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I.  INVITATION TO SUBMIT PROPOSALS

Pursuant to the rules of the Indiana Department of Local Government Finance and Ind. Code §§ 6-1.1-4-4.5 & 18.5, the Wells County Assessor is undertaking a project to conduct field reassessments of all parcels, stratify and delineate neighborhoods as appropriate; conduct property class ratio studies; establish trending factors for all real estate values (except for agricultural farmland); and, to collect and analyze income and expense data.  Further, this project will include acting in an advisory capacity to the County Assessor and the Wells County Property Tax Assessment Board of Appeals (PTABOA), which Board is also a part of this invitation to submit proposals.

Where the word “Contractor” is used in these bid specifications, it shall mean a Professional Appraiser as that term is defined by Ind. Code § 6-1.1-4-17(c).  A Contractor must be certified as a Level III assessor-appraiser in order to be eligible to submit a bid and must provide documentation thereof with the bid, and must take all steps necessary to maintain such certification.  Any Contractor wishing to submit a bid shall submit same with a qualifications package which includes the following information: profiles of the company, its principals, key personnel, qualifications and experience; evidence of the company’s ability to perform the work, including lists of completed and current projects of a similar nature, demonstration of understanding of the project including staff available and references including previous clients with similar projects.  

Contractors must submit a COMPLETE RESPONSE TO ALL requirements set forth in this invitation for proposals.  All proposals will be considered as long as they meet the standards contained in these bid specifications.  Contractors interested in providing these technical services are invited to view all pertinent information in the County Assessor’s office that will assist them in preparing their proposals.

The prices submitted on each proposal must be guaranteed for a period of ninety (90) days from delivery of the proposal.  The cost incurred in preparing the proposals or any other matter by the vendor in responding to this invitation may not be charged to the County.

The Wells County Assessor / Commissioners / PTABOA reserve the right to reject all proposals received in response to this request.  

The Wells County Assessor / PTABOA may construe the act of submitting a proposal in response to this invitation as the bidder’s representation that he/she is fully knowledgeable of the Wells County Assessor / PTABOA’s requirements.  The bidder, if awarded an order or contract, agrees to protect, defend and save harmless the County against any demand for payment for use of any patented material, process, article or device that may enter into the manufacture, construction or form a part of the work covered by either order.

II. FORMAT FOR RFB

Each proposal should be submitted in the following order:

Letter of Transmittal
Cost Summary – detailed by cost function
Detailed Proposal
Qualifications Package


III. SUBMISSION OF BIDS

Bids will be accepted at the following place, date, and time:

Place:		Wells County Assessor’s Office
		102 W. Market Street – Suite 202
		Bluffton, IN 46714
	
Deadline:	December 16, 2011

Time:		12:00 noon

Opening:	The bids will be opened at a meeting of the Wells County Commissioners to be held on December 19, 2011 beginning at 9:00 a.m. in the Wells County Courthouse Annex, 223 W. Washington Street, Bluffton, Indiana.  One original and two (2) copies of the bid shall be submitted in a sealed envelope, which is clearly marked “Bid for Professional Services – Wells County Indiana”

Any bid received after the stated date and time will be returned to the Contractor unopened.  This applies to bids sent by mail, as well as those which are hand delivered.  Facsimile bids are not acceptable.

Any Contractor may withdraw a bid by written request at any time prior to the above opening of bids.  Facsimile withdraws will not be accepted under any circumstances.  

IV. EVALUATION OF BIDS

The Assessor and Commissioners will carefully evaluate all eligible bids.  The Assessor / Commissioners reserve the right to accept or reject any bid and waive any irregularities in the bidding.

V.  DETAILED PROPOSAL

The Wells County Assessor / PTABOA are requesting a detailed proposal be submitted to provide for the following items:

1.	Trend Land Values:  Review land values for all property classes, except for agricultural farmland; at a minimum, analyze vacant and improved sales for the appropriate time period; in the event that insufficient sales exist, expand the time period and make appropriate time adjustments; provide trended land values and supporting documentation for residential, agricultural, commercial, industrial and all other non-exempt property classes.  

2.	Stratify Residential & Agricultural Neighborhoods:  Stratify and re-delineate residential and agricultural neighborhoods by location and physical characteristics, including but not limited to age, grade, condition, square feet, and lot size; establish new neighborhood delineations for rental homes, condominiums, agricultural improvements, new construction, water front and water view.  Site visits required elsewhere in this proposal shall be used to assist the Contractor in this process, so as to improve equity and uniformity in assessments.  

	3.	Trend Residential & Agricultural Improvements:  Upon the 					stratification of residential and agricultural neighborhoods, calculate new 				neighborhood factors for all improvements and provide all supporting 				documentation in an electronic format for each neighborhood.  At the 				request of the assessor, review any/all agricultural parcels for current use.

4.	Trend Commercial & Industrial Improvements:  Trend all commercial; and industrial improvements per the DLGF annual trending rule. This may include the use of updated cost tables, income analysis, and/or sales information.  Market adjustment factors emanating from the three approaches to value are allowable.

	5.	Conduct Ratio Study:  Conduct an assessment ratio study for all classes 				of properties, including, but not limited to, residential, commercial, 				industrial, agricultural and utility property.  
	
6. Provide Technical Advice and Support:  Provide technical advice and support to the County Assessor and the PTABOA on all issues regarding appeals, i.e., property inspections, data collection, income analysis, and expert witness testimony.  This shall include ten (10) days of appeal reviews and consultation with the assessor and PTABOA.  This activity shall include representing the County Assessor and/or PTABOA at state-level IBOTR hearings.

7. Legal Counsel:  Contractor shall also provide legal representation at local and state hearings for ten (10) work days.  Additional legal work to be provided at ____ per hour.  The attorney must be a licensed attorney in the State of Indiana, with at least 10 years of real estate tax experience in Indiana.

8. [bookmark: IC6-1.1-4-20][bookmark: IC6-1.1-4-21]Conduct Field Reviews and Assessments of all Parcels:  The Contractor shall conduct field reviews and on-site inspections of all parcels, vacant and improved. In accordance with 50 IAC 27 and other relevant statutory language, twenty percent (20%) of all parcels shall be inspected annually so that in five (5) years, all such parcels county-wide have been physically reviewed.     All improvements shall be re-measured with changes noted on the property record card.  The Contractor shall adjust the grade, condition, effective age, obsolescence and any/all other criteria in order to produce the most accurate measure of true tax value.  The Assessor believes that such physical inspections provide adequate documentation and justification for any change to any aspect of the assessment.   The Contractor shall conduct the aforementioned cyclical field reviews in a timely fashion, so as to be complete by March 1, 2017, satisfying any interim completion requirements of the DLGF or as promulgated in IC 6-1.1-4-21.  Digital photos of all major improvements shall be taken, the Contractor shall be responsible for correlation of the photo and the parcel in the Assessor’s CAMA system.  Data entry of field changes shall be performed by the Contractor.  The County Assessor shall have the right to request the removal of the person performing the data collection and/or data entry on behalf of the Contractor and the Contractor shall honor the request of the County Assessor.  

9. New Construction Assessments:  The Contractor shall provide a fixed-fee schedule for this service in the instance that the County desires this function.  The Contractor shall physically inspect all new construction parcels and re-checks from prior years within the county based on permits and other information as provided by the Assessor.    Information as to the number and type of new construction permits is available from the Assessor.  Data entry of such changes shall be performed by the Contractor.

10. Sales Disclosure Validation:  The Contractor shall review all sales disclosures for completeness, accuracy and validity.  Parcels shall be re-inspected by the Contractor per DLGF guidelines and memos. Any updates and corrections shall be noted by the Contractor in the field in a similar manner to new construction.  The Contractor shall perform data entry of sales into the current CAMA system or similar as required by the DLGF.  

All work carried out in connection with this project shall be carried out in accordance with the Constitution and laws of the State of Indiana as well as the applicable rules / regulation / guidelines of the Department of Local Government Finance (DLGF).  The proposal must include the various statistical measures that will be applied in both the calculation of neighborhood market factors and the assessment ratio study, including parametric and non-parametric measure.


VI. COST SUMMARY

A detailed summary of project costs, by specific function listed in section V, is required.  Any proposal not adhering to this requirement shall be rejected outright.  Costs associated with DLGF-required activities and/or specifications may be line-itemed separately.  

VII. CONTRACTOR EMPLOYERS, COMPANY EXPERIENCE & LIMITATIONS

The Contractor shall assign, by name, an Indiana Level III certified assessor-appraiser to this project with a minimum of five (5) years reassessment experience.  This person must have sufficient experience gained through prior work on ratio studies in counties of similar size to Wells County.

It is the intent of the County for the Contractor to use highly qualified individuals in this project.  It is the intent of the County for the Contractor to use and employ (on a full-time basis) experienced and qualified employees with a familiarity of Wells County properties.  The Contractor shall assign, by name, at least one current, full time employee to this project with a Level III assessor-appraiser certification and who resides within a 50 mile radius of Bluffton, Indiana.

The County may request documentation of prior such projects, successful completion of same and financial statements indicating the ability of the Contractor to successfully complete the project without cost increases and undue delay.  The County may request a bond for the project and the Contractor shall indicate past projects for which Contractor’s company has secured such bond and successfully completed such work 

Any contractor or bidder must not have filed a real property appeal (under their own signature or as part of another entity) on behalf of any taxpayer for property located in Wells County during the preceding twenty-four (24) months from the date of this announcement.  This limitation on tax representative work shall include a prohibition against filing such appeals for a twenty-four (24) month period following the contract termination.

VIII. SUBCONTRACTING

No subcontractor shall be used in the performance of this Contract.  This limitation shall not apply to the purchase of standard supplies, raw materials, or computer systems.

IX. REPORTS

The Contractor will be required to submit to the County Assessor for approval a work plan that shows the completion of the work designated in the Contract.  The plan will be submitted within thirty (30) working days of the signing of the Contract.  The Contractor will also be required to submit progress reports under the Contract to the County Assessor at such intervals as he deems appropriate.  In addition to the progress reports, the County Assessor will evaluate the quality of the work performance and adherence to contractual specifications and approved procedures.  The Contractor shall provide access to all records requested for the purpose of project monitoring.  

X. CONFIDENTIAL NATURE OF DATA

The Contractor shall assure that no individual assigned to the project will disclose any confidential information to any individual, firm, or corporation other than public officials and their authorized agents without the written permission of the County Assessor.

XI. DATA ENTRY / PRINTING FORMS

The County shall provide all necessary personnel for the printing of Forms 11.  The County shall provide all necessary hardware, software, stock, forms, stamps, and envelopes to complete the printing of the Forms 11 along with the mailing of said Forms.

XII. INCORPORATION INTO CONTRACT

The above specifications will be incorporated into the final Contract.  In the event of a conflict between the provisions of the Contract and these Specifications, these Specifications shall control.  The contract to be used shall be the Model Contract for Annual Adjustments provided by the Department of Local Government Finance and a copy can be provided with this Request For Bids For Annual Trending and Related Services.  Any Professional Appraiser submitting a bid shall include a sample format of model contract they wish to use.  

XIII. ADDITIONAL WORK

The Contract may contain provisions for additional work not included in these Specifications, and may also provide that the Contract may be amended by Addendum without rebidding to permit the County Assessor to contract for other assessment related activities for future assessment years thru the conclusion of the next General Reassessment.

XIV.  	PERFORMANCE BOND

The Assessor may require a performance bond.  The Contractor shall address their ability to obtain a performance bond related to these services and the terms/conditions under which such a bond could be obtained in this instance.    
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