VILLAGE OF WINDSOR
VILLAGE BOARD RESOLUTION 2019-80

AUTHORIZING A REQUEST FOR PROPOSALS FOR ASSESSMENT SERVICES
WHEREAS, the Village Board finds that the Village of Windsor has a need to acquire
professional assessment services; and

WHEREAS, the current contract for assessment services for the Village expires
December 31, 2019; and

WHEREAS, the Village desires to provide assessment services that include GIS
mapping and digital assessment records, including web access;

NOW THEREFORE, BE IT RESOLVED, by the Village Board of the Village of
Windsor that it hereby authorizes staff to request proposals for assessment services as outlmed in
the attached Exhibit A.

The above and foregoing resolution was duly adopted at a meeting of the Village Board of the

Village of Windsor, Dane County, Wisconsin, on August 1, 2019, by a vote of f) in favor
and ( ) _opposed. .

VILLAGE OF WINDSOR

Robert E. Wlpperfurth

Attested by:

O (g MATTIS
Christine Capstran, Clerk

INCORPORATED BY REFERENCE:
Exhibit A: Request for Proposals for Village Assessment Services
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Request for Proposals

Village Assessment Services
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Introduction

The Village of Windsor, Dane County, Wi (hereafter, referred to as “Village") invites proposals from
qualified individuals or firms to provide assessment and reassessment services. The Village seeks
services for a three-year term to commence January 1, 2020 through December 31, 2022.

e

Scope of Work /

The awarded Request for Proposal recipient will be the statutory Assessor for the Village
pursuant to Chapter 70 of the Wisconsin Statutes (as amended from time to time) and complete, in
a professional manner, all the work required under this proposal in accordance with Wisconsin
State Statutes, Wisconsin Department of Revenue regulations, and the Wisconsin Property
Assessment Manual. The Company shall report and be accountable to the Village Administrator or
her designee. -

Within fifteen (15) days following the award of a contract, the selected Assessor shall furnish the
Village with a performance bond or other instrument of security acceptable to the Village, equal in
value to the sum of the contract. Said security instrument shall guarantee faithful and timely
performance of the duties of the statutory Assessor and the delivery/redeliver/ surrender of all
records, data, software, and assessment work product, which shall collectively be deemed work for
hire and shall remain at all times the property of the Village.

The Assessor shall commence work January 1, 2020 or earlier as mutually agreed.
Computer software used shall be comprehensive software, as mutually agreed upon, and will be

provided by the assessment firm. ldeally, the software would be capable of integration into the
Villages ESRI GIS.

Background Information

The Village population, as of the 2010 Census, was 5,942. The population estimate for 2018, by the
Wisconsin Department of Administration, Demographic Services was 7,795.

The current ‘Assessor uses Market Drive software. The Village last completed a village-wide
reassessment in 2017. The assessment ratio, as of January 1, 2019, is approximately 95%. The
Village anticipates that a village-wide reassessment will occur during the term of this contract.

The 2019 Real Estate and Personal Property Assessed Value (excluding manufacturing rea| estate
and personal property) is $906,080,700, see Exhibit A for breakdown.
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Specific Services Required

Assessor will perform all of the work required to properly and professionally assess the
Village in accordance with applicable Wisconsin State Statutes, Wisconsin Department of
Revenue regulations, Wisconsin Property Assessment Manual, etc.

Assessor will review and assess all properties that were under construction as of January 1 of

the previous year.
Assessor will review and assess new construction as of January 1 of the currentyear.

Assessor will mail out state approved forms to all holders of personal property in the Village,
audit the returned forms, and place the new values in the assessment roll. Doomage
assessments will be' made on any property account that has not sent in a return, and
otherwise maintain the Village’s assessment roll as required by Chapter 70 of the Wisconsin
Statutes.

Assessor will account for all buildings destroyed and/or demolished.

Assessor will implement use value assessments of agricultural lands per specifications set
forth by the Wisconsin Department of Revenue.

. Assessor will process parcel subdivisions, lot line adjustments, new plats and any other land

divisions.
Assessor will correct legal descriptions as appropriate.’

Assessor will take digital photographs of new construction on or about January 1 annually,

- also during the review process if needed.

10.

11.

12.

13.

14.

Assessor will maintain property owner lists, with current name and address changes.

Assessor will post assessments to real estate transfer returns. Said records are the property
of the Village and are subject to open record requests and the Assessor must comply with those
type of requests.

Assessor will be responsible for maintaining recent plat and subdivision maps and aerial
photographs on file and updateaccordingly.

Assessor will mail Notices of Increased Assessment to property owners and others.

Assessor will coordinate with the Clerk and attend Open Book sessions in accordance with
Wisconsin State Statutes. Assessor shall prepare a written statement regarding Open Book
dates and times, at least one month prior to the first open book session.
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15. Assessor will be responsible for ensuring that all procedures are properly completed for the

Board of Review proceedings to be held prior to the beginning of June each year, unless the
Village Board determines otherwise. Assessor will also attend the Board of Review meeting,
defending valuations and work product.

16. Assessor will be responsible for providing Dane County, who then provides to the Wisconsin

17.

18.

19.

20.

21.

22.

23.

24,

25.

Department of Revenue, with both preliminary and final reports of assessed valuations in
accord with Wisconsin State Statutes.

The Village currently has one (1) Tax Increment Financing District (TID). The Assessor shall be
required to complete all State of Wisconsin Department of Revenue TID reports regarding
valuations on time.

Assessor will supply to the Village a complete set of computer property assessment records,
including digital photographs and drawings of each property, as required by the Wisconsin
Department of Revenue. ‘

Assessor will provide copies of photographs with comparable properties in preparation of
Board of Review meeting(s) so that the Board and the petitioner have evidence of
comparability.

Assessor will ensure the Board of Review has all available information to render its decision.
Prepare, attend and serve as staff with the annual Board of Review hearing as required by
the Wisconsin Statutes. The Assessor shall be responsible for working with the Village staff
to arrange for the hearings. The Assessor shall also promptly and adequately follow up and
respond to any appeals made at the Board of Review hearings, incorporating assessment
modifications as approved.

Assessor shall update the Village’s assessment computer records within fourteen (14) days of
the final adjournment of the Board of Review.

Assessor shall communicate openly and in a timely fashion with the proper Village personnel
and the public in the handling of all appeals to ensure the Board of Review has all available
information to render its decisions.

Assessor is expected to present a positive professional image in both dress and conduct while
interfacing with Village Staff, Boards and Property Ownets.

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.

Assessor shall update market values on Village owned land and public buildings. Said
information obtained shall be used for insurance purposes, depreciation and to establish
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26.

27.

28.

29.

30.

31.

lease values.

Assessor shall be available to attend meetings on an as needed basis.

Assessor shall be familiar with the responsibilities of complying with Wisconsin’s open records
. . . . /
law and proper administration of that [aw with respect to assessmentrecords.

Assessor will also perform all other duties incidental to the normal duties of the Assessor.

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
Wisconsin Department of Revenue.

Assessor shall supply all of Assessor’s field representatives with identification cards, including
the name, company, telephone number,.certification from WI-DOR, and photograph of the
employee.

Assessor shall perform field review as it deems necessary on sale properties and properties
for which no building permit has been issued.

Assessing Software and Staffing

Use of assessing software. Computer software to be used shall be generally used and
recognized, comprehensive and compatible software as mutually agreed upon and will be
provided by the Assessor.

a. The software must have the ability to electronically export the completed assessment
roll to the Dane County Treasurer.

b. The software must have the ability to import “start-up” data from Market Drive.

c. The software must give the user the ability to search multiple fields such as House
Number, Street, etc.

Staffing. The Assessor's office should be available to speak with residents during business
hours. Village staff currently assist with:

a. Answering routine phone requests for assessment data.

b. Providing Assessor contact information to residents as needed.

c. Providing copies of all assessment documents as requested such as building permits and
commercial plans.

The Assessor will be tasked with the following:

a. Printing, mailing, etc. any mailers, which are approved by the Village to be sentout.
b. Allfilling of assessment records.
c. All assessment data entry.
d. Scheduling/e-scheduling all assessment related appointments.
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e. Creating basic drawings as needed.
f. Coordinating with the Clerk for publishing public notices at appropriate times.

General Proposal Requirements

1. The successful RFP recipient will have at least five (5) years’ experience in municipal
government assessing, including reassessment, and will have advanced knowledge and
experience in the utilization of computer applications for assessments.

2. Proposals shall include no more than twenty (20) pages, 8 %2 inches by 11linches.

3. All proposals 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 or persons to be
assigned as the Village’s point of contact for the work to be performed; experience with
conducting a reassessment process; demonstrate accuracy of assessment work.

4. The proposal for services, as listed in this RFP, shall include the total annual
compensation rate for 2020, 2021 and 2022. Note: the annual compensation rate will
be paid in equal quarterly installments.

5. The proposal shall include all expense reimbursements, in a not to exceed sum.

6. The proposals shall identify three (3) references from municipal clients for which the
Assessor and the person or person to be assigned as the Village’s point of contact for
the work to be performed has provided assessment and/or reassessment services
within the past two (2) years. References must include the name, tltle and address and
business phone numbers of the contact person.

7. The proposals shall also identify all contractual requirements that the Assessor currently
has. :

8. Ali personnel providing assessing services shall be currently certified in compliance with
Wisconsin State Statutes and Administration rules of the Wisconsin Department of
Revenue, and shall maintain certification throughout the duration of this assignment.
Evidence of current certification and satisfaction of continuing certification
requirements shall be filed with the Village Administrator with the proposal and
annually during the term of the contract.

9. Assessors are advised to carefully inspect the community, the entire records and
facilities of the Village 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
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successful RFP recipient 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 proposal.

10. The successful RFP recipient is not permitted to assign, subcontract or transfer the work
of providing assessment services, without the prior written approval of the Village
Board.

11. The proposals will be reviewed and awarded to the Assessor whose proposal is the most
responsive to the solicitation and is the most advantageous to the Village, considering
experience, price and other factors.

12. The Assessor shall maintain insurance coverage to protect against claims, demands,
actions and causes of action arising from any act, error or omission of the Assessor, their
agents and employees in the execution of work. Further, the Assessor shall be
responsible for any and all of their agents while performing acts under the terms of this
contract. Certificates of Insurance by a company authorized to transact business in the
State of Wisconsin shall be supplied to the Village, listing the Village as an additional
insured.

Limits of Liability shall not be less than:

a. Workers compensation statutory limits.

b. Comprehensive general liability, including personal injury and blanket contractual
liability in the amount of $1,000,000 per occurrence, combined single limit.

c. Comprehensive auto liability, including property damage and non-ownership
coverage in the amount of $1,000,000 per occurrence, combined single limit.

d. Inaddition to all other insurance required of the Assessor, Assessor shall purchase
and maintain, during the term of the Assessment Contract, a professional errors
and omissions policy of insurance to protect against claims, demands, actions and
causes of action, arising from any act or omission of the Assessor, his agents and
employees in the execution of the work, in the total amount of $1,000,000.00.

Any Assessor may withdraw its proposal at any time prior to the submittal deadline. Proposals
should be emailed to tina@windsorwi.gov and must be received later than 12:00 pm on August
30, 2019. , j
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Term of Engagement

This proposal is for the term beginning January 1, 2020 and expiring December 31, 2022.

The following is a list of key dates:

Request for proposal issued: August 5, 2019

Due date for proposal: August 30, 2019 (12:00 pm)
Interview of Finalists: . Week of September 9-13, 2019
Village Board approval: September 19, 2019

Selected firm notified (anticipated): 'September 20, 2019

- Coverage beginning date (no later than):  January 1, 2020

Evaluation Criteria

The following evaluation criteria will be used to review the Assessment Services Proposals that
are received and which meet the general quotation requirements include:

1. Demonstration of successful experience in providing general assessment services to a
municipality of similar size.

2. Experience in appraisal and evaluation of properties.

3. Demc;nstration of a high level of accuracy in assessment work for municipal clients.
4. Cost of assessment services.

5. Evidence of positive customer interaction.

6. The proposal addresses all specific services required, special conditions to be assessed
and general quotation requirements in this request for proposals.

7. Ability to prbvide and maintain a computerized database of property assessment
records accessible to the public.
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Right to Reject Proposals

By responding to the RFP the respondent accepts the process outline in this RFP and fully
acknowledges that the final determination of the Village of Windsor is binding and without
appeal.

The Village reserves the right to reject any or all proposals, without prejudice and/or waive any
irregularities if deemed in the best interests of the Village. In addition, the Village 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 Village of Windsor reserves the right to accept the proposal considered most advantageous
to the Village, which, in its opinion, meets the specifications of the RFP regardless of whether

or not the terms are the lowest cost.

All respondents accept the preceding terms and procedures in submitting a proposal.

Contact Information

All requests for further information and proposal submissions should be directed to:

Tina Butteris

Village Administrator
4084 Mueller Road
DeForest, WI 53532
tina@windsorwi.gov

Thank you for your interest in providing assessment services for the Village of Windsor.

EXHIBIT A: 2019 Real Estate Valuation Summary
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