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October 20, 2014 

 

International Association of Assessing Officers 

CEAA Special Committee 

314 W. 10th St. 

Kansas City, MO 64105 

 

RE:  IAAO Certificate of Excellence in Assessment Administration submission 

 

Dear CEAA Special Committee: 

 

The Martin County Property Appraiserôs Office is proud to submit this self-assessment 

report for evaluation by the CEAA Special Committee.  This report was prepared using the 

latest edition of the IAAO Assessment Practices Self - Evaluation Guide and materials 

provided by the International Association of Assessment Officers (IAAO).  The report, 

along with the enclosed fees, fulfills the submission requirements for the IAAO Certificate 

of Excellence in Assessment Administration program. 

 

County Profile 

Martin County is located on the east coast of Florida in the region known as the ñTreasure 

Coast.ò  It encompasses a land area of 556 square miles (355,840 acres) and the 2013 

population was estimated to be 148,077.  The Treasure Coast is home to 21 miles of ocean 

beaches, 80 miles of protected inland waterway, and 73 parks (3,512 acres of park land). 

 

The Indian River and the St. Lucie River converge in Stuart, flowing into the Atlantic 

Ocean at the St. Lucie Inlet.  Through a series of natural waterways and canals, the Atlantic 

Intracoastal Waterway runs through the Indian River into Martin County and extends to 

Palm Beach County.  In addition to the Atlantic Intracoastal Waterway, the south fork of 

the St. Lucie River connects with Lake Okeechobee through the St. Lucie Canal as part of 

the Okeechobee Waterway emerging on the Gulf of Mexico at Fort Myers, Florida.  Martin 

County recognizes the importance of maintaining its diverse estuary, including the Indian 

River Lagoon, to support the ecological and economic impact it provides for the County. 

 

The economy of the County is based upon tourism, service businesses, healthcare services, 

light manufacturing, and agriculture. 

 

The City of Stuart, the County Seat, is known as the "Sailfish Capital of the World" and 

sport fishing attracts many tourists to the area. Other municipalities include the Town of 

Jupiter Island, Ocean Breeze Park, and the Town of Sewallôs Point.  

 

The 2013 Tax Roll had a taxable value of about 17.2 billion dollars.  The County has 

approximately 94,000 real property parcels and about 12,000 tangible personal property 

accounts.  76% of the real property parcels are residential type uses (single family homes, 

condominiums, town houses, etc.).  The balance of the parcels is a variety of uses including 

commercial, industrial, agricultural, multi-family, and institutional. 
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Document Format 

Each question within the Self-Evaluation Guide is reiterated in the document. Following 

each question is the answer/explanation that was developed while performing the self-

assessment. The general questions were answered in a broad way incorporating additional 

responses where check lists were provided. We provided the reader of the document with 

appropriate links, exhibits and figures.  

 

The answers are submitted in a pdf format.  Each exhibit can be accessed through 

hyperlinks in the document.  Please see the attachment for instructions on accessing the 

exhibits.  If you have any questions, please do not hesitate to contact Daina Takacs, 

Director of Operations, at (772) 288-5711 or by email at daina.takacs@pa.martin.fl.us. 

 

A glossary of terms is provided for reference. 

 

Statement of Accuracy and Certification 

There are no limiting conditions or factors we would like you to consider regarding our 

submission.  

 

I certify that all of the information provided in the attached Certificate of Excellence in 

Assessment Administration submission is true and accurate. In addition, I certify that the 

most recently completed yearôs required submissions (including tax rolls) are in 

compliance with all governing federal, state and local laws, and regulations, and meet the 

requirements of the regulatory oversight agencies.  

 

Sincerely, 

 
Laurel Kelly, CFA 

Martin County Property Appraiser 

 

 

Sources of County Profile:  Comprehensive Annual Financial Report dated 3/28/14 and the 

2013 tax roll 

 

Enclosures: 
¶ 4 USB drives which include our submission for the Certificate of Excellence in Assessment 

Administration 

¶ $1,000 Evaluation Fee 

¶ Letter of Transmittal 

¶ Hyperlink Exhibit Instructions 

 
 

  



Martin County Property Appraiser                                               
Certificate of Excellence Submission 

 

4  

IAAO Certificate of Excellence 
 

In Assessment Administration 
 

Table of Contents  
 
 

Chapter   1  Setting, Legal Framework, Value Standard, and Assessment Cycle.... p. 5 
 
Chapter   2  Resources and Managementééééééééé..ééé...... p. 16 
 
Chapter   3  Computerizationéééé..éééé..ééééééééé.. p. 43 
 
Chapter   4  Mappingééééééééééééééééé.ééé.... p. 61 
 
Chapter   5  Data Collectionééééééééééééé..ééééé.. p. 73 
 
Chapter   6  Land Valuationééééééééé...ééééé...ééé.. p. 89  
 
Chapter   7  Residential Property Valuationéééééé.ééééééé.. p. 113 
 
Chapter   8  Commercial Property Valuationééééééééééé......... p. 129 
 
Chapter   9  Sales Data, Ratio Studies, and Stratificationééééééééé p. 148 
 
Chapter 10  Personal Propertyééééééééééééééé...éé p. 164 
 
Chapter 11  Assessment Administrationéééééé.éééééééé. p. 174 
 
Chapter 12  Defense of Valueséééééééééééééé..ééé p. 194 
 
Chapter 13  Public Relationsééééééééééééééé.ééé p. 204 
 
 
Glossary     éééééééééééééééééééééééé p. 226 
 
  



Martin County Property Appraiser                                               
Certificate of Excellence Submission 

 

5  

Chapter One: Setting, Legal Framework, Value Standard, and Assessment 
Cycle     
 
Question 1:  What does the assessment office do to keep current with legislative 
proposals, laws, and court decisions? 

 
FIGURE 1-1: MONITORING LEGAL REQUIREMENTS: A CHECKLIST 

 

 
PRACTICE 

 
YES 

 
NO 

 
N/A 

 
YOUR COMMENTS 

 

1. The office has a difficult 
time monitoring legislative 
and legal development 
because they are not 
publicized in a convenient 
way in the jurisdiction, 
because of budget 
limitations, or information 
regarding current and 
pending legislation, rules, 
and regulations is not 
readily available. 

 
V   There are multiple sources available that the Martin 

County Property Appraiserôs office (PAO) uses to 
monitor legislative and legal developments.  Each 
source publicizes legislative updates in a convenient 
way.  In addition, an internal electronic software 
application called Sharepoint is used to distribute 
relevant legislative changes to the appropriate 
staff/department (3 pgs. Exhibit 1-1.1).  Examples of 
sources and publications used are the Florida 
Department of Revenue (FDOR) Revenue Law Library 
(Exhibit 1-1.2), FDOR Property Tax Oversight (PTO) 
Bulletins (Exhibit 1-1.3), membership with Florida 
Association of Property Appraisers (FAPA) (Exhibit 1-
1.4) and the Florida Chapter of the International 
Association of Assessing Officers (FCIAAO) (4 pgs. 
Exhibit 1-1.5). 

2. 
 

The office has a copy of 
statutes without annotation 
available for reference. 

V    The PAO has access to several online sources that 
provide statutes without annotation.  They are the FDOR 
Revenue Law Library (Exhibit 1-1.2), Florida Senate 
website (Exhibit 1-1.6), and The Florida House of 
Representatives website (Exhibit 1-1.7).  An application 
provided annually by the FDOR called ñThe Florida Law 
on CD-ROM 2013ò is also used (Exhibit 1-1.8).  The 
application provides the ability to view all Florida 
statutes without the need to have internet access. 

3. 
 

The office has a copy of 
annotated statutes available 
for reference. 

V    Annotated statutes are obtained through the PAOôs 
attorney, Wood & Stuart, P.A. (Exhibit 1-1.9), and by 
accessing the FDOR Tax Law Library Transmittal 
Memorandums (Exhibit 1-1.10) which provides copies 
of annotated Florida Statutes for reference (2 pgs. 
Exhibit 1-1.11). 

4. 
 

The office subscribes to, or 
has ready access to, a 
service that reports property 
tax cases. 

V    The PAO, through its FAPA membership, has access to 
an online legislative tracking and news service known as 
lobby tools (Exhibit 1-1.12).  In addition, the PAO 
attorney advises the PAO of relevant property tax cases 
and shares court cases with other PAOôs offices around 
the State.  The FCIAAO and FAPA provide continuing 
education that includes discussion of property tax cases. 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.1%20Sharepoint%20Software%20Application.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.2%20Florida%20Revenue%20Law%20Library.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.3%20FDOR%20PTO%20Bulletins.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.4%20FAPA.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.4%20FAPA.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.5%20FCIAAO.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.5%20FCIAAO.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.2%20Florida%20Revenue%20Law%20Library.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.6%20Florida%20Senate%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.7%20Florida%20House%20of%20Representatives%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.8%20Florida%20Law%20on%20CD-ROM.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.9%20Wood%20&%20Stuart,%20P.A.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.10%20FDOR%20Transmittal%20Memorandums.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.11%20Department%20of%20Revenue%20Rules.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.11%20Department%20of%20Revenue%20Rules.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.12%20Lobby%20Tools.pdf
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Answer:  Updates regarding legislation, proposed legislation, and court rulings are 
provided to the Property Appraiserôs Office (PAO) by the Florida Department of 
Revenue (FDOR), Florida Association of Property Appraisers (FAPA), Wood & Stuart, 
P.A., tax discussion groups and the Florida Chapter of IAAO (FLIAAO). 
 
 
 
 

5. 
 

Key members of the staff 
regularly monitor news of 
legal developments 
affecting the jurisdiction. 

V    Key members of the PAO staff monitor and review the 
publically recorded resolutions and ordinances created 
by County and local boards, along with posting them on 
the internal Sharepoint site (Exhibit 1-1.13).  County 
ordinances and resolutions are also forwarded to the 
PAO directly from the County Attorneyôs office (Exhibit 
1-1.14).  Members of staff also discuss news and legal 
developments through e-mail discussion groups such as 
FLTaxrolldiscussion@googlegroups.com (Exhibit 1-
1.15). 

6. 
 

Key members of staff 
regularly attend educational 
sessions on recent legal 
developments affecting the 
jurisdiction. 

V    Key members of the PAO staff attend FCIAAO and 
FAPA conferences and seminars that provide updates 
on legal developments.  Examples of recently attended 
meetings are the FCIAAO annual conference (Exhibit 1-
1.16), FAPA Annual Organizational Conference (3 pgs. 
Exhibit 1-1.17), Central Florida GIS workshop (Exhibit 
1-1.18), and FDOR Sales Qualification workshops 
(Exhibit 1-1.19). 

7. 
 

The office regularly 
monitors legislative and 
legal developments in the 
jurisdiction via the services 
of a lobbyist, an attorney, or 
similar specialist. 

V    The PAO is a member of FAPA.  The FAPA legislative 
committee and its professional lobbyist regularly monitor 
legislative developments for its members.  The PAO law 
firm, Wood & Stuart, P.A., provides updates and 
information in regards to legal developments that can 
affect Martin County.  The PAO also works with the 
Martin County Intergovernmental Relations Coordinator 
to monitor proposed legislation. 

8. 
 

A representative of the 
office actively participates in 
critical reviews of current 
legislation and in the 
development of legislative 
proposals. 

V    A member of the PAO actively conducts reviews and 
analysis of current and developing legislative proposals 
and how they affect Martin County.  An example is the 
ñ2012 proposed constitutional amendment impactò 
presentation prepared by the PAO (10 pgs. Exhibit 1-
1.20).  The Property Appraiser is a member of the FAPA 
legislative committee which participates and reviews 
current and proposed legislation (3 pgs. Exhibit 1-1.21). 

9. 
 

A representative of the 
office regularly meets with 
and participates in state or 
other governmental 
associations. 

V    The Property Appraiser along with office staff members 
attend online workshops offered by FDOR (Exhibit 1-
1.22), take IAAO courses for continuing education (2 
pgs. Exhibit 1-1.23) or new designations, and attend 
FAPA conferences (3 pgs. Exhibit 1-1.17). 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.13%20Sharepoint%20Ordinances%20&%20Resolutions.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.14%20County%20Attorney's%20Office%20Ordinance%20Email.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.14%20County%20Attorney's%20Office%20Ordinance%20Email.pdf
mailto:FLTaxrolldiscussion@googlegroups.com
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.15%20Discussion%20Group%20Email.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.15%20Discussion%20Group%20Email.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.16%20IAAO%20Annual%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.16%20IAAO%20Annual%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.17%20FAPA%20Annual%20Organizational%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.17%20FAPA%20Annual%20Organizational%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.18%20Central%20Florida%20GIS%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.18%20Central%20Florida%20GIS%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.19%20Sales%20Qualification%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.20%20Proposed%20Florida%20Constitutional%20Amendments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.20%20Proposed%20Florida%20Constitutional%20Amendments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.21%20FAPA%20Legislative%20Committee.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.22%20FDOR%20Online%20TRIM%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.22%20FDOR%20Online%20TRIM%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.23%20IAAO%20Status.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.23%20IAAO%20Status.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.17%20FAPA%20Annual%20Organizational%20Conference.pdf
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Question 2: Does the law require general uniformity in property taxation? 

Provide documentation of legislation or regulations describing the uniformity standard; 
however, the assessment district should not be faulted if there is none. 

 
Answer:  Yes.  The Florida Constitution in Article VII, Section 4, requires all property to 
be assessed at just valuation for ad valorem purposes (Exhibit 1-2.1).  By Statute, in 
F.S. 195.027 Rules and Regulations, the FDOR is identified as the agency to prescribe 
rules and regulations to be followed by the Property Appraisers (2 pgs. Exhibit 1-2.2).   
The Statute further declares that the FDOR shall formulate such rules and regulations 
so that property will be assessed in a manner that is uniform, just, and otherwise in 
compliance with the requirements of the general law and the constitution.    
 
Question 3:  What measures in the law support a current market value standard 
and what measures undercut such a standard? 
 

¶ Measures supporting a current market value standard: 

Answer:  The Constitution of the State of Florida, in Article VII, (Finance and Taxation) 
Section 4 (Taxation and Assessments), provides the framework for the taxation of real 
property and tangible personal property.  It states that ñby general law regulations shall 
be prescribed which shall secure a just valuation of all property for ad valorem taxation.ò  
FDOR Property Tax Rules, Chapter 12D-1.002 defines the meaning of just valuation 
(Exhibit 1-3.1).  The definition states ñJust Valueò ï ñJust Valuationò, ñActual Valueò and 
ñValueò ï Means the price at which a property, if offered for sale in the open market, 
with a reasonable time for the seller to find a purchaser, would transfer for cash or its 
equivalent, under prevailing market conditions between parties who have knowledge of 
the uses to which the property may be put, both seeking to maximize their gains and 
neither being in a position to take advantage of the exigencies of the other.ò   
 
The Florida Supreme Court in Walter v. Schuler, 176 So. 2d 81 (Fla. 1965) have held 
that just value is synonymous with market value (9 pgs. Exhibit 1-3.2; See pg. 7-8). 
 
Florida Statute 193.011 outlines eight specific factors the PAO shall consider in arriving 
at ñjust valuationò (Exhibit 1-3.3). 

1. The present cash value of the property 
2. The highest and best use to which the property can be expected to be put in the 

immediate future and the present use of the property 
3. The location of said property 
4. The quantity or size of said property 
5. The cost of said property and the present replacement value of any 

improvements thereon 
6. The condition of said property 
7. The income from said property 
8. The net proceeds of the sale of the property, after deduction of all of the usual 

and reasonable fees and costs of the sale. 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-2.1%20Article%20VII,%20Section%204(1)%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-2.2%20F.S.%20195.027%20Rules%20and%20Regulations.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.1%20Just%20Value%20Definition.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.2%20Walter%20v.%20Schuler.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.3%20F.S.%20193.011%20Factors%20to%20Consider%20in%20Deriving%20Just%20Valuation.pdf
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FDOR Complete Submission and Roll Evaluation Standards require Florida Property 
Appraisers to submit a file of all sales within their county and code those sales with the 
sale price, sale date, official book and page, and the basis for qualification or 
disqualification of the sale (30 pgs. Exhibit 1-3.4; See pg. 8, Section 2.4).  Approval of 
the tax roll is based on the FDORôs statistical analysis of the ratio of the sale prices 
versus the appraised values obtained from the valid sales.  
Approval is based on uniformity standards such as the Coefficient of Dispersion (COD), 
Price-Related Differential (PRD) and Price Related Bias (PRB) (Exhibit 1-3.5).  
The following are established standards for the PRD: 
 

PRD range:  .98 to 1.03 
Stratum 1: Residential property, one primary living unit 
Stratum 2:   Residential property, two or more primary living units 
Stratum 4: Vacant lots 
Stratum 5: Nonagricultural acreage and other undeveloped parcels 
Stratum 6: Improved commercial and industrial property 
 
PRD range:  .90 to 1.10 
Stratum 3: Agricultural, high-water recharge, and other use-valued property 

 

¶ Measures that undercut a current market value standard: 

Answer:  Several statutes provide for land to be classified by general law and assessed 
solely on the basis of character or use.  A market value must still be reported for these 
properties, but their assessed value is based on the classified use. 
 

¶ Agricultural land:  F.S.193.461 (4 pgs. Exhibit 1-3.6) 

¶ Land producing high water recharge to Floridaôs aquifers:  F.S.193.625 (3 pgs. 
Exhibit 1-3.7) 

¶ Land used for conservation purposes: F.S.193.501 (4 pgs. Exhibit 1-3.8) 

¶ Historic property, if authorized by the county or municipality, and this use 
assessment shall apply only to the jurisdiction authorizing it: F.S.193.503 and 
F.S. 193.505 (5 pgs. Exhibit 1-3.9) 

 
Working waterfront property shall be based upon the current use of the property, not its 
highest and best use: Florida Constitution, Article VII, Section 4: 
 

(1) The assessment of the following working waterfront properties shall be based upon the 

current use of the property:  

a. Land used predominantly for commercial fishing purposes.  

b. Land that is accessible to the public and used for vessel launches into waters that are 

navigable.  

c. Marinas and drystacks that are open to the public.  

d. Water-dependent marine manufacturing facilities, commercial fishing facilities, and marine 

vessel construction and repair facilities and their support activities. 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.4%20FDOR%20Complete%20Submission%20and%20Roll%20Evaluation%20Standards.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.5%20Uniformity%20Standards%20-%20COD%20-%20PRD%20-%20PRB.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.6%20F.S.%20193.461%20Agricultural%20Land.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.7%20F.S.%20193.625%20High-Water%20Recharge%20Lands.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.7%20F.S.%20193.625%20High-Water%20Recharge%20Lands.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.8%20F.S.%20193.501%20Assessment%20of%20Lands%20for%20Conservation%20Purposes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.9%20F.S.%20193.503,%20193.505%20Historic%20Property.pdf
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Pollution control devices shall be assessed at salvage value:  F.S.193.621 (Exhibit 1-
3.10). 
 
Low income housing:  The actual rental income from rent-restricted units in such a 
property shall be recognized by the Property Appraiser:  F.S. 193.017 (2 pgs. Exhibit 
1-3.11). 
 

 FIGURE 1-2: A CHECKLIST FOR EVALUATING  
           PROPERTY TAX LAWS AND REGULATIONS 

FEATURE YES 
 

NO 
 

N/A YOUR COMMENTS 

(A)-  Measures designed to reinforce market value assessment 

1. Does the law expressly require 
that most or all property be 
valued on the basis of current 
market value? 

V    The Florida Constitution in Article VII, Section 4 
requires a just valuation of all property for ad 
valorem taxation (Exhibit 1-3.12).  Florida courts 
in Walter v. Schuler, 176 So. 2d 81, 856 (Fla. 
1965) determined that ñfair market valueò and 
ñjust valueò are synonymous (9 pgs. Exhibit 1-
3.2; See pg. 7-8). 
 

2. 
 

Does the law require ratio studies 
at least annually? 

V    The FDOR is designated as the supervisory 
agency for Property Appraisers in F.S. 195.002 
(Exhibit 1-3.13).  Rule 12D8.002 requires the 
valuation of all property annually.  The complete 
submission and roll evaluation standards 
published by the FDOR requires valuations to 
meet the COD and ratio study uniformity 
standards outlined in the Standard on Ratio 
Studies promulgated by the IAAO (Exhibit 1-
3.14).  
 

3. 
 

Does the law set out value level 
and uniformity standards that are 
at least as stringent as IAAO 
guidelines? 

V    The FDOR uses the same COD and Standard on 
Ratio Studies as the IAAO listed in Table 2-3, on 
page 33 of the Standard on Ratio Studies (IAAO 
2010), as guidance when analyzing tax rolls 
(Exhibit 1-3.15). 
 

4. 
 

Does the law explicitly require 
regular and relatively frequent 
revaluations and re-inspections of 
properties or revaluations and re-
inspections whenever 
performance standards are not 
met? 

V    Rule 12D8.002 requires the valuation of all 
property annually. The complete submission and 
roll evaluation standards published by the FDOR 
requires valuations to meet the COD and ratio 
study uniformity standards outlined in the 
Standard on Ratio Studies promulgated by the 
IAAO.  F.S. 193.023 requires re-inspection of all 
property at least once every 5 years (Exhibit 1-
3.16).  

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.10%20F.S.%20193.621%20Assessment%20of%20Pollution%20Control%20Devices.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.10%20F.S.%20193.621%20Assessment%20of%20Pollution%20Control%20Devices.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.11%20F.S.%20193.017%20Low%20Income%20Housing%20Tax%20Credit.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.11%20F.S.%20193.017%20Low%20Income%20Housing%20Tax%20Credit.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.12%20Article%20VII,%20Section%204%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.2%20Walter%20v.%20Schuler.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.2%20Walter%20v.%20Schuler.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.13%20F.S.%20195.002%20Supervision%20by%20Department%20of%20Revenue.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.14%20Roll%20Evaluation%20Standards.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.14%20Roll%20Evaluation%20Standards.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.15%20Uniformity%20Standards%20.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.16%20F.S.%20193.023%20Duties%20of%20the%20Property%20Appraiser.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.16%20F.S.%20193.023%20Duties%20of%20the%20Property%20Appraiser.pdf
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5. 
 

In addition to the ratio study 
requirement above, does the law 
establish other elements of an 
effective program for supervising 
and assisting assessors in the 
performance of their duties? 

V    The FDOR provides guidelines for Agricultural 
Appraisal, Cadastral Mapping, Real Property, 
Tangible Personal Property, and Uniform Market 
Area (Exhibit 1-3.17).  

6. 
 

Does the law require buyers and 
sellers to disclose to assessing 
officers the prices and terms of 
sales? 

 
V   The law does not require buyers and sellers to 

disclose prices and terms of sale directly to the 
Property Appraiser.  However, F.S. 201.02 
requires the purchaser to pay a tax in the amount 
of 70 cents per $100 of the consideration, or 
fractional part thereof (4 pgs. Exhibit 1-3.18).  
The PAO reviews all transfers published by the 
Clerk of the Circuit Court and transfers that 
information to the Computer Assisted Mass 
Appraisal (CAMA) software.   
 
The PAO also has access to and reviews sales 
occurring in the local Multiple Listing Service 
(MLS) and in CoStar, a commercial listing 
service.  A Sales Qualification Letter is sent by 
the PAO to confirm the sale (Exhibit 1-3.19).  
There is no law requiring new owners to return 
this letter.  

7. 
 

Does the law require owners or 
tenants of rental property to 
furnish assessors with 
statements of income and 
expenses? 

V  

 

  F.S. 195.027(3) provides procedures whereby 
the PAO shall be able to obtain access to 
financial records of non-homestead properties (2 
pgs. Exhibit 1-3.20).  The PAO annually sends 
out Income and Expense Forms (3 pgs. Exhibit 
1-3.21).  There is no law mandating the return of 
this document.  This information is then 
considered when determining market rents for 
that specific type of property class.   
 
The PAO is also a member of the local MLS and 
of CoStar.  Both services are used to obtain 
income and expense information as well as to 
confirm sales. 

8. 
 

Does the law provide for an 
effective notice of assessments? 

V    F.S. 194.011(1) requires each taxpayer to be 
notified of the assessment of each taxable item 
(4 pgs. Exhibit 1-3.22).  F.S. 200.069 provides 
that the notification be sent by first-class mail and 
specifies the elements to be included on the 
notification (4 pgs. Exhibit 1-3.23).  The notice 
shall include brief legal description, name and 
mailing address of owner, and the tax information 
applicable to the parcel.  The information shall be 
in columnar form.   
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.17%20FDOR%20Guidelines%20&%20Manuals.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.18%20F.S.%20201.02%20Tax%20on%20Deeds.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.19%20Sales%20Qualification%20Letter.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.20%20F.S.%20195.027(3)%20Rules%20&%20Regulations.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.20%20F.S.%20195.027(3)%20Rules%20&%20Regulations.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.21%20Income%20&%20Expense%20Form.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.21%20Income%20&%20Expense%20Form.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.22%20F.S.%20194.011(1)%20Assessment%20Notice.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.23%20F.S.%20200.069%20Notice%20of%20Proposed%20Property%20Taxes.pdf
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There shall be seven column headings which 
shall read:  ñTaxing Authority,ò ñYour Property 
Taxes Last Year,ò òLast Yearôs Adjusted Tax 
Rate (Millage),ò ñYour Taxes This Year IF NO 
Budget Change Is Adopted,ò Tax Rate This Year 
IF PROPOSED Budget is Adopted (Millage),ò 
ñYour Taxes This Year IF PROPOSED Budget 
Change is Adopted,ò and ñA Public Hearing on 
the Proposed Taxes and Budget Will Be Heldò (2 
pgs. Exhibit 1-3.24). 
 

9. 
 

Does the law provide for a 
convenient and inexpensive 
means for taxpayers to question 
and challenge their 
assessments? 

V    F.S. 194.011(2) provides that any taxpayer that 
objects to the assessment may request that the 
PAO informally confer with the taxpayer where 
the taxpayer may present facts considered by the 
taxpayer to support his claim for change in 
assessment (4 pgs. Exhibit 1-3.25).   
 
The Property Appraiser has an Open Door Policy 
to address property ownerôs questions, 
comments or concerns. 
 
If the taxpayer still objects to the valuation, he 
may file a petition to the Value Adjustment Board 
(VAB).  F.S. 194.013 requires that the petition 
filing fee not exceed $15 (Exhibit 1-3.26). F.S. 
194.035 provides that a Special Magistrate is 
assigned to hear evidence from the taxpayer and 
the PAO.  The Special Magistrate then issues a 
decision according to the evidence presented (2 
pgs. Exhibit 1-3.27).   
 
If the taxpayer still objects to the valuation, he 
may file action in the Florida Circuit Court having 
jurisdiction for the county in which the property is 
located.   

10. 
 

If there are multiple legal 
assessment ratios or tax rates, is 
the highest ratio (rate) no more 
than twice the lowest? 

 
V   There are no multiple legal assessment ratios in 

Florida.  Article VII, Section 4 requires that all 
property be assessed at its just valuation. 

11. 
 

Do partial exemptions remove no 
more than 10 percent of the 
appraised value of most single-
family residences? 

  

V  
 Florida has numerous exemptions that are tied to 

an exemption amount, not to percent of the 
appraised value.  All property is valued at just 
valuation, with exemptions applied subsequent to 
the determination of just valuation.  See F.S. 
Chapter 196 (2 pgs. Exhibit 1-3.28). 
 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.24%20Notice%20of%20Proposed%20Property%20Tax%20Bill%20-%20Blank.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.24%20Notice%20of%20Proposed%20Property%20Tax%20Bill%20-%20Blank.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.25%20F.S.%20194.011(2)%20Assessment%20Notice.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.26%20F.S.%20194.013%20Filing%20Fees%20for%20Petitions.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.27%20F.S.%20194.035%20Special%20Magistrate.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.27%20F.S.%20194.035%20Special%20Magistrate.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.28%20F.S.%20Chapter%20196%20Exemption.pdf
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12. 
 

Are there any limits on how much 
the appraised value of a property 
can be increased? 

V    The law does not limit how much the appraised 
(market) value of a property can be increased. 
However, there are limitations on how much the 
assessed value can be increased.   
Article VII, Section 4 of the Constitution limits the 
assessed value of residential homestead 
property from increasing by more than 3% per 
year, or the percentage change in the Consumer 
Price Index (CPI), not to exceed 3%, whichever 
is lower (4 pgs. Exhibit 1-3.29).  It also limits the 
increase in assessed value of residential non-
homestead property and non-residential property 
to 10% per year for all taxing authorities except 
the school board.  This requires Florida Property 
Appraisers to account for and report just value, 
assessed value, and taxable value to each taxing 
authority, since each is subject to different 
valuations, limitations, and exemptions. 
 

13. 
 

Following a revaluation, does the 
law provide safeguards against 
increases in property tax levies 
that are greater than the rate of 
inflation, unless publicly approved 
by the governing body or the 
electorate? 

 
V   F.S. 200.071(1) provides that no ad valorem tax 

millage shall be levied against real property and 
tangible personal property by counties in excess 
of 10 mills, except for voted levies (Exhibit 1-
3.30).  There are no references to tax levies and 
rate of inflation.  .  Millage rates and rate 
increases are safeguarded through minimum 
vote requirements established for the governing 
body of the taxing authority.  These minimum 
vote requirements are outlined on the Maximum 
Millage Levy Calculation forms (DR-420MM & 
DR-420MMP), which are required to be certified 
during the annual Truth in Millage process.   
(Exhibit 1-3.31) highlights the required minimum 
votes that the DR-420MM and DR-420MMP 
require for certain rate increases. 
 

14. 
 

Are education aid payments and 
similar intergovernmental transfer 
payments based on credible 
estimates of actual taxable 
wealth (that is, equalized values) 
rather than un-equalized or 
poorly equalized local assessed 
values? 

V    Article IX, Section 1 of the Constitution 
establishes state policy on equalized funding and 
establishes the availability of programs and 
services that are substantially equal to those 
available to any similar student notwithstanding 
geographic differences and varying local 
economic factors.   
The Florida Education Finance Program is used 
to fund public education based on equalized 
values (Exhibit 1-3.32). 
 

Provide documentation of the measures checked in Figure 1-2. 

 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.29%20Article%20VII,%20Section%204(d)%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.30%20F.S.%20200.071(1)%20Limitation%20of%20Millage.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.30%20F.S.%20200.071(1)%20Limitation%20of%20Millage.pdf
file:///E:/CEAA%20-%20Master/Exhibits/Exhibit%201-3.31%20DR-420MM-P%20Maximum%20Levy%20Calculation.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.32%20Florida%20Education%20Finance%20Program.pdf
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Question 4:  Does the assessment district have the size, resources, and fiscal 
capacity to perform the assessment function effectively and efficiently? 

 
Answer:  Yes.  For the 2013/2014 budget year, the PAO had 39 full-time and 3 part-
time staff members (Exhibit 1-4.3).  The final 2013/2014 budget is as follows: 
 Personnel Services  $2,811,928 (85%) 
 Operating Expenses $   487,902 (15%) 
  TOTAL  $3,299,830 
 
The 2013/2014 FDOR approved budget (11 pgs. Exhibit 1-4.4) indicates a total budget 
of $3,299,830, which is .159% of the 2013 just value at $20,792,509,696 (Exhibit 1-
4.5).  Total Personnel Services were $2,811,928 or 85% of the budget.  A ratio of 85% 
or less for salaries, benefits and overhead is recommended in the Assessment 
Practices Self-Evaluation Guide.  Overhead such as rent, electric utilities, telephone and 
water expenses are provided to the PAO by the County.   
 
The Assessment Practices Self-Evaluation Guide recommends a staff-parcel ratio of 
2,500 parcels to one person.  For 2013, Martin County has 94,784 real and 12,065 
personal property accounts and has 39 full-time and 3 part-time employees (Exhibit 1-
4.1).  The following calculation indicates the office is adequately staffed (Figure 4.1). 

 
  
 

 
A detailed summary of the Martin County property categories and classes with counts 
can be seen in (Exhibit 1-4.5). 

Provide a copy of the office budget, staffing resources, and a summary of the 
jurisdictionôs property categories or classes with counts. 

FIGURE 1-4. CRITERIA FOR EVALUATING JURISDICTION SIZE SUFFICIENCY 

 
 PRACTICE 

 
YES 

 
NO 

 
N/A 

YOUR COMMENTS 

1. The assessment district has 
at least 5,000 parcels of 
assessable real estate. 

V    The assessment district is one county 
with 94,784 parcels of assessable real 
property for 2013 (Exhibit 1-4.1). 

2. The assessment district 
serves taxing districts that 
currently levy at least 
$12,000,000 per year. 

V    The Martin County PAO has five 
districts that levy more than 
$12,000,000 per year (4 pgs. Exhibit 
1-4.2). 

Figure 4.1: Staff-Parcel Ratio 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.3%20Organizational%20Chart.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.4%202013-2014%20Approved%20Budget.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.5%20Just%20Values.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.5%20Just%20Values.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.1%202013%20Parcels%20and%20Accounts.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.1%202013%20Parcels%20and%20Accounts.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.5%20Just%20Values.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.1%202013%20Parcels%20and%20Accounts.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.2%20Recapitulation%20of%20Taxes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.2%20Recapitulation%20of%20Taxes.pdf
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Chapter One List of Exhibits 

 
Exhibit 1-1.1   Sharepoint Software Application 
Exhibit 1-1.2   Florida Revenue Law Library 
Exhibit 1-1.3   FDOR PTO Bulletins 
Exhibit 1-1.4   FAPA 
Exhibit 1-1.5   FCIAAO 
Exhibit 1-1.6   Florida Senate Website 
Exhibit 1-1.7   Florida House of Representatives Website 
Exhibit 1-1.8   Florida Law on CD-ROM 
Exhibit 1-1.9   Wood & Stuart, P.A. 
Exhibit 1-1.10  FDOR Transmittal Memorandums 
Exhibit 1-1.11  Department of Revenue Rules 
Exhibit 1-1.12  Lobby Tools 
Exhibit 1-1.13  Sharepoint Ordinances & Resolutions 
Exhibit 1-1.14  County Attorney's Office Ordinance Email 
Exhibit 1-1.15  Discussion Group Email 
Exhibit 1-1.16  IAAO Annual Conference 
Exhibit 1-1.17  FAPA Annual Organizational Conference 
Exhibit 1-1.18  Central Florida GIS Workshop 
Exhibit 1-1.19  Sales Qualification Workshop 
Exhibit 1-1.20  Proposed Florida Constitutional Amendments 
Exhibit 1-1.21  FAPA Legislative Committee 
Exhibit 1-1.22  FDOR Online TRIM Workshop 
Exhibit 1-1.23  IAAO Status 
 
Exhibit 1-2.1   Article VII, Section 4(1) Taxation; Assessments 
Exhibit 1-2.2   F.S. 195.027 Rules and Regulations  
 
Exhibit 1-3.1   Just Value Definition 
Exhibit 1-3.2   Walter v. Schuler 
Exhibit 1-3.3   F.S. 193.011Factors to Consider in Deriving Just Valuation 
Exhibit 1-3.4   FDOR Complete Submission and Roll Evaluation Standards 
Exhibit 1-3.5   Uniformity Standards - COD - PRD ï PRB 
Exhibit 1-3.6   F.S. 193.461 Agricultural Land 
Exhibit 1-3.7   F.S. 193.625 High-Water Recharge Lands 
Exhibit 1-3.8   F.S. 193.501 Assessment of Lands for Conservation Purposes 
Exhibit 1-3.9   F.S. 193.503, 193.505 Historic Property 
Exhibit 1-3.10  F.S. 193.621 Assessment of Pollution Control Devices 
Exhibit 1-3.11  F.S. 193.017 Low Income Housing Tax Credit 
Exhibit 1-3.12  Article VII, Section 4 Taxation; Assessments 
Exhibit 1-3.13  F.S. 195.002 Supervision by Department of Revenue 
Exhibit 1-3.14  Roll Evaluation Standards 
Exhibit 1-3.15  Uniformity Standards  
Exhibit 1-3.16  F.S. 193.023 Duties of the Property Appraiser 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.1%20Sharepoint%20Software%20Application.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.2%20Florida%20Revenue%20Law%20Library.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.3%20FDOR%20PTO%20Bulletins.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.4%20FAPA.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.5%20FCIAAO.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.6%20Florida%20Senate%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.7%20Florida%20House%20of%20Representatives%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.8%20Florida%20Law%20on%20CD-ROM.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.9%20Wood%20&%20Stuart,%20P.A.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.10%20FDOR%20Transmittal%20Memorandums.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.11%20Department%20of%20Revenue%20Rules.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.12%20Lobby%20Tools.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.13%20Sharepoint%20Ordinances%20&%20Resolutions.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.14%20County%20Attorney's%20Office%20Ordinance%20Email.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.15%20Discussion%20Group%20Email.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.16%20IAAO%20Annual%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.17%20FAPA%20Annual%20Organizational%20Conference.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.18%20Central%20Florida%20GIS%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.19%20Sales%20Qualification%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.20%20Proposed%20Florida%20Constitutional%20Amendments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.21%20FAPA%20Legislative%20Committee.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.22%20FDOR%20Online%20TRIM%20Workshop.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-1.23%20IAAO%20Status.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-2.1%20Article%20VII,%20Section%204(1)%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-2.2%20F.S.%20195.027%20Rules%20and%20Regulations.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.1%20Just%20Value%20Definition.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.2%20Walter%20v.%20Schuler.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.3%20F.S.%20193.011%20Factors%20to%20Consider%20in%20Deriving%20Just%20Valuation.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.4%20FDOR%20Complete%20Submission%20and%20Roll%20Evaluation%20Standards.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.5%20Uniformity%20Standards%20-%20COD%20-%20PRD%20-%20PRB.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.6%20F.S.%20193.461%20Agricultural%20Land.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.7%20F.S.%20193.625%20High-Water%20Recharge%20Lands.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.8%20F.S.%20193.501%20Assessment%20of%20Lands%20for%20Conservation%20Purposes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.9%20F.S.%20193.503,%20193.505%20Historic%20Property.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.10%20F.S.%20193.621%20Assessment%20of%20Pollution%20Control%20Devices.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.11%20F.S.%20193.017%20Low%20Income%20Housing%20Tax%20Credit.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.12%20Article%20VII,%20Section%204%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.13%20F.S.%20195.002%20Supervision%20by%20Department%20of%20Revenue.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.14%20Roll%20Evaluation%20Standards.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.15%20Uniformity%20Standards%20.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.16%20F.S.%20193.023%20Duties%20of%20the%20Property%20Appraiser.pdf
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Exhibit 1-3.17  FDOR Guidelines & Manuals 
Exhibit 1-3.18  F.S. 201.02 Tax on Deeds 
Exhibit 1-3.19  Sales Qualification Letter 
Exhibit 1-3.20  F.S. 195.027(3) Rules & Regulations 
Exhibit 1-3.21  Income & Expense Form 
Exhibit 1-3.22  F.S. 194.011(1) Assessment Notice 
Exhibit 1-3.23  F.S. 200.069 Notice of Proposed Property Taxes 
Exhibit 1-3.24  Notice of Proposed Property Tax Bill ï Blank 
Exhibit 1-3.25  F.S. 194.011(2) Assessment Notice 
Exhibit 1-3.26  F.S. 194.013 Filing Fees for Petitions 
Exhibit 1-3.27  F.S. 194.035 Special Magistrate 
Exhibit 1-3.28  F.S. Chapter 196 Exemption 
Exhibit 1-3.29  Article VII, Section 4(d) Taxation; Assessments 
Exhibit 1-3.30  F.S. 200.071(1) Limitation of Millage 
Exhibit 1-3.31 DR-420MM-P Maximum Levy Calculation 
Exhibit 1-3.32  Florida Education Finance Program 
 
Exhibit 1-4.1   2013 Parcels and Accounts 
Exhibit 1-4.2   Recapitulation of Taxes 
Exhibit 1-4.3   Organizational Chart 
Exhibit 1-4.4   2013/2014 Approved Budget 
Exhibit 1-4.5   Just Values 
 
  

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.17%20FDOR%20Guidelines%20&%20Manuals.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.18%20F.S.%20201.02%20Tax%20on%20Deeds.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.19%20Sales%20Qualification%20Letter.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.20%20F.S.%20195.027(3)%20Rules%20&%20Regulations.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.21%20Income%20&%20Expense%20Form.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.22%20F.S.%20194.011(1)%20Assessment%20Notice.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.23%20F.S.%20200.069%20Notice%20of%20Proposed%20Property%20Taxes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.24%20Notice%20of%20Proposed%20Property%20Tax%20Bill%20-%20Blank.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.25%20F.S.%20194.011(2)%20Assessment%20Notice.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.26%20F.S.%20194.013%20Filing%20Fees%20for%20Petitions.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.27%20F.S.%20194.035%20Special%20Magistrate.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.28%20F.S.%20Chapter%20196%20Exemption.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.29%20Article%20VII,%20Section%204(d)%20Taxation;%20Assessments.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.30%20F.S.%20200.071(1)%20Limitation%20of%20Millage.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.31%20DR-420MM-P%20Maximum%20Levy%20Calculation.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-3.32%20Florida%20Education%20Finance%20Program.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.1%202013%20Parcels%20and%20Accounts.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.2%20Recapitulation%20of%20Taxes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.3%20Organizational%20Chart.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.4%202013-2014%20Approved%20Budget.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%201-4.5%20Just%20Values.pdf
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Chapter Two: Resources and Management  
 
1. Does the assessment office engage in formal planning? 

 
Answer:  Yes. The Property Appraiserôs Office (PAO) office engages in strategic 
planning and annual operational or workload planning. 
 

 
FIGURE 2-1. PLANNING CHECKLIST 

 
PRACTICE 

 

 
YES 

 
NO N/A YOUR COMMENT 

1. 
 

Does your reappraisal cycle 
impact your planning 
process? 

V 
 

  Per Florida Statute 192.042, all property is to be 
assessed according to its just value as of 
January 1st each year (Exhibit 2-1.1).  The 
Florida Department of Revenue (FDOR) 
distributes an annual reappraisal cycle calendar 
noting critical due dates or deadlines (4 pgs. 
Exhibit 2-1.2).  This calendar is the basis for 
how the PAO plans all work activity throughout 
the year. 
 

2. Does top management 
support strategic planning? 

V 
 

  A Leadership Team includes the Property 
Appraiser, Director of Appraisal Services, 
Director of Operations, Assistant Director of 
Quality Control / CAMA System Integration, and 
the Tax Roll Manager / Business Analyst.  The 
team meets on a regular basis to define a 
strategy or direction, and make decisions on 
allocating its resources to pursue this strategy.  
Topics include department restructuring, 
planning for staff retirements, legislative 
changes and the impacts to office processes, 
and new technology.  In addition, top 
management requires managers to develop 
strategic plans for their own departments.     
 

3. 
 

Were strategic planning 
meetings held in each of the 
past three years? 

V 

 

  Strategic planning meetings were held multiple 
times within the past three years. The meeting 
agendas included setting goals, determining 
actions to achieve the goals (objectives) and 
allocating resources to execute the actions.   
 

Provide a copy of the strategic plan and an annual operational or work plan. Describe 
the impact of the reappraisal cycle on the planning process. 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.1%20F.S.%20192.042%20Date%20of%20Assessment.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.2%20FDOR%20Property%20Appraiser%20Annual%20Calendar.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.2%20FDOR%20Property%20Appraiser%20Annual%20Calendar.pdf
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4. 
 

Was a SWOT or situation 
analysis review performed in 
the past three years? 

V 

 

  Situation analyses were performed in the past 
three years.  The most recent analysis (SWOT) 
pertained to restructuring the Appraisal Services 
department. Staff resources and assignments 
were analyzed and the department strengths, 
weaknesses, opportunities and threats were 
identified as part of the strategy formation 
activity.   

5. 
 

Was a written strategic plan 
produced in the past three 
years? 

 V  A stand-alone strategic plan is not in written 
form, however Leadership Team meetings are 
held throughout the year to set goals, determine 
actions to achieve the goals (objectives), and 
allocate resources to execute the actions.  The 
long-term goals and objectives are then included 
as part of the written annual performance 
evaluation process.  Standard operating 
procedures are written to implement the plan.  

6. 
 

If yes to (5), was the plan 
communicated beyond those 
who participated in the 
planning process? 

V   Meetings are the forum in which progress plans 
and goals are communicated between 
managers and department staff.    

7. 
 

If yes to (5), based on the 
plan, does the planning team 
review the progress 
periodically each year? 

V   The Leadership Team meets periodically to 
discuss strategies and goals, explore new 
opportunities, and address concerns.  

8. 
 

Are annual operational or 
work plans prepared? 

V   Most plans are in calendar or flowchart format.  
For example, the Tax Roll Processing annual 
calendar is complex noting critical deadlines, 
step-by-step procedures, color-coded tasks 
identifying responsibility, and historical notes for 
year over year review (3 pgs. Exhibit 2-1.3). 
The Tax Roll Processing calendar is used by 
many staff members and is accessible using 
Microsoft Outlook. It is reviewed annually and 
throughout the year.   The Data Processing 
calendar shows the monthly plan for department 
staff (Exhibit 2-1.4).  Commercial / Ag and 
Residential operational plans are also 
completed (2 pgs. Exhibit 2-1.5). 

9. Are technology trends and 
changes in legislation 
studied for their effects on 
workloads and work 
procedures?  

V   The PAO studies the effects of legislative 
changes and local resolutions/ordinances well in 
advance of their effective date to prepare for 
procedural, technological and workload impacts. 
The PAO studies technology trends by attending 
CAMA system user group conferences, 
workshops and courses. Keeping abreast of 
current and new technology is an important part 
of the PAO strategic plan.   

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.3%20Tax%20Roll%20Processing%20Calendar.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.4%20Data%20Processing%20Annual%20Calendar.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.5%20Appraisal%20Services%20Annual%20Calendar.pdf
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10. Are growth trends and real 
estate developments 
considered in the planning 
process? 

V   New construction and real estate sales activity is 
monitored on a regular basis to ensure staff 
levels are adequate to address increased 
workload (i.e. onsite property inspections, data 
entry, and exemption applicants).   Any increase 
in staff must have approval from the FDOR.   
The need for a new position must be clearly 
documented. Reasoning as to why alternatives 
such as reorganization or shifting responsibilities 
within the current framework or hiring additional 
temporary staff or contract services are not 
practical must be submitted to the FDOR. 

11. Are project plans developed 
for major work activities? 

V   Project plans are developed for major work 
activities.  Recent examples include (1) 
annexation of hundreds of properties from St. 
Lucie County to Martin County (Exhibit 2-1.6), 
(2) implementation of new damage assessment 
software used in conjunction with multiple 
agencies (Exhibit 2-1.7), and (3) tax roll 
processing work plan (Exhibit 2-1.8).   

 
 
2. Has the assessment office prepared a formal estimate of the necessary 
personnel resources? 
 

Å Provide a recent analysis of personnel resource requirements including supporting 
documentation such as benchmark production rate tables or internal analysis for 
several key, high-volume, labor-intensive tasks. 
Å Include a statement indicating the size of the staff over the previous 5 years and 
where in the office the growth or reduction of staff has occurred. 
Å Prepare a brief description of the current personnel resources for each major 
function identified in the formal plan (question 1), specify whether these resources are 
adequate for the tasks, and identify plans for rectifying any deficiencies. 
Å Describe how the reappraisal cycle affects the level of staffing. 

 
Answer:  Yes.  The PAO regularly monitors legislation changes and market activity for 
the impact on office operations.  The potential impact on primary office functions is 
analyzed and personnel resources are adjusted accordingly.  For example, beginning in 
2008 when the $25,000 tangible personal property (TPP) exemption became available, 
there was a significant reduction in the volume of business return filings.  This resulted 
in a reduction of personnel resources dedicated to TPP for processing returns.   
 
An automated monthly report is provided to show the appraisal department managers 
the building permit volume for new construction, additions/remodels, and miscellaneous 
permits (Exhibit 2-2.1).  As the number of permits increase, the workload increases for 
field inspections and data entry.  Consequently, the PAO may determine that additional 
personnel resources are needed.   

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.6%20Annexation%20Schedule.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.7%20Damage%20Assessment%20Software%20Timeline.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-1.8%20Final%20Tax%20Roll%20Processing%20Plan.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-2.1%20Permit%20Summary.pdf
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The FDOR requires a Position Justification form be completed whenever a request is 
made for additional personnel resources (2 pgs. Exhibit 2-2.2).   As indicated in the 
Exhibit, an additional Field Appraiser was requested in part due to an upward trend of 
new construction, additions and remodel permits.  As benchmarks, the PAO annually 
reviews the number of parcels per employee and the budget per parcel, compared to 
other similar Florida counties (Figure 2.1).  
 
 
 

 
St. Johns and Indian River counties are the most similar to Martin County 
demographically.  These counties produce:   
¶ Number of parcels per Full Time Employee (FTE) ranging from 2,429 to 2,806 

respectively.  Martin County PAOôs number of parcels per FTE is 2,656 which is 
near the mid-point of the range and is considered to be reasonable. 

¶ Per parcel budget expenditures range from $39.98 to $30.87 respectively.  The 
Martin County PAOôs budget per parcel of $31.06 is near the low end of the 
range and is considered to be reasonable. 

To gain efficiencies, cross-training of staff members to assist with a variety of tasks is a 
priority.  For example, data entry staff members are cross-trained to assist the 
Customer Service staff by processing exemption applications during the peak 
exemption filing period.  In return, customer service staff members assist data entry 
staff whenever possible.  The deed data entry clerk is crossed trained to assist other 
departments with their data entry needs when the real property sales volume and the 
number of deeds to be processed declines.  
 

Figure 2.1: Florida County Comparison 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-2.2%20Position%20Justification%20Form.pdf
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The FTE count has decreased from 41 FTE to 39 FTE during the most recent five year 
period: 

2013/2014: 39 FTE 
2012/2013: 38 FTE 
2011/2012: 37 FTE 
2010/2011: 38 FTE 
2009/2010: 41 FTE 

 
Over the past five years, office-wide resources were reallocated in response to the 
changing market conditions and to increase efficiency.  All departments in the office 
were affected in some manner by either a growth or reduction of staff.  Efficiencies were 
created through use of new technology and cross training of staff.  
 
2013/2014 FTE staffing levels are at levels prior to the year 2000 with 39 FTEs (Figure 
2.2). 
 
 
 

 
 
The following positions are necessary to provide adequate support to the major office 
functions:  
 
 

Figure 2.2: PAO Staffing Levels 
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Appraisal Services (16 total FTE) 
1-Director of Appraisal Services 
1-Assistant Director Support, Appraisal, and Training Services 
1-Commercial Department Manager 
4-Residential and Commercial Appraisers    
5-Residential and Commercial Field Appraisers   
1-Residential Analyst 
1-Agriculture Specialist (not FTE) 
1-Residential Coordinator 
1-Field Coordinator 
1-TPP Specialist 
 
Customer Service / Exemptions (8 total FTE) 
1-Customer Service/Exemption Department Manager 
1-Exemption Specialist 
1-Exemption Compliance Team Leader 
1-Senior Customer Service Specialist 
4-Customer Service Representatives 
 
Mapping /Ownership/GIS (4 total FTE) 
1-Ownership & Mapping Department Manager 
1-GIS Specialist 
1-GIS Cadastral Mapper 
1-Title Research Technician 
1-Mapping Assistant (not FTE) 
 
Data Processing (5 total FTE) 
1-Assistant Director of Quality Control and CAMA System Integration 
1-CAMA Support 
3-Property Data Specialist 
 
Tax Roll/IT(3 total FTE) 
1-Business Analyst and Tax Roll Manager 
1-Tax Roll Assistant 
1-Data, Web and Tax Roll Services 
 
Administration (3 total FTE) 
1-Property Appraiser 
1-Director of Operations 
1-Financial Analyst (not FTE) 
1-General Office Support 
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3. Has the assessment office prepared a formal estimate of the necessary 
physical resources?  
 

Prepare a brief descriptive evaluation of your office space and facilities, noting any 
material resource deficiencies. 

 
Answer:  Yes.  A formal estimate for necessary physical resources was prepared in 
2005 prior to the PAO moving to its current location (8 pgs. Exhibit 2-3.1).  The office 
contains an area of about 17,300 square feet which accounts for future workforce 
expansion (Exhibit 2-3.2). 
 
The Martin County Board of County Commissioners (BOCC) funds and maintains the 
PAO leased space and facilities.  The BOCC recently renewed the lease for an 
additional five years, with renewal options through July, 2024 for the main office located 
within the county seat of Stuart.  The office is in the ñTower Buildingò which fronts on US 
Highway No. 1.  The building is conveniently located in close proximity to downtown 
Stuart (Exhibit 2-3.3).    
 
The PAO is the buildingôs anchor tenant and occupies the majority of the 3rd floor.  All 
PAO departments are adjacent and easily accessible to each other, with no separation 
of floor levels.  Access to the PAO is by elevators or stairwells.  Sufficient parking is 
available surrounding the building for staff, office visitors, and fleet vehicles (Exhibit 2-
3.4). 
 
The main office is full-service and provides a good working environment.  Departments 
include customer service, exemptions, tax roll, ownership/mapping, appraisal services, 
tangible personal property, quality control/data processing and administration.  A large 
meeting/training room, kitchen and staff break area is available (6 pgs. Exhibit 2-3.5). 
 
Each staff member is provided an ergonomic workstation and equipment including the 
necessary work surface area, a task chair, guest chair(s), telephone, desktop computer, 
internet access and software/hardware.  Other items are available if needed such as 
scanners, file storage, multiple monitors and desktop printers.  Network printers, 
copiers, fax machines and mailing machines are conveniently positioned throughout the 
floor plan in each department, and are further addressed in Chapter 3.   
 
The PAO, along with the Clerk of the Circuit Court and the Tax Collector, has branch 
offices within the Government Complexes serving the public in the southern and 
western parts of the County.     
 
The office facilities provided by the BOCC are functional and adequate.  There are no 
material resource deficiencies. 
 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.1%202005%20Space%20Needs%20Survey.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.2%20Estimated%20Space%20Need%20Calculation.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.3%20Map%20of%20Governmental%20Buildings.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.4%20PAO%20Parking.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.4%20PAO%20Parking.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-3.5%20Office%20Space%20Photos.pdf
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4. What budgeting methods are used (performance-based, program-based, or 
line-item based)?  
 

Provide the assessorôs budget document. Explain why the budgeting methods were 
selected and describe justification for major items in the budget. Include a statement 
indicating the gross amount of the budget over the previous 5 years and where the 
growth or reduction has occurred. 

 
Answer:  Section 195.087, Florida Statute, requires that the Property Appraiser submit 
a budget for the operation of their office to the FDOR by June 1st (2 pgs. Exhibit 2-4.1).  
A line-item based format must conform to the requirements and specifications in the 
Property Appraiserôs Instruction Workbook which is provided annually by the FDOR.  A 
copy of the PAO annual budget request is also provided to the Board of County 
Commissioners.  The budget period extends from October 1st through September 30th.    
 
The PAO uses a zero-based budgeting method in which all expenses are justified for 
each new period.  Zero-based budgeting starts from a ñzero baseò where every function 
within an organization is analyzed for its needs and costs.  Budgets are then built 
around what is needed for the upcoming period, regardless of whether the budget is 
higher or lower than the previous one.  Zero-based budgeting allows funds to be 
targeted for strategic goals to be implemented.      
 
The 2013/2014 approved budget document is shown in (11 pgs. Exhibit 2-4.2), and 
reflects a 3.36% increase over the prior year.  Significant budget variances between the 
current and previous year are outlined as follows (Figure 4.1): 
 

  

 
 

Figure 4.1: Budget Variances 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-4.1%20F.S.%20195.087%20PAO%20to%20Submit%20Budgets%20to%20FDOR.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-4.2%202013-2014%20Approved%20Budget.pdf
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The past 5 year budget history is as follows (Figure 4.2): 
 

 
 

 
 
The PAO looks for opportunities to increase efficiencies and reduce expenses.  
Enhanced features on the website have resulted in a decrease in the number of phone 
calls and office visits from the public seeking information while increasing service to the 
public.  When costs saving options are evident, resources are consolidated with the 
County (e.g. fleet vehicle purchasing/maintenance, information technology 
consolidation, and damage assessment partnership). The PAO has experienced budget 
constraints as a result of the national and local economic downturn.  Pay increases 
have been limited for staff.   
 
The annual budget changes over the past five years primarily correspond to expenses 
associated with staff reductions or additions including: 
 

¶ The PAO consolidated its computer and network systems and staff resources with 
the County ITS department. This cost saving measure allows the PAO to focus more 
effort on quality control to produce an accurate tax roll, rather than managing 
information technology systems.   

¶ The number of field appraisal staff has fluctuated depending on market conditions 
requiring inspections (i.e. new construction, number of building permits). 

The average annual budget increase over the past ten years has been less than 2.0% 
per year showing the PAO has been fiscally responsible.    
 
 
 
 

Figure 4.2: Past 5-Year Budget History 
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5. Is the officeôs funding adequate?  
 

Å Describe each major budget category, and indicate how these categories provide 
adequate resources for each major function of the office. Provide expenditures per 
full-time-equivalent staff members by department or major function. Indicate how the 
budget allows the formal plans of the office to be implemented. If budget constraints 
exist in your assessment office, describe the source and the impact on the delivery of 
services. 
Å Describe how the reappraisal cycle affects the budget process. 

 
Answer:  Yes.  Funding provided to the PAO is adequate.   The budget is divided into 
the following four appropriation categories and corresponding line items: 
 
Personnel Services include line items for salaries, unemployment compensation and 
contributions for Social Security/Medicare, retirement, life and health insurance (Figure 
5.1).  About 85% of the total 2013/2014 budget is allocated for Personnel Services. 
 
 

  

Figure 5.1: Budget Categories 
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Operating Expenses account for about 15% of the funding requested in the 2013/2014 
budget.  The appropriation category is further divided into sub-categories with individual 
line-items:  Professional Services, Transportation, Rentals & Leases, Repair & 
Maintenance, Books & Publications, and Other Charges (Figure 5.2). 
 
 
 

 
Operating Capital Outlay is typically a nonrecurring expenditure for items such as 
furniture, large equipment, and fleet vehicles.  The FDOR guideline threshold for 
categorizing equipment as a Capital Outlay expense is $1,000.  The Non-Operating 
Expenses category is primarily used for emergency or unplanned event contingencies. 
The budget typically does not include funding for these two categories.  
 
The following are budget expenditures per FTE for each major function in the office.  
The expenses include salary, benefits, and the average of all other expenses office 
wide (e.g. equipment, supplies, software, etc.) (Figure 5.3). 
 

¶ Customer Service/Exemptions budget per FTE:    $69,675/FTE 

¶ Appraisal Services budget per FTE:      $83,745/FTE 

¶ Mapping/Ownership/GIS budget per FTE:     $89,292/FTE 

¶ Other (Data Processing, Tax Roll, Administration) budget per FTE:   $95,031/FTE 
 

Figure 5.2: Budget Sub-Categories 
 



Martin County Property Appraiser                                               
Certificate of Excellence Submission 

 

27  

 
 

 
 
The budget expenditure per major function allows the formal plans of the office to be 
implemented in order to accomplish the following major activities: 
 

¶ Annually mass appraise over 94,000 parcels of real property 

¶ Annually assess tangible personal property (business furniture, fixtures and 

equipment) 

¶ Physically inspect all new construction annually 

¶ Physically inspect all properties every five years as required by statute 

¶ Provide public assistance and information including computer data reports 

¶ Administer over 90,000 exemptions, spanning over 20 types of exemptions.  

¶ Originate and maintain the countywide assessment maps 

¶ Process the tax roll and comply with many FDOR reporting requirements 

Unspent funds are returned to taxing authorities. The PAO returned unexpended funds 
averaging less than 2.5% of the budget over the past ten years, indicating that the PAO 
appropriately budgets for the required office operations.   
 
The reappraisal cycle does not affect the PAO budget process because the Property 
Appraiser is required by the FDOR to reappraise properties every year.  Consequently, 
there are no major increases or decreases in year to year funding requirements 
attributed to the reappraisal cycle.   

Figure 5.3: Budget Expenditure per Major Function 
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6. Do the staff members of the assessment office have the right set of skills and 
experience? 
 

Provide position descriptions including professional education and experience 
requirements, as well as budgetary evidence of support for appropriate continuing 
education and training for staff. For the three groups of positions, provide the number 
of personnel, average length of service, and range of service time. Describe the 
education and training program and budget. Explain the distribution of responsibility 
among the three groups and the reasons therefor. If the assessment office outsources 
some services, describe those services and why they are outsourced. 

 
Answer:  As of December 31, 2013, the PAO staff has a combined 569 years of service 
with an average of over 15 years of service per staff member.  This indicates that PAO 
staff members like their profession, and have many years of institutional knowledge and 
appraisal experience which benefit property owners.   
 
During 2014, five staff members retired and two left the organization.  As of October 1, 
2014, the PAO full-time and part-time staff members have a combined 420 years of 
service, with an average of nearly 10 years of service per staff member.   
 
To recognize tenure with the Martin County Property Appraiserôs office, wood plaques 
are issued to staff for 5, 10, 15, 20 and 25 year milestones (Exhibit 2-6.1).  30-year 
milestones are recognized with a sailfish sculpture similar to the large one displayed in 
the public reception area (Exhibit 2-6.2). 
 
Job postings provide position descriptions and requirements.  Examples of two job 
postings are seen in the following exhibits: (2 pgs. Exhibit 2-6.3) and (2 pgs. Exhibit 2-
6.4). 
 
Staff members are provided with in-house training and other continuing education 
opportunities to meet the demands of the changing work environment.  This includes 
necessary training in current computer technology.  Other training topics include 
appraisal methods, driver safety, communication skills, office procedures, etc.  The 
training is during working hours and participation is designated as either mandatory or 
voluntary. 
 
The FDOR requires that a completed Education Worksheet be provided as part of the 
PAO annual budget submission.  This form lists each educational and training program 
the PAO staff plan to attend during the budget period.  The FY 2013-14 budget includes 
$9,325 for education, not including associated travel expenses (Exhibit 2-6.5).   
 
The Property Appraiser is a member of the International Association of Assessing 
Officers (IAAO), Associate Member of the Appraisal Institute, and the Realtor 
Association of Martin County.  The office pays the applicable yearly dues and literature 
obtained from these memberships is made available to all staff.   

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.1%20Plaques.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.2%20Sailfish%20Sculpture.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.3%20Ownership%20Mapping%20Dept%20Manager%20Job%20Posting.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.4%20Senior%20Appraiser%20Project%20Manager%20Job%20Posting.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.4%20Senior%20Appraiser%20Project%20Manager%20Job%20Posting.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.5%20Education%20Worksheet.pdf
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Staff members who have obtained their Certified Florida Evaluator (CFE) or Geographic 
Information System (GIS) designation are members of the Florida Chapter of the IAAO 
and Florida Association of Cadastral Mappers (FACM).  IAAO courses are available to 
staff members including IAAO courses offered by surrounding counties which saves 
travel expenses.  The 2013-2014 Employee Certification Worksheet includes fifteen (15) 
positions with the CFE designation, plus the Property Appraiser with the Certified 
Florida Appraiser (CFA) designation (Exhibit 2-6.6).  In addition, five staff members 
have State Certified General Appraiser licenses.   
 

The PAO office is staffed with competent, tenured members categorized in three 
groups. The numbers below reflect status as of December 31, 2013.  The 2014 
numbers are lower due to retirements that have occurred.   
    

¶ Management & supervisory positions oversee the PAO department functions and 

include tasks such as directing, supervising and evaluating staff.  Work includes 

scheduling, training, and quality control.   

o # of personnel:   7 positions 

o average length of service:  16.7 years 

o range of service time:  5-33 years 

¶ Appraisal and field positions collect data and prepare values for residential, 

commercial and agricultural properties. 

o # of personnel:   16 positions 

o average length of service:  11.4 years 

o range of service time:  .5-25 years 

¶ Other staff positions include customer service, exemption, data processing, tax 

roll preparation, ownership, mapping, GIS, tangible personal property, finance 

and administration. 

o # of personnel:   20 positions 

o average length of service:  14.1 years 

o range of service time:  .5-31 years 

The Leadership Team members bring management and technical experience from both 
the public and private sectors. The team meets on a regular basis to discuss topics 
such as department restructuring, staff retirements, legislative changes, etc.   
 
The following services are outsourced:   

¶ For highly complex TPP utility accounts (e.g. telecommunication companies, 

pipelines, and power plants), the PAO contracts with a utility appraisal consultant. 

The consultant has specialized knowledge and methodologies to estimate the fair 

market value of these assets within the guidelines of Florida Statutes. 

¶ Contract labor resources are used for temporary field appraiser and reception desk 

positions for the following reasons: 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.6%20Certification%20Worksheet.pdf
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o Temporary contract employment provides a probationary period, prior to 
making a full-time staff commitment.   

o Unemployment compensation is not incurred by the PAO, should the 
individual separate from the office.   

o The PAO does not incur workmanôs compensation liability cost. 
 

¶ Legal consultation to represent the PAO as needed for labor relations, litigation and 

assessment matters.   

¶ Development of software programs for new databases used by the PAO (e.g. 

Exemption Compliance, property owner inquiry tracking, property record card 

tracking, Home Owner Association contacts). 

¶ Website hosting and maintenance 

 
7. Are salaries and benefits competitive? 
 

Discuss how the salary levels are compared (other jurisdictions, surveys, and the 
like). Provide evidence of the adequacy of salaries and benefits with recent human 
resource, consultant, or professional organization surveys.  State the salary incentives 
for professional certifications or designations. Provide the annual turnover ratio for the 
past 5 years. Describe the annual turnover rate and reasons for loss of staff from the 
office. 

 
Answer:  Yes.  The PAO salaries and benefits are competitive to the marketplace. In 
2006 with the assistance of a professional consultant, the PAO initiated a 
comprehensive compensation and benefits review.  The salary and benefits study 
included data from twenty-two local and regional organizations.  
  
The study involved gathering job descriptions for each PAO position using a Position 
Description Questionnaire (Exhibit 2-7.1).  The descriptions and job scopes were 
matched to those obtained from the salary survey responses.  A salary structure was 
established that assigns each job to a pay range based on the relationship of job 
responsibility among all categories or positions in the office.   
 
The PAO has maintained and updated the compensation program. A new pay 
classification and benefits study is planned for 2015 to determine if salaries and benefits 
are competitive.   
 
The PAO operates on a budget that is approved by the FDOR and reviewed by the 
Martin County BOCC.  Proposed salary adjustments are dependent upon the availability 
and approval of budget funding.  Salary adjustments are discretionary and not 
automatic.   
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-7.1%20Position%20Description%20Questionnaire.pdf
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Downward economic conditions prevented PAO staff from receiving regular annual cost 
of living or merit increases. In order for the FDOR to approve raises, the PAO must 
provide the FDOR with a directive from either the State of Florida or Martin County 
approving raises for its employees and the amount.  The PAO raise amount cannot 
exceed the highest amount approved by either the State or the Martin County Board of 
County Commissioners.   
 
The PAO does not give separate annual compensation for professional certifications or 
designations (Exhibit 2-6.6).  Staff members who obtain the IAAO designation of CFE 
or GIS Professional receive a one-time $1,000 bonus payment.   
 
Figure 7.1 summarizes annual staff turnover for the past five calendar years.  The PAO 
is experiencing the retirement of many long-term employees. 
 
 

 
8. Is the assessment office well-organized? 
 

Provide the following documentation: 
ï organizational plan 
ï documentation illustrating the lines of communication, responsibility, and  authority 
ï descriptions that reflect jobs or positions within the assessment office. 

 
Answer:  Yes.  The PAO is well organized into two teams:   

¶ Appraisal Services: Residential, Commercial, Agricultural Valuation 

¶ Support Services: Customer Service/ Exemptions, Ownership/Mapping, Data                   

Processing, Tangible Personal Property, Tax Roll, Geographic Information Systems, 

Quality Control, and Finance/Administration 

 
The Team Directors manage an Assistant Director and Department Managers. The 
Team Directors report directly to the Property Appraiser (Exhibit 2-8.1). The 
organizational chart is submitted annually to the FDOR along with the budget request 
and provided to new staff so that the lines of communication and authority are clear.  
 

Figure 7.1: Annual Staff Turnover 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-6.6%20Certification%20Worksheet.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.1%20Organizational%20Chart.pdf
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Open communications are strongly encouraged because it facilitates collaboration and 
problem resolution.  Grievance procedures are outlined in Deputy Handbook policy 
number 210 (Exhibit 2-8.2).   
 
Communication is at the heart of good relations with staff and members of the public.   
The office has an ñOpen Door Policyò for staff members and members of the public to 
share their concerns, seek information, provide input, and resolve concerns.    It is the 
cornerstone to office operations and noted in the Deputy Handbook as policy number 
110 (Exhibit 2-8.3). Staff and members of the public are reminded daily of the Open 
Door Policy.  It is the focal point signage when entering the main entrance and is posted 
on the PAO website homepage (Figure 8.1).   
 
A job description is available for each position and lists the essential duties and 
responsibilities, and other skills and abilities necessary to successfully perform the job.  
Examples of various job descriptions are shown in (12 pgs. Exhibit 2-8.4).  A job 
posting for an open position includes the job duties, education and/or experience 
requirements, salary range and contact information (2 pgs. Exhibit 2-8.5). 
 
 
 

 
 
 
 
 
 

Figure 8.1: Open Door Policy Focal Point 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.2%20Deputy%20Handbook%20Policy%20Number%20210.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.3%20Deputy%20Handbook%20Policy%20Number%20110.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.4%20Job%20Description%20Examples.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.5%20Job%20Posting%20Example.pdf
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9. Is the staff well-managed? 
 

Evaluating management quality is inherently subjective, however, a brief description 
and a copy of any written personnel policies and documentation that address good 
practices including documentation or a description of: 

¶ Up to date written personnel policies, position descriptions, and 

performance reviews 

¶ Merit based selection and promotion 

¶ Even handed administration of progressive disciplinary procedures 

¶ Regular management and staff meetings 

 
Answer:  Yes.  The PAO staff is well managed.  The PAO managers are relied upon 
not only for their technical and professional expertise, but also for their leadership 
abilities to coach and mentor their staff, as well as the even handed administration of 
progressive disciplinary procedures.  The office follows progressive discipline 
procedures when working with staff that includes well documented actions, counselling 
and expectations.   
 
The PAO provides the Leadership Team and other management staff training on 
various topics including: 

¶ Communication techniques to enhance their personal communication skills and 

understanding the skills of others (Exhibit 2-9.1).  Staff members gain an 

understanding of the challenges involved with communicating verbally, non-

verbally and through electronic media.   

¶ Personality trait methodology for understanding and enhancing natural 

communication styles.  Participants learn about themselves and coworkers while 

highlighting their value to the organization.  They also better understand how 

each team member communicates and how they best receive communication 

from others.  Management uses the individual profiles to understand the 

department personality and work style dynamics, and also incorporates them in 

the hiring process (Exhibit 2-9.2).  

¶ Harassment and/or discrimination 

¶ Confidentiality laws and office procedures 

¶ Other topics as needed 

The Deputy Handbook is a resource of the policies, procedures, and behavioral 
expectations of PAO staff members (3 pgs. Exhibit 2-9.3).  Staff members use this 
resource for general information about the PAO, benefits and additional terms and 
conditions of employment.  Administration and management staff refer to the policies for 
applying benefits and disciplinary action when needed.  The following handbook policies 
address good practices: 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.1%20Communications%20Workshop%20Email%20to%20Staff.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.2%20DISC%20Descriptors.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.3%20Deputy%20Handbook%20Index.pdf
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¶ Code of Ethics (5 pgs. Exhibit 2-9.4) 

¶ Professional Attire (3 pgs. Exhibit 2-9.5) 

¶ Performance Reviews (Exhibit 2-9.6) 

¶ Transfers / Promotions (Exhibit 2-9.7) 

¶ Computer Policy (7 pgs. Exhibit 2-9.8) 

¶ Personal Conduct (2 pgs. Exhibit 2-9.9) 

Upon hire, staff members are expected to review and be familiar with the contents of the 
handbook.  Staff members are asked to sign the ñHandbook Acknowledgementò 
statement to demonstrate that they have read the handbook and agree to abide by the 
conditions (Exhibit 2-9.10).  This signed document acknowledges that the staff member 
understands and has received a copy of the deputy handbook.   As new policies are 
added and existing policies amended, updates are issued annually to replace the 
outdated policy (Exhibit 2-9.11).   
 
Job descriptions are created for all positions.  Prior to hiring for a position, the job 
description is reviewed for accuracy.  Examples of various job descriptions are shown in 
(12 pgs. Exhibit 2-8.2).   
In order to ensure that all staff members receive regular feedback on their performance, 
supervisors evaluate the job performance of each staff member who reports to them on 
a regular basis.  The annual job performance evaluation indicates to the staff member 
how his/her performance has been evaluated by his/her immediate supervisor, and 
serves as a basis for discussion of the performance and goals.  The rating may call 
attention to the need for counseling, further training, potential for advancement or it may 
be useful for documenting job performance in support of disciplinary actions. 
 
Primary factors considered when reviewing a staff memberôs performances are 
attendance, punctuality, communications, continuous learning, teamwork, customer 
service, dependability, initiative, job knowledge and the quality and quantity of work.   
 
It is the Property Appraiser's goal that performance reviews will be: 

¶ conducted timely (Exhibit 2-9.12), 

¶ completed fairly and objectively by the supervisor for every staff member under their 
supervision prior to completing the probation period and at minimum annually on the 
anniversary date of hire, 

¶ reviewed and signed by the Property Appraiser and the Department Director prior to 
a staff member/supervisor discussion, 

¶ discussed with the staff member by the supervisor, and  

¶ be placed in the staff member's personnel file.  
 
After reviewing and discussing the performance evaluation, the staff member is to sign 
and date the review form indicating that he/she has seen a copy of the performance 
review and was given an opportunity to discuss the rating with his/her supervisor.    
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.4%20Code%20of%20Ethics%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.5%20Professional%20Attire%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.6%20Performance%20Review%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.7%20Transfers%20Promotions%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.8%20Computer%20Usage%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.9%20Personal%20Conduct%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.10%20Handbook%20Acknowledgement.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.11%20Handbook%20Policy%20Update%20Memo.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.2%20Job%20Description%20Examples.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.12%20Performance%20Review%20Schedule.pdf
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Annual salary increases are not automatic.  A salary increase may be earned based on 
job performance (i.e. merit). When merit raises are approved by the FDOR, the amount 
is generally based on a weighted performance score as a result of performance and 
goal achievements at the time of annual review.  Rating ranges are as follows:  

4.75 to 5.0 Outstanding 
3.75 to 4.74 Exceeds job requirements 
2.75 to 3.74 Meets job requirements 
1.75 to 2.74 Needs improvement 
1.0   to 1.74 Unsatisfactory 

 
As seen in (Exhibit 2-9.13), the overall annual performance rating for the staff member 
is 4.29.  This staff member exceeds job requirements and therefore, may receive up to 
a 4% annual merit increase depending on approval by the FDOR.   
 
Meetings are scheduled for a variety of purposes including information sharing, idea 
generation, process evaluation, production scheduling, staffing level evaluation, project 
status reporting, educational training, etc.  Meetings may occur at the senior 
management level, by department, between departments, or between individuals.  Staff 
member appreciation lunches are also held throughout the year.  
 
10. Are skills in procurement and contract management sufficient? 
 

Describe and provide evidence that demonstrates the office managementôs 
procurement and contracting skills. If internal sources are insufficient, describe how 
the assessment office acquires contracting and procurement services. 

 

Answer:  Yes.  Procurement procedures provide internal controls and contribute to 
process efficiencies.   
 

Department managers are required to submit to the PAO Accounting/Finance 
department a purchase requisition for goods costing more than $40 per unit price.  For 
purchases less than $40, no purchase requisition/order is required.  The supporting 
documentation describes the need for and the requirements of the proposed purchase 
(Exhibit 2-10.1).  Once the purchase requisition is approved by the department 
manager, administrative staff members verify budgeted availability. 
 
When the requisition has been approved, a purchase order is issued (Exhibit 2-10.2). 
Purchase orders are not required for recurring monthly/quarterly budgeted expenses 
such as lease payments, monthly maintenance, quarterly software payments, etc.  The 
purchase order is forwarded to the PAO Accounting/Finance department for 
categorization and budget analysis.     
 
Multiple bids are obtained for all capital expenditures and large turnkey printing jobs.  
The PAO Accounting/Finance department is responsible for the vendor selection once 
the bids are submitted.  While vendors may be chosen based on the best price and 
delivery, service history is a major consideration when awarding a bid.   

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.13%20Weighting%20Calculation%20Details.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.1%20Purchase%20Requisition%20Form.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.2%20Purchase%20Order.pdf
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Bids are solicited by sending a Request for Proposal (RFP) to vendors (Exhibit 2-10.3).  
When possible, local vendors are used.  Legal counsel reviews service contracts as 
needed. 
 
Once the vendor proposals are received, a worksheet is created to compare vendors.  A 
list of approved vendors for the County and State is reviewed often to see if the PAO 
can take advantage of contracts obtained by either entity. 
 

 
11. Is the quality assurance program of the assessment office adequate? 

 
Answer:  Yes.  Quality Control (QC) procedures are vital to the PAO operations and 
work product.  QC and accountability are essential responsibilities for every department, 
position, and process.  The following is the PAO ñCommitment to Qualityò and is also 
noted in the Deputy Handbook as policy #110 (Figure 11.1): 
 
 
 

 
 

For each of the items on the checklist in table 2-3, describe the program(s) or 
practice(s) that demonstrate an effective quality assurance program. A not applicable 
answer may be acceptable if a reasonable explanation is provided as to why the 
program or practice is not applicable to your jurisdiction. Include statistical reports and 
any other documentation that are a part of these programs or practices as exhibits.  

Figure 11.1: Commitment to Quality Policy #110 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.3%20Request%20for%20Proposal.pdf
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FIGURE 2-3. QUALITY ASSURANCE CHECKLIST 

 
 

PROGRAM OR PRACTICE 
 

 
APPLICABLE 

(Y/N) 

 
PRESENT 

(Y/N) 

 
ADEQUATE 

(Y/N) 

 
COMMENT 

1. Staff recruitment, 
selection, and 
training reinforce 
quality assurance. 

Y Y Y Staff recruitment begins with an updated job 
description for each position, noting the essential 
duties, responsibilities, quality control requirements, 
skills and education required.  To facilitate the 
interview and selection process, pre-employment 
testing unique to the position is conducted to verify 
required skills and knowledge.  Upon hire, one-on-one 
training is performed to ensure consistency of a quality 
work product.  Staff members shall always endeavor to 
maintain high quality standards.  

2. Staff are required 
to adhere to ethical 
standards.  The 
office provides 
needed guidance 
and deals promptly 
and effectively with 
ethical problems. 

Y Y Y Each new staff member and contract laborer is 
required to read, sign and abide by the provisions of 
the Code of Ethics policy (5 pgs. Exhibit 2-9.4).   In 
addition, all new staff members are required to sign a 
Loyalty Oath before they are deputized to act on the 
behalf of the PAO (Exhibit 2-11.1).   Ethical problems 
are rare, but should they occur, the PAO considers 
counseling, further training, disciplinary action up to 
and including dismissal. 

3. The officeôs 
organization 
reinforces quality 
assurance. 

Y Y Y Quality control and accountability are evident in many 
aspects of the PAO organization including processing 
procedures, written documents, data entry procedures, 
value conclusions, annual performance reviews, 
budget and financial reporting, etc.  A dedicated full-
time position oversees quality control for data and tax 
roll processing, and has responsibility for the highest 
degree of accuracy (2 pgs. Exhibit 2-11.2). Quality 
control is part of every staff memberôs job 
responsibilities.  The individual departments use the 
Microsoft SQL Server Reporting Services to maintain 
the quality control reports used throughout the year for 
their specific department (Exhibit 2-11.3) and (Exhibit 
2-11.4). 

4. The officeôs 
computer system 
design reinforces 
quality assurance. 

Y Y Y The PAO computer system is designed to reinforce 
quality assurance on multiple levels. As an example, 
quality assurance takes place during the data input 
process.  Data fields in the CAMA system are set up to 
only accept appropriate data (e.g. building square feet 
can only be positive whole numbers and will not allow 
another format).  This reduces the percentage of errors 
and improves quality. Quality assurance also takes 
place after the input process is complete and the 
account is ready to be valued.   
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.4%20Code%20of%20Ethics%20Policy.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.1%20Loyalty%20Oath.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.2%20Job%20Description%20for%20Asst.%20Director%20of%20Quality%20Control.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.3%20SQL%20Server%20Reporting%20Services.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.4%20Customer%20Serv%20Dept%20SQL%20Server%20Reporting%20Services.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.4%20Customer%20Serv%20Dept%20SQL%20Server%20Reporting%20Services.pdf
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During this process the calculation engine will notify 
the user if the account does not have all the required 
data to generate a valid valuation. If not corrected, this 
error will be displayed during the initial tax roll 
processing phase. Quality assurance reports have 
been developed and are executed during the tax roll 
process. Checks and balances have been developed 
to replicate the review process performed by the 
FDOR in order to find and correct these problems prior 
to roll submission. 
 

5. Standards of 
performances are 
formalized. 

Y Y Y Annual performance reviews are submitted using the 
Performance Now software program.   The purpose of 
the program is to facilitate performance tracking and to 
establish measureable goals, as well as to write 
complete and effective performance reviews.   
This pre-determined format ensures consistency 
across all departments (2 pgs. Exhibit 2-11.5).  As an 
example, individual quality standards (error rates) are 
tracked monthly in the Data Processing Department 
(Exhibit 2-11.6). 
 

6. Procedures are 
documented. 

Y Y Y Procedures and processes are well documented 
across all departments.  In most cases, the standard 
operating procedure (SOP) format includes screen 
shots as well as itemized content.  SOPs are 
completed or revised as new processes are 
incorporated or modified (7 pgs. Exhibit 2-11.7), (4 
pgs. Exhibit 2-11.8), and (3 pgs. Exhibit 2-11.9).  
The ongoing goal is to have all procedures well 
documented in SOP format.  Departments maintain 
their SOPs in a shared electronic file for ease of 
access and immediate reference for all department 
staff members (Exhibit 2-11.10).   
 

7. Data maintenance 
programs reinforce 
quality assurance. 

Y Y Y The CAMA system is linked with a comprehensive 
records management application that maintains an 
immense amount of data that pertains to a particular 
property or business account. This dual application 
system also processes and calculates values and the 
qualified exemption amount from this data. Within the 
records management application is an event history 
that logs significant changes or updates made to the 
account. This application also builds and maintains the 
tax rolls and exemptions. Any change made on a 
property that will affect its value on the tax roll will also 
generate a correction process that is tracked and 
stored so that it can be reviewed.  
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.5%20Performance%20Now%20Example.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.6%20Data%20Processing%20Tracking.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.7%20SOP%20Example%201.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.8%20SOP%20Example%202.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.8%20SOP%20Example%202.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.9%20SOP%20Example%203.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.10%20SOP%20in%20Shared%20Electronic%20File.pdf
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All historical postings on the tax roll are stored and can 
only be overwritten by the Tax Roll Manager. As a 
value revision is made, it will generate a new column 
of tax roll value data located to the right of the 
previously certified value (Exhibit 2-11.11). The CAMA 
application is used to maintain all characteristics that 
relate to and have an impact on the market value of 
the property or business account. This system 
maintains historical records of the account each time 
its value has been certified. 
 

8. Data security 
procedures 
reinforce quality 
assurance. 

Y Y Y The PAO maintains data security and integrity 
including an audit trail of changes in records that affect 
assessments.  Data security and integrity for the 
CAMA system is managed by setting ñpermissionò 
roles which correspond to a staff memberôs assigned 
job duties and requirement to access and edit data.   
 
The permission roles are associated with a specific job 
duty and are assigned based on the user account.  In 
addition, the application login/password ensures the 
correct employee is utilizing the correct role and 
permission set.  For example, ñGeneral Appraiserò is 
one role set up in the CAMA system.   
 
The permissions set for this role provides the user with 
access to perform valuation edit and changes, but 
restricts this user from performing assessment roll 
processing functions.  The assessment roll processing 

functions are designated to the ñAdministratorò role 
(Exhibit 2-11.12).   

9. The valuation 
program reinforces 
quality assurance. 

Y Y Y A report called ñMonitor Batch Processesò audits all 
changes made within the CAMA system (Exhibit 2-
11.13).  The ñView Roll Corrections Queueò audit 
report shows all changes and/or corrections which 
specifically affect the current assessment roll (Exhibit 
2-11.14).  See item #10 below for further explanation.  
   

10. Valuation accuracy 
is monitored 
regularly using a 
flexible ratio study 
program. 
 

Y Y Y The CAMA application has a built in ratio study 
program known as the CAMA Analysis. This ratio 
study is run at the neighborhood level by the appraiser 
who has conducted the valuation of the neighborhood. 
The analysis report is then signed off by the 
department manager indicating the neighborhood 
statistics have been reviewed and confirmed. This 
procedure of regularly running ratio studies on the 
neighborhood level improves consistency and 
accuracy of ratios when analyzed.  
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.11%20Tax%20Roll%20Correction%20Maintenance.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.12%20Administrator%20Role.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.13%20Monitor%20Batch%20Processes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.13%20Monitor%20Batch%20Processes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.14%20View%20Roll%20Corrections%20Queue.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.14%20View%20Roll%20Corrections%20Queue.pdf
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11. Management 
communicates 
quality assurance 
expectations. 

Y Y Y A Deputy Handbook outlining all office policies is 
provided to newly hired staff and quality assurance 
expectation is included in all job descriptions.  A 
Commitment to Quality policy is in the forefront as 

policy #110 (Exhibit 2-8.5).  Annual performance 

reviews include quality as a performance competency.  
The staff memberôs work product quality is measured 
based on the following five criteria: (1) demonstrates 
accuracy and thoroughness, (2) displays a 
commitment to excellence, (3) looks for ways to 
improve and promote quality, (4) applies feedback to 
improve performance, and (5) monitors own work to 
ensure quality (Exhibit 2-11.15).  
 

12. Management takes 
appropriate 
corrective action 
when potential or 
actual quality 
problems surface. 

Y Y Y Managers along with their department staff members 
work very hard for quality assurance.  Should a quality 
issue surface, corrective measures are taken and 
communicated immediately.  The Property Appraiser 
and management are committed to an open door 
policy and encourage staff members to bring them any 
concerns and suggestions they may have. 
 

13. The office listens to 
taxpayers and 
other stakeholders. 

Y Y Y Well trained staff members are available to meet with 
property owners to listen to their concerns, and answer 
questions.  In addition, the public can email inquiries to 
info@pa.martin.fl.us or use the ñContactò button link on 
the website (Exhibit 2-11.16).  After standard business 
hours, the public may leave a voicemail message on 
the after-hours phone line so that staff may return the 
call immediately on the next business day.  The public 
is encouraged to provide feedback regarding their 
experience while at the PAO.  Customer comment 
cards, titled ñHow Are We Doingò, are available to 
visitors at all office locations (Exhibit 2-11.17). 
 

14. Management 
periodically 
commissions 
procedural audits. 

Y Y Y The PAO has commissioned procedural reviews/audits 
for items such as applying hurricane damage value 
adjustments, salary and benefit studies, and PAO staff 
usage of a State provided confidential database.  In 
addition, the PAO frequently solicits peer reviews from 
other Florida Property Appraiser offices and FDOR 
regarding various office procedures.  A Certified Public 
Accounting firm conducts procedural financial audits in 
the following areas:  cash disbursements, receipts and 
investments, budgeting, and books, records and 
reports.  
 

 
  

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-8.5%20Deputy%20Handbook%20Policy%20Number%20110.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.15%20Quality%20Performance%20Competency.pdf
mailto:info@pa.martin.fl.us
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.16%20Contact%20Button%20Link%20on%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.17%20Comment%20Card.pdf
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file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.11%20Handbook%20Policy%20Update%20Memo.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.12%20Performance%20Review%20Schedule.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-9.13%20Weighting%20Calculation%20Details.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.1%20Purchase%20Requisition%20Form.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.2%20Purchase%20Order.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-10.3%20Request%20for%20Proposal.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.1%20Loyalty%20Oath.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.2%20Job%20Description%20for%20Asst.%20Director%20of%20Quality%20Control.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.3%20SQL%20Server%20Reporting%20Services.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.4%20Customer%20Serv%20Dept%20SQL%20Server%20Reporting%20Services.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.5%20Performance%20Now%20Example.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.6%20Data%20Processing%20Tracking.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.7%20SOP%20Example%201.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.8%20SOP%20Example%202.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.9%20SOP%20Example%203.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.10%20SOP%20in%20Shared%20Electronic%20File.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.11%20Tax%20Roll%20Correction%20Maintenance.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.12%20Administrator%20Role.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.13%20Monitor%20Batch%20Processes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.14%20View%20Roll%20Corrections%20Queue.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.15%20Quality%20Performance%20Competency.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.16%20Contact%20Button%20Link%20on%20Website.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%202-11.17%20Comment%20Card.pdf
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Chapter Three: Computerization 
 
1.  Is there at least one computer workstation (terminal or personal computer) for 
each appropriate staff member? 
 

Show that most or all staff members have unimpeded access to a workstation. 

 
Answer:  Yes.  All staff members are assigned a computer workstation and have 
unimpeded access to the Computer Assisted Mass Appraisal (CAMA) system, Microsoft 
Office Suite, and other tools necessary to carry out assignments for their specific 
function.  Each computer desktop is imaged and backed up on a regular basis.  In the 
event of a hardware failure, a staff member may continue to work with minimal 
disruption by remotely accessing their imaged desktop from another workstation. 
 
Each computer workstation has two, and if necessary, three monitors to facilitate the 
work process.  Having multiple applications open and visible provides for work 
processing efficiency. 
 
Four terminals located in the reception area are available for public access to the 
Property Appraiser Office (PAO) website. 
 
 
2.  Does the infrastructure provide for the following services? 
 

Briefly describe: 

¶ Access to high speed and specialized printers (i.e. color, large documents, 
etc.) 

¶ Backup procedures including off-site and recovery procedures 

¶ Access to the internet and productivity enhancing software (i.e. email, 
spreadsheets, database analysis, statistical analysis, etc.) 

¶ Access to data and programs are secured to certain designated office staff 
and the public to prevent improper access or use 

Describe typical response time for routine data entry, routine internal inquiry, public 
inquiry, and major batch production such as assessment roll generation 

 
Answer:  The PAO consolidated its computer and network systems and resources with 
that of the Martin County Information Technology Services (ITS) (22 pgs. Exhibit 3-
2.1).  This allows the PAO to focus its efforts on producing the tax roll, rather than 
managing information technology systems.  It also provides cost savings.  The PAO 
values its partnership with Martin County and its support and management of the 
infrastructure.  ITS manages the following services: 
 
 
 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.1%20Martin%20County%20ITS.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.1%20Martin%20County%20ITS.pdf
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¶ Access to high speed and specialized printers (i.e. color, large documents, 
etc.):  
 
o All staff members have the ability to print projects of all sizes to a high speed, 

black/white, multi-purpose machine (Exhibit 3-2.2).  Three machines are 
available at the main office and one machine is at the Hobe Sound branch office.  
Local printers are also available in some departments. 

o Management staff members are assigned a dedicated printer located in their 
office (Exhibit 3-2.3). 

o Three, full-color printers are available for printing smaller size maps and other 
documents requiring color printing (Exhibit 3-2.4).  

o A plotter is available to print 24òx 36ò color maps (Exhibit 3-2.5). 
o A large document scanner is available to scan documents as large a 36ò wide 

(Exhibit 3-2.6).  Both the plotter and large scanner are centrally located, for all 
staff access. 

o Martin County ITS manages a print server which allows for ease of administration 
and installation.  Should a hardware failure occur, an alternative printer can be 
made quickly available to the user.  Martin County ITS maintains the PAO printer 
directory (Exhibit 3-2.7).  Printers are added to a computer via script on login, 
based on the computer location in the Microsoft Active Directory.    
 

¶ Backup procedures including off-site and recovery procedures:  Automated 
backup procedures are managed by ITS and are used to recover lost or corrupt data 
files.  Netapp storage and Netapp products are used to back up the CAMA and other 
system databases and immediately replicate the backups at a secure, offsite 
location.  This applies to all of the databases located on the PAO production server. 
Should a disaster strike the primary site, the actual production virtual server and 
latest version of the databases can be recovered.  Automated backups are 
scheduled several times a day.    

Network files are also backed up using Netapp snapshot.  These backup files are 
retained for eleven weeks, and are also replicated to a secure, offsite location.  Data 
is not stored locally on a staff memberôs computer. 

 

¶ Access to the internet and productivity enhancing software (i.e. email, Excel 
spreadsheets, database analysis, statistical analysis, etc.):  Staff members are 
provided access to applications that enhance productivity and are cost effective.   
 
The following are examples of product enhancing software currently used by staff:  

o Internet Explorer as a default web-browser for using the internet to conduct 
research.   
 

o Microsoft Office Products:  

¶ Outlook: For internal and external email communications.  Also provides 
calendar creation to assist with process and procedure management. 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.2%20High%20Speed%20Multi-Purpose%20Copier.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.3%20Desktop%20Printer.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.4%20Color%20Printer.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.5%20Color%20Map%20Plotter.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.6%20Large%20Document%20Scanner.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.7%20Office%20Printer%20Directory.pdf
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¶ Word:  word processing tool. 

¶ Excel:  spreadsheet analytical tool. 

¶ Access:  database creation/reporting tool. 

¶ Powerpoint: presentation slide show creation tool. 

o SQL Server Manager is provided to designated staff for writing queries and 
performing maintenance of the CAMA database.  

 
o Visual Studio is provided to designated staff for report development.  Written 

reports are then available to the end users through a report manager site. 
 

¶ Access to data and programs are secured to certain designated office staff 
and the public to prevent improper access or use:  Access to data and CAMA 
programs are authenticated in two ways.  First, the user must sign into the domain.  
Microsoft Active Directory is used to authenticate user accounts, and password 
policies require certain complexity and password expiration dates.    

Second, in order to further access the CAMA system, a second account must be 
configured.  This second account is assigned a ñpermissionsò role and is based on a 
staff memberôs assigned tasks.  For example, to create a new user, the permission 
role is limited to system administration staff.  Public computers located in the 
reception area are stand alone, and therefore are not on the domain.  They are 
configured with limited permissions, and have an external internet connection to 
view the PAO website.   

 
The typical response time for routine data entry, routine internal inquiry, public inquiry, 
and major batch production such as assessment roll generation is as follows:  

 

o On average, data processing staff enters data for about sixteen real property field 
inspections per day.  Data entry quantities are tracked on the Data Input 
Summary Spreadsheet (Exhibit 3-2.8). 

o Processing time for an internal report request is dependent on the scope of the 
request.  In most cases, a solution is available in two to three days. 

o Public report requests are usually completed in about two to three days.  Should 
additional time be needed to complete the project, the requestor is contacted with 
an estimated completion date.  

o Assessment roll generation is initiated two weeks prior to the roll certification due 
date.  This allows processing time (which alone may take up to three to four 
days) and quality control report generation.  Quality control reports are then 
reviewed to ensure an accurate tax roll is provided to the Florida Department of 
Revenue (FDOR).   

 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-2.8%20Data%20Input%20Summary%20Spreadsheet.pdf
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3.   Is the system based on a database management system (DBMS) ï preferably a 
relational DBMS ï that provides integration possibilities with other applications 
not provided by the base system? 

 
Answer:  Yes.  The PAO CAMA system is a relational Database Management System 
(DBMS) running on Microsoft SQL Server.  Microsoft Access is used to integrate many 
other applications that are not provided by the base system, and have been developed 
either in-house or through a contracted vendor separate from the CAMA vendor.   
 

System Major Assessment Systems Description 
 

CAMA Government Records 
Management (GRM) Application 

This is the main application used for records 
management, assessment administration, and tax roll 
processing.  It uses direct data access to the GRM-
database. 
 

CAMA Proval Application This is the Real Property CAMA system used by the 
appraisers for valuation processing.  It uses direct data 
access to the GRM-database. 
 

CAMA MPPV Application (Manatron 
Personal Property Valuation) 

This is the Personal Property CAMA system used by the 
appraisers for valuation processing.  It uses direct data 
access to the GRM-database. 
 

CAMA Working with GRM (Microsoft 
Access Database) 

This is an Access database that is set up to provide ad-
hoc report writing capabilities using the GRM-database. 
The GRM-database is linked to the Access database to 
allow reporting of information but does not allow editing 
of the data. 
 

CAMA Homestead Express (Microsoft 
Access Database) 

This is an Access database that tracks and processes 
homestead and other exemption applications.  It is 
linked to the Homestead Express database which uses 
a daily post over file process from the GRM-database.  
 

CAMA Exemption Compliance 
(Microsoft Access Database) 

This is an Access database that tracks and researches 
exemption compliance investigations.  It is linked to the 
GRM-Extract database which uses a daily post over file 
process from the GRM-database. 
 
 
 
 

Prepare a table that lists your major assessment systems (e.g., CAMA, assessment 
administration, GIS), and the products that are interfaced with each major system 
(including each other), and provides a brief description of the type of interface for each 
product (e.g., direct data access, postover file, custom programming, and so on). 
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CAMA/GIS Parcel Analyst application This is a GIS-Appraisal Analyst tool used by the 
Appraisal department to combine CAMA system data 
and aerial map information.  It uses direct data access 
to the GRM-database for the CAMA information and 
uses a post over file process for the mapping 
information which is done in shape file format. 
 

GIS GIS (Geographical Information 
Systems) Applications ï (Arc-
Map & Arc-Catalog) 

This is the mapping application used to edit the base 
parcel line layer used in the County.  It uses direct data 
access to the SDE Database on an Oracle Server. 
 

WEBSITE Governmax  website This is the CAMA system vendorôs website service that 
hosts the search function on the PAO website.  The 
CAMA system vendor pulls information from the GRM 
database through an extract process and displays it in 
an easy to use, searchable format. 
 

 
4.  Does the assessment office maintain data security and integrity including an 
audit trail of changes in records that affect assessments? 
 

Provide a sample page from your primary Audit Report including audit trail information 
and features. 

 
Answer:  Yes.  The PAO maintains data security and integrity including an audit trail of 
changes in records that affect assessments.  Data security and integrity for the CAMA 
system is managed by setting ñpermissionò roles which correspond to a staff memberôs 
assigned job duties and requirement to access and edit data.  The permission roles are 
associated with a specific job duty and are assigned based on the user account.   
 
In addition, the application login/password ensures the correct employee is utilizing the 
correct role and permission set.  For example, ñGeneral Appraiserò is one role set up in 
the CAMA system.  The permissions set for this role provides the user with access to 
perform valuation edit and changes, but restricts this user from performing assessment 
roll processing functions.  The assessment roll processing functions are designated to 
the ñAdministratorò role (Exhibit 3-4.1). A report called ñMonitor Batch Processesò 
audits all changes made within the CAMA system (Exhibit 3-4.2).  The ñView Roll 
Corrections Queueò audit report shows all changes and/or corrections which specifically 
affect the current assessment roll (Exhibit 3-4.3).  
 
 
 
 
 
 
 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-4.1%20Administrator%20Role.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-4.2%20Monitor%20Batch%20Processes.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-4.3%20View%20Roll%20Corrections%20Queue.pdf
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5.  Does the computer system adequately address issues of security and privacy? 
 

Identify legislated and other data security and privacy requirements, and briefly 
describe the office policies, actions, password security on key systems, and other 
safeguards used to maintain security and privacy. 

 
Answer:   Yes.  Office policies and actions address computer system security and 
privacy requirement.   
 
¶ The use of permission roles is one way the PAO addresses legislative requirements 

to protect the confidentiality of tangible personal property returns per F.S. 193.074 
(Exhibit 3-5.1).  For example, permission roles are used to limit access to the 
tangible personal property application, which maintains confidential business return 
information.  Only the employees authorized to review and work this confidential 
information are assigned the necessary permission role required to access the 
application. 

¶ Pursuant to Florida Statutes, sections 119.071(2)(h)1, 119.071 (2)(j)1, 
119.071(4)(d)1-6 (Exhibit 3-5.2) and 493.6122 (Exhibit 3-5.3), a ñflagging systemò 
is used to mask all personal information for the flagged confidential owner.  The 
information will display as ñconfidential ownerò on the internal system and the record 
will be omitted completely from all public web-files or exports.  A Confidential Record 
Request Affidavit is available on the website for qualifying owners (2 pgs. Exhibit 3-
5.4).  

 
6.  Does the system provide query/reporting tools to allow advanced users to 
work independently of programming personnel in addressing needs that had not 
been anticipated at the time the system was first installed? 
 

Briefly describe the ad hoc report writing programs and capabilities available to the 
assessment office. 

 
Answer:  Yes. The system provides several options for generating ad hoc reports. The 
following options accommodate both advanced and novice users: 

¶ Microsoft Access Database (working with GRM):  This Access database has a link to 
the CAMA tables needed to generate reports based on the data within the CAMA 
applications.  It provides a fairly simple Graphical User Interface (GUI) that allows 
the creation of custom reports for those that have a medium skill level and 
knowledge of the fields and tables needed for their report. 

¶ SQL Server Reporting Services:  This is a report generation software system from 
Microsoft that allows an advanced report writer to create queries using SQL Server 
Management Studio.  Appraisers and other staff members have the ability to request 
a custom report.  Once the report writer has completed the report request, the report 
is made available on the PAO website so that all end users can run the reports when 
needed.  An option is also available to set up subscriptions that allow the reports to 
be automatically generated and e-mailed at specified intervals. 

file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-5.1%20F.S.%20193.074%20Confidentiality%20of%20Returns.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-5.2%20F.S.%20119.071(4)(d)%20Exemptions%20from%20Inspection%20of%20Public%20Records.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-5.3%20F.S.%20493.6122%20Information%20about%20Licensees;%20Confidentiality.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-5.4%20Confidential%20Records%20Request%20Affidavit.pdf
file://pa.martin.fl.us/dfs/pa_dept/Shared/CEAA/CEAA%20-%20Resubmission/Exhibits/Exhibit%203-5.4%20Confidential%20Records%20Request%20Affidavit.pdf
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¶ SQL Server Management Studio:  This software application provides access to all 
components within the SQL Server.  For advanced report writers, this offers all the 
tools necessary to instantly generate custom ad hoc reports.  Appraisers and other 
staff members can request a custom report.  Once prepared by a report writer, the 
report can be copied into many different formats with Excel being the most common 
format. 

7.  Does the computer systems support multiyear processing? 
 

Briefly describe how multiyear processing is handled by your CAMA system. 

 
Answer:  Yes. The CAMA system supports multiyear processing by using ñeffective 
datingò to manage which tax roll year is affected by changes made in the application 
(Figure 7.1).  By default, the effective date is set to the current date.  The default year 
can be adjusted per user or be set system-wide in order to force users to work in the 
upcoming tax roll year (Figure 7.2).  Should a user need to make a change in a prior 
year tax roll, such as to enter an adjustment for a VAB decision, the user will be 
required to go into history and post a change with an effective date from the prior year.  
Another advancement that enhances multiyear processing is the capability to create 
ñfuture property recordò cards.  This enhancement provides the ability to immediately 
process collected field data for a future tax year in a timely manner, rather than delaying 
the data entry until a new effective year has been established in the system.  A ñfuture 
cardò is now stored in the system until it is ñpromotedò into the current card once a new 
tax year is established. 
 

 
 

 
 
 
 

Figure 7.1: Effective Date Data Entry Screen 
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8.  Does the office provide public web access to information and services? 
 

If applicable, briefly describe the web information and services your office provides, 
including examples of key elements available on your site. 

 
Answer:  Yes.  The PAO website (www.pa.martin.fl.us) provides the public with 
valuable information and services.   Every effort is made to keep the content current. 
Using the website development software Joomla, changes to information can be made 
quickly, and alerts and special notices can be posted on the home page.  This allows 
the public to see the changes immediately.   
 
Website usage by the public significantly reduces phone calls and inquiries to the office.  
The website is also an efficient means of making the PAO and information and data 
available to the public 24 hours a day, 7 days a week.  The most used sections of the 
website are featured as ñquick linksò in the upper right hand corner of the site (Figure 
8.1): 

¶ Property and Maps and Searches 

¶ Property Tax Estimator 

¶ Homestead Exemption 

¶ Frequently Asked Questions 
 
 
 
 
 

Figure 7.2: Default Effective Tax Year Data Entry Screen 

http://www.pa.martin.fl.us/
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