range 0%   ________  ________ ________ 
2.2.5 Resolve Real Property Appeals/Issues     0%   ________  ________ ________ 
2.2.6 Township Deliver Data to County Assessor     0%   ________  ________ ________ 
2.2.7 Vendor Data to County Assessor      0%   ________  ________ ________ 
2.2.8 County Assessor Rollover to County Auditor  
2.2.8.1 Create Archive Backup of Data Files ( _____ pay _____ )   0%   ________  ________ ________ 
2.2.8.2 County Assessor Deliver Certified Values to County Auditor   0%   ________  ________ ________ 
2.2.8.3 Vendor Deliver Certified Values to County Auditor    0%   ________  ________ ________ 
2.2.8.4 Apply Adjustments       0%   ________  ________ ________ 
2.2.8.5 Prepare Certificate of Net Assessed Values     0%   ________  ________ ________ 
2.2.8.6 Create Archive Backup of Data Files ( _____ pay _____ )   0%   ________  ________ ________ 
2.2.8.7 Deliver Certificate of Net Assessed Values to DLGF ( _____ pay _____ ) 0%   ________  ________ ________ 
2.2.8.8 Certificate of Net Assessed Values DUE to DLGF ( _____ pay _____ )  0%   ________  ________ ________ 
2.2.8.9 Prepare/Complete Certificate of Errors     0%   ________  ________ ________ 
2.2.8.10 Create Archive Backup of Data Files ( _____ pay _____ )   0%   ________  ________ ________ 
2.2.8.11 Test Data Delivery to DLGF ( _____ pay _____ )    0%   ________  ________ ________ 
2.2.8.12 Deliver Real Property Data to DLGF & LSA ( _____ pay _____ )  0%   ________  ________ ________ 
2.2.8.13 Real Property Data DUE to DLGF & LSA ( _____ pay _____ )  0%   ________  ________ ________ 
2.3 Sales Disclosure Data _____ Calendar Year  
2.3.1 Sales Disclosure Verification Workplan ( _____- if needed)   0%   ________  ________ ________ 
2.3.2 County Assessor Verification ( _____ )     0%   ________  ________ ________ 
2.3.3 Create Archive Backup of Data Files ( _____ )    0%   ________  ________ ________ 
2.3.4 Test Data Delivery to DLGF ( _____ )     0%   ________  ________ ________ 
2.3.5 Deliver Sales Disclosure Data to DLGF & LSA ( _____ )   0%   ________  ________ ________ 
2.3.6 Sales Disclosure Data DUE to DLGF & LSA ( _____ calendar year)  0%   ________  ________ ________ 
2.4 Sales Disclosure Data _____ Calendar Year  
2.4.1 Verify Sales Disclosures ( _____ )      0%   ________  ________ ________ 
2.4.2 Sales Disclosure Verification Workplan ( _____- if needed)   0%   ________  ________ ________ 
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Exhibit A Template Work Plan 
Assessing Duties for ______ Pay ______ 

 
WBS Task Name        % Work Complete Duration in Days  Start Date Finish Date 
 
2.4.3 County Assessor Verification ( _____ )     0%   ________  ________ ________ 
2.4.4 Create Archive Backup of Data Files ( _____ )    0%   ________  ________ ________ 
2.4.5 Test Data Delivery to DLGF ( _____ )     0%   ________  ________ ________ 
2.4.6 Deliver Sales Disclosure Data to DLGF & LSA ( _____ )   0%   ________  ________ ________ 
2.4.7 Sales Disclosure Data DUE to DLGF & LSA ( _____ calendar year)  0%   ________  _______ _ ________ 
3 Ratio Study Analysis Requirements for State for _____ Pay _____  
3.1 Neighborhood Analysis  
3.1.1 GIS File Received and Loaded      0%   ________  ________ ________ 
3.1.2 Data Gathering        0%   ________  ________ ________ 
3.1.3 Review Definitions       0%   ________  ________ ________ 
 
3.1.4 Initial Market Areas       0%   ________  ________ ________ 
3.1.5 Market Area Summary       0%   ________  ________ ________ 
3.1.6 Define Neighborhood Categories      0%   ________  ________ ________ 
3.1.7 Create Neighborhood Summary      0%   ________  ________ ________ 
3.2 Sales Analysis  
3.2.1 Calendar _____ & Calendar _____ Sales Files Received from County  0%   ________  ________ ________ 
3.2.2 Produce Sales Validation Guidelines      0%   ________  ________ ________ 
3.2.3 Review/Validate Sales       0%   ________  ________ ________ 
3.2.4 Load Sales to CAMA System      0%   ________  ________ ________ 
3.3 Land Valuation  
3.3.1 Run Ratio Study by Township/Neighborhood    0%   ________  ________ ________ 
3.3.2 Using Toolset to Develop Base Land Rates     0%   ________  ________ ________ 
3.3.3 Define Land use Adjustments      0%   ________  ________ ________ 
3.3.4 Apply Adjustments       0%   ________  ________ ________ 
3.3.5 Re-run Ratio Study       0%   ________  ________ ________ 
3.4 Improvement Valuation  
3.4.1 Cost Approach  
3.4.1.1 Update Cost Tables       0%   ________  ________ ________ 
3.4.1.2 Recost         0%   ________  ________ ________ 
3.4.1.3 Market Adjustment as Needed      0%   ________  ________ ________ 
3.4.1.4   Statistical Analysis       0%   ________  ________ ________ 
3.4.1.5 Value Turnover        0%   ________  ________ ________ 
3.4.2 Income Approach  
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Exhibit A Template Work Plan 
Assessing Duties for ______ Pay ______ 

 
WBS Task Name        % Work Complete Duration in Days  Start Date Finish Date 
3.4.2.1 Income Questionnaire       0%   ________  ________ ________ 
3.4.2.2 Review Current Income Data      0%   ________  ________ ________ 
3.4.2.3 Review and Input Income Data as Received     0%   ________  ________ ________ 
3.4.2.4 Build Models        0%   ________  ________ ________ 
3.4.2.5 Run Income Values       0%   ________  ________ ________ 
3.4.2.6 Statistical Analysis       0%   ________  ________ ________ 
3.4.2.7 Sales Comparison Approach      0%   ________  ________ ________ 
3.4.3 Sales Approach  
3.4.3.1 Build Models        0%   ________  ________ ________ 
3.4.3.2 Adjust Variable        0%   ________  ________ ________ 
3.4.3.3 Run Models        0%   ________  ________ ________ 
3.4.3.4 Run Statistical Analysis       0%   ________  ________ ________ 
3.4.3.5 Make Adjustments       0%   ________  ________ ________ 
3.4.3.6 Re-run Models and Statistics      0%   ________  ________ ________ 
3.4.3.7 Value Turnover        0%   ________  ________ ________ 
3.5 Ratio Study Completion  
3.5.1 Perform Final Ratio Study       0%   ________  ________ ________ 
3.5.2 Create Archive Backup of Data Files ( _____ pay _____ )   0%   ________  ________ ________ 
3.5.3 Deliver Ratio Study to DLGF ( _____ pay _____ )    0%   ________  ________ ________ 
3.5.4 Ratio Study Recommended DUE to DLGF ( _____ pay _____ )  0%   ________  ________ ________ 
3.5.5 Create Archive Backup of Data Files ( _____ pay _____ )   0%   ________  ________ ________ 
3.5.6 Deliver Workbook to DLGF ( _____ pay _____ )    0%   ________  ________ ________ 
3.5.7 Workbook Recommended DUE to DLGF ( _____ pay _____ )   0%    ________  ________ ________ 
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Payment Schedule: Contractor shall be paid the following draw amounts upon the completion of the following percentages of the whole Contract. 
Draw       % of Completion     Contract Payment 
1.       _______%     $______________ 
2.        _______%     $______________ 
3.       _______%     $______________ 
  .       
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
  . 
Final       100%      $______________ 
             Balance of Total Contract Price 
Instructions:  

Department of Local Government Finance recommends that this detailed Work Plan be used to specify when the component jobs of the Annual Adjustment shall be completed 

to permit the Assessor to know to what extent the Contractor is meeting the overall schedule. Reporting in this fashion also permits the Department and the Board of County 

Commissioners to have a report that is easily reviewed.  

The payment schedule based upon % of Completion also facilitates timelines of overall completion. 

 


