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Maintenance Assessment Contract 

FOR ASSESSMENT SERVICES BETWEEN 

_____________________________________ and ________________________________________ 
 
IT IS AGREED BY AND BETWEEN ___________________________, a municipal corporation  
 
(hereafter “Municipality”) and ________________________________ (hereafter “Assessor”) as  
 
follows: 
 
1. SCOPE OF SERVICES 
 

A. Inspections. The following inspection cycle shall be completed by Assessor or 
Assessor's authorized representative annually, namely: 

 
1. Annexed properties, parcels with new construction, and exempt status changes 

shall be physically inspected, and the electronic property record prepared or 
updated accordingly. 
 

2. Properties affected by building removal, fire, significant remodeling, or 
demolition (those requiring a building permit), or other major condition changes 
that typically trigger a change in the assessed value shall be physically 
inspected. 
 

3. Improved properties under construction over the term of the contract years shall 
be re-inspected. 
 

4. All properties with legal description changes and zoning changes shall be 
reviewed and inspected, if the Municipality or assessor deem necessary, to 
ensure an accurate and fair assessment.  
 

5. Requests for review by property owners, made after the close of the municipal 
Board of Review, and prior to signing the affidavit for the next assessment roll 
within the term of the contract, shall be physically inspected during the current 
assessment cycle. 
 

6. Mobile home statement of monthly parking fee calculations shall be completed, if 
the Municipality has an ordinance. Assessor or Assessor's authorized 
representative shall maintain an electronic copy of the mobile home data for each 
account on the Manufactured & Mobile Home Valuation Worksheet as prescribed 
in Chapter 5 of the Wisconsin Property Assessment Manual, as amended each 
year.  

 
7. A classification review shall be conducted annually to determine eligibility for 

agricultural use value assessment and the assessment of agricultural forest land 
and undeveloped land. 
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8. Assessor or Assessor's authorized representative shall physically inspect at 

least______% of the improved properties annually to maintain the accuracy of the 
assessment records. Assessor shall maintain the inspection results in an 
electronic format as provided in Chapter 5 of the Wisconsin Property Assessment 
Manual, as amended each year. (Parties to complete the percentage to be 
inspected or strike entire option upon mutual agreement.)  
 

B. Parcel Identification. An accurate, full legal description, a copy of or a link to the 
County or Municipal digital parcel maps with measurements of each land parcel and 
a digital sketch of all building improvements shall be contained in the existing 
property records. Digital parcel maps shall be made for all new records. In the event 
of a discrepancy, Assessor or Assessor's authorized representative shall investigate 
and correct the record. Assessor or Assessor's authorized representative shall have 
access to a computer system that allows for sortabililty by parcel number and 
personal property account and complies with Chapter 5 of the Wisconsin Property 
Assessment Manual, as amended each year. 

 
C. Record. Assessor or Assessor's authorized representative shall use the appropriate 

record in the evaluation and collection of data for residential improvements, 
commercial improvements, and agricultural improvements.  If the Municipality uses 
a computer valuation system, Assessor or Assessor's authorized representative shall 
provide to the Municipality, a complete set of electronic property records in a 
computer readable format compatible with the Municipality’s computer system. 
Assessor or Assessor's authorized representative shall update the records within 
fourteen (14) days of final adjournment of the Municipal Board of Review.  Assessor 
or Assessor's authorized representative shall update the records prior to the open 
book period and again to reflect any changes made at the Municipal Board of 
Review.  Assessor or Assessor's authorized representative shall maintain and 
provide the personal property and real estate property records in the format 
prescribed in  Chapter 5 of the Wisconsin Property Assessment Manual, as amended 
each year,  and adhere to any county or Municipality business requirements as 
prescribed under sec. 70.09(3)(c), Wis. Stats. 

 
D. Open Book Conference. Upon completion of Assessor’s review of assessments and 

prior to completion of the assessment rolls, Assessor or Assessor's authorized 
representative shall hold open book conferences for the purpose of enabling property 
owners or their agents to review and compare the assessed values. Assessor or 
Assessor's authorized representative shall send notice to each property owner of any 
change in assessment. The notice form used shall be that prescribed by the 
Wisconsin Department of Revenue, and include the time and place the open book 
conference(s) will be held. Mailing shall not be less than fifteen (15) days prior to the 
first day of the conferences.  Assessor or Assessor's authorized representative shall 
be present at the open book conference for a time sufficient to meet with the 
property owners or their agents and shall be present for at least two (2) hours. 
Assessor or Assessor's authorized representative shall verify that statutorily 
required instructional materials are available at the open book conference.  Assessor 
or Assessor's authorized representative shall arrange and provide the personal 
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property and real estate roll for viewing by the public as prescribed in Chapter 5 of 
the Wisconsin Property Assessment Manual, as amended each year, and adhere to 
any county or Municipality business requirements as prescribed under sec. 
70.09(3)(c), Wis. Stats.  

  
E. Assessment Roll and Reports.  Assessor or Assessor's authorized representative 

shall be responsible for the proper completion of the assessment roll in accordance 
with Chapter 70 of the Wisconsin Statutes and the Wisconsin Property Assessment 
Manual, as amended each year.  Roll transmittal and reception must be made and 
maintained in accordance with Chapter 5 of the  Wisconsin Property Assessment 
Manual, as amended each year, and follow any County or Municipality prescribed 
business formats as provided under sec. 70.09(3)(c), Wis. Stats.  Assessor or 
Assessor's authorized representative shall provide the final assessment figures for 
each property to the Municipality, and the Roll shall be totaled to an exact balance. 
Assessor shall prepare and electronically submit the Municipal Assessment Report 
(MAR), all TID Reports (TAR), all Exempt Computer Reports (ECR) by the 2nd 
Monday in June filing deadline, and the Annual Assessment Report (AAR) 30 days 
after the close of the annual Board of Review to the Wisconsin Department of 
Revenue (DOR) via the prescribed electronic submittal format listed on the DOR 
website. Assessor shall prepare and submit the Agricultural Land Conversion 
Charge form to the County as required.   

 
F. Board of Review Attendance. Assessor or Assessor's authorized representative shall 

be present at the first meeting of the Municipal Board of Review as prescribed under 
sec. 70.47(3)(ag), Wis. Stats.  Assessor or Assessor's authorized representative shall 
attend all hearings of the Municipal Board of Review to explain and defend the 
assessed value and be prepared to testify under oath in regard to the values 
determined. Assessor or Assessor's authorized representative shall attend other 
meetings of the Municipal Board of Review, only if specifically requested to do so by 
the Municipality. In the event of appeal to the Wisconsin Department of Revenue or 
a Circuit Court, Assessor or Assessor's authorized representative shall be available 
upon request of the Municipality to furnish testimony in defense of the values 
determined. Assessor or Assessor's authorized representative shall arrange and 
provide the Personal Property and Real Estate Assessment Roll for viewing by the 
public as prescribed in Chapter 5 of the Wisconsin Property Assessment Manual, as 
amended each year, and adhere to any county or Municipality business 
requirements as prescribed under sec. 70.09(3)(c), Wis. Stats. 

 
G. Personal Property Assessments. In accordance with the Wisconsin Property 

Assessment Manual, the Assessor or Assessor's authorized representative shall 
distribute annual Personal Property Statements to all businesses known or newly 
discovered to be operating in the municipality, and by the first day of May each year, 
review the Statements and follow up with unfiled or incorrect statements. Assessor 
shall determine the appropriate assessment.  Assessor or Assessor's authorized 
representative shall exercise particular care so that personal property as a class on 
the assessment roll bears the same relation to statutory value as real property as a 
class.  Assessor or Assessor's authorized representative shall maintain the Personal 
Property Roll in a format compliant with Chapter 5 of the Wisconsin Property 
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Assessment Manual, as amended each year,  and adhere to any county or 
Municipality business requirements as prescribed under sec. 70.09(3)(c), Wis. Stats. 

 
H. Public Requests and Availability.   

 
1. Assessor or Assessor's authorized representative shall timely respond to all open 

records requests received by Assessor. In so doing, Assessor shall comply with 
the confidentiality provisions of the Wisconsin Statutes, including but not limited 
to sec. 70.35(3), Wis. Stats., regarding the personal property return, sec. 
70.47(7)(af), Wis. Stats., regarding income and expense information, and sec. 
77.265, Wis. Stats., regarding the real estate transfer return. Assessor or 
Assessor's authorized representative shall maintain a local or toll free telephone 
service with a 24-hour answering machine to receive calls from the Municipality 
or property owners. Assessor or Assessor's authorized representative shall timely 
respond to all telephone inquiries or issues within four (4) business days, 
whether said inquiry or issue is made directly to Assessor by a property owner or 
said inquiry or issue is raised to the Municipality, the Municipal Clerk or the 
Municipal Board of Review and subsequently passed to Assessor. Assessor or 
Assessor's authorized representative shall timely communicate to the 
Municipality any open records inquiries or issues raised by a property owner 
directly to Assessor which may require additional follow-up by the Municipality. 
 

2. Upon request by the Municipality and at any time during this Agreement, 
Assessor or Assessor's authorized representative shall allow access and make 
available to the Municipality the following items at no cost : (a) any property 
records, maps, and other schedules and forms created for the performance of 
assessment work for the Municipality, (b) all records and material obtained from 
the Municipality and not previously returned to include maps, plans, and 
Assessor’s records, (c) material specifically obtained and/or used for performance 
of assessment work for the Municipality, to include correspondence with property 
owners, sales data, and operating statements of income property, and (d) any 
exportable text files of the data created for the performance of assessment work 
for the Municipality. 

 
The Municipality shall allow access and make available to Assessor or Assessor's 
authorized representative certain municipal records relevant to Assessor's duties 
under this Agreement including, but not limited to, previous assessment rolls 
and records, sewer and water layouts, permits, tax records, records of special 
assessments, plats, and any other maps currently in the possession of the 
Municipality at no cost.   The Municipality shall maintain the personal property 
and real estate roll in a viewable format as prescribed in  Chapter 5 of the 
Wisconsin Property Assessment Manual, as amended each year,  and adhere to 
any county or Municipality business requirements as prescribed under sec. 
70.09(3)(c), Wis. Stats. 

 
I. Internet Access. Assessor or Assessor's authorized representative shall display the 

assessment records on the Municipality’s or county's website, or if already available, 
Assessor’s free access website. (Parties may strike this option upon mutual 
agreement.) 
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2. GENERAL REQUIREMENTS 
 

A. Conformance to Statutes. All work of Assessor or Assessor's authorized 
representative shall be accomplished in accordance with the provisions of the laws of 
the State of Wisconsin and with all the rules and regulations officially adopted and 
promulgated by the Wisconsin Department of Revenue and the Municipality. 
Assessor or Assessor's authorized representative shall value all agricultural land at 
its use value, adjusted to the overall level of assessment. All Agricultural forest and 
undeveloped land shall be assessed at 50% of its full value, and adjusted to the level 
of assessment. 

 
B. Oath of office. Assessor shall be required to take and subscribe to an oath or 

affirmation supporting the Constitution of the United States and to the State of 
Wisconsin and to faithfully perform the duties of Assessor. If Assessor is a 
corporation, limited liability company or partnership, the person designated as 
responsible for the assessment duties shall take and subscribe to an oath or 
affirmation supporting the Constitution of the United States and to the State of 
Wisconsin and to faithfully perform the duties of Assessor. The oath shall conform to 
sec. 19.01, Wis. Stats., and filed with the Municipal Clerk prior to commencing 
duties. Under Wisconsin law, the statutory Assessor for the Municipality, whether 
contracted or on-staff is considered to be a public officer of the Municipality. 

 
C. Qualifications and conduct of personnel. Assessor shall provide at Assessor's own 

expense any personnel necessary and shall comply with the following: 
 
1. All personnel providing services shall be currently certified in compliance with 

secs. 70.05, 70.055 and 73.09, Wis. Stats., and the administrative rules 
prescribed by the Wisconsin Department of Revenue. 

 
2. If Assessor is a corporation, limited liability company or partnership, Assessor 

shall submit to the Municipality a resume containing the name, address, 
education and prior experience of each employee anticipated to provide assessing 
services to the Municipality. Employees of Assessor who are later hired or were 
not anticipated to provide such services at the time of this Agreement, shall 
submit appropriate information for approval of the Municipality before field 
inspection work is started by the employee. 

 
3. All employees, agents, or representatives of Assessor shall conduct themselves in 

a safe, sober, courteous and workmanlike manner while performing services for 
the Municipality. 

 
4. Assessor shall review any complaint relative to the conduct of Assessor's 

employees and take appropriate corrective action. If the Municipality deems the 
performance of any of Assessor’s employees, agents, or representatives 
unsatisfactory, Assessor shall, for good cause, remove such employees, agents, or 
representatives from work upon written request by the Municipality, such 
request stating reasons for removal. 
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5. Assessor shall supply all of Assessor's field representatives with identification 
cards, including the name, company, telephone number and photograph of the 
employee. 

 
6. In connection with the performance of work under this Agreement, Assessor 

shall not discriminate against any employee or applicant for employment 
because of age, race, religion, color, handicap, sex, physical condition, 
developmental disability as defined in sec. 51.01(5)(a), Wis. Stats. or national 
origin. This provision shall include, but is not be limited to, the following: 
employment, upgrading, demotion or transfer, recruitment or recruiting 
advertising, lay-off or termination, rates of pay or other forms of compensation, 
and selection for training, including apprenticeship. Assessor agrees to post in a 
conspicuous place available for employees and applications for employment 
notices to be provided by the contracting officer setting forth provisions of the 
nondiscrimination clause. 

 
D. Ownership of records.  
 

1. Each contract year, within fourteen (14) days of the final adjournment of the 
Board of Review, Assessor shall transfer to the Municipality any and all records 
prepared or maintained in accordance with the standards of Chapter 5 of the 
Wisconsin Property Assessment Manual, as amended each year, and any and all 
records prepared or maintained in connection with the assessments made for the 
Municipality. 

 
2. Assessor must provide all of the assessment data to the Municipal Clerk within 

thirty (30) days of vacating the office of assessor or at the final adjournment of 
the Board of Review, whichever is later. 

3. Assessor must turn over all assessment records, paper and electronic, in 
Assessor's custody to the Municipality within thirty (30) days of vacating the 
office of assessor or at the final adjournment of the Board of Review, whichever is 
later.  
 

4. Upon conversion of the paper records to an electronic form, as part of the 
contract, Assessor shall not destroy the original paper record; rather Assessor 
shall return the original paper record to the Municipality. As of the close of the 
2013 Assessment Roll by the Municipal Board of Review, all assessment records 
are required to be stored in an electronic format.  Maintaining electronic 
assessment data does not relieve Assessor from the responsibility of being able to 
provide the Municipality with a paper copy of each property record upon request.   
 

5. The Municipality owns any and all assessment data regardless of the terms of 
the licensing of the software.   All assessment data, such as parcel attributes, 
sketches, and photographs, must be stored in an electronic format.   Assessor is 
responsible for extracting raw data in the public domain if contained in a 
copyrighted software database.  Assessor shall not charge or transfer to the 
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Municipality any associated third-party vendor costs for the transfer of the 
electronically stored data to the Municipality. Electronic data created in other 
systems must be maintained transferred and reside in the original format. 

 
E. Status, change of ownership or operations. Assessor acknowledges and agrees: 

 
1. The Assessor shall be considered a public officer and afforded the protection from 

civil liability under sec. 895.46(1), Wis. Stats. for carrying out duties as an officer 
of the Municipality. Assessor is an independent contractor to the Municipality, 
and that Assessor's business is independently owned and operated and that 
nothing in this Agreement shall be interpreted to cause or result in, directly or 
indirectly, any principal-agent or employer-employee relationship between 
Assessor and the Municipality and that nothing in this Agreement shall in any 
way be construed as an agreement of partnership, general or limited, joint 
venture, or as an agency relationship whatsoever between Assessor and the 
Municipality. Assessor shall not represent or advertise in any way that 
Assessor's relationship with the Municipality is other than stated herein.   
 

2. Assessor shall not assign, transfer, convey, or sub-contract all or any part of any 
rights or obligations under this Agreement without the prior written consent of 
the Municipality, which consent shall be at the sole discretion of the 
Municipality. 
 

3. Assessor shall notify the Municipality within five (5) days of any change in 
majority ownership or chief operating officer. 

 
F. Assessor provided insurance. Assessor agrees as follows: 

 
1. Assessor shall obtain and maintain during the term of this Agreement full 

coverage insurance, with the Municipality as a named insured, which insurance 
shall include: (a) workers compensation in compliance with Wisconsin State 
laws, (b) comprehensive general and public liability coverage, and (c) 
comprehensive automobile liability and property damage with coverage to 
include owned, hired, and non-hired motor vehicles used by Assessor with the 
following minimum limits: Bodily injury $500,000/person, $1,000,000/occurrence, 
and Property damage $250,000/occurrence. 

 
2. Prior to commencing services, Assessor shall provide the Municipality with 

certificates for all required insurance, with the Municipality as a named insured.  
All insurance coverage shall contain a 10-day advance notice of cancellation to 
the Municipality. Assessor shall timely pay all insurance premiums. 
 

G. Municipality provided insurance. 
 

1. The Municipality shall carry proper and sufficient insurance to cover loss of 
records.  
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3. TERM AND TERMINATION 
 

A. Term. The term of this Agreement shall be from ______________________ to 
____________________ (the "Completion Date").  Assessor shall have completed all 
work under this Agreement, except for appearing at the Municipal Board of Review 
and any subsequent appearances as per this Agreement, on or before the Completion 
Date. The Completion Date may be extended, if necessary, under the terms of this 
Agreement by mutual written consent. (Recommended time period is August 1 
through July 31, on a one, two or three year basis.) 

 
B. Termination.  Either party may terminate this Agreement for cause, cause being 

defined as a default by the other party under the terms of this Agreement upon sixty 
(60) days written notice to the other party. Upon termination by either party, 
Assessor shall deliver to the Municipality all records and materials in Assessor’s 
possession used or created during this Agreement. During the 60-day period, both 
Assessor and the Municipality shall act in good faith with each other and cooperate 
in the orderly transfer of records. 

 
C. Renewal or Extension. This Agreement may be renewed or extended only by mutual 

written consent by Assessor and the Municipality. 
 
4. REIMBURSEMENT OF EXPENSES.  
 

A. The Municipality shall reimburse Assessor as follows: 
 

Maps ____________________________________________________________________________ 
 
Photos ___________________________________________________________________________ 
 
Mailing Notices __________________________________________________________________ 
 
Additional Meetings and Presentations _____________________________________________ 
 
Other ___________________________________________________________________________ 

 
5. COMPENSATION.  
 

A. The Municipality shall pay Assessor as follows: 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

B. Payments of compensation shall be         
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Dated this ____________ Day of ________________________________, 20__. 
 
________________________________________________ 
(Municipality) 
 
By _______________________________________________ (Seal) 
 
Attest: 
 
________________________________________________ (Seal) 
 Clerk 
 
 
 
Dated this __________ day of _________________________________, 20__. 
 
_________________________________________________ 
(Assessor) 
 
By _______________________________________________ (Seal) 
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