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I. Introduction 

 
The City of Watertown is requesting proposals from qualified assessment firms (“Assessor”) to perform 
the duties of Assessor for the City of Watertown, Wisconsin (hereafter, referred to as “City”) for the 
years 2022‐2025. The City is seeking a firm to serve as its statutory assessor and to provide annual 
maintenance work in a competent, timely, efficient, and cost effective and customer service-oriented 
manner. In addition to these core services, the City is also requesting bid for a City‐wide revaluation to 
be completed in time for the 2022 tax levy year which is explained in more detail in a below section. 

 

A. Program Goals 
 

The following statement of goals outlines the City’s overall desires for the results of its tax assessment 
program. 

1. Provide tax assessment services that are technically sound – free from errors and defensible 
from an equity standpoint. 

2. Utilize assessor services in a way that meets the needs for both ongoing maintenance and 
revaluation in a cost‐effective manner. This may mean that large revaluation projects are 
avoided completely by more aggressively maintaining equity on an ongoing basis. 

3. Provide a level of customer service that is consistent with the expectations for other  City 
services. Assessors will endeavor to work seamlessly with City staff to achieve this. 

 
B. Addenda, Rejection, Cancellation, Preparation Cost 

 
The City reserves the right to revise any part of this RFP by issuing an addendum at any time 
prior to the submittal deadline. The City reserves the right to accept or reject, in whole or part, 
all proposals submitted and/or to cancel this announcement if any such action is determined to 
be in the City’s best interest. All materials submitted in response to this RFP become the 
property of the City. The City will not be responsible for costs associated with preparing 
proposals. By submitting a proposal, each Assessor agrees to be bound in this respect and 
waives all claims regarding such costs and fees. 
 

 

II. City Background 

The City of Watertown, in Dodge and Jefferson Counties, has an estimated 2020 population of 23,800.  
The 2020 Equalized Value (including manufacturing and TID) for the City is $1,647,721,800. The City has 
four active Tax Incremental Financing Districts and is expected to add one more prior to the 2022 tax 
levy year. The assessment ratio for 2020 was approximately 82.8% for the Jefferson County section of 
Watertown and 81.7% for the Dodge County section of Watertown in total for all property classes. 
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The City has the following parcel counts (2020 Statement of Assessment): 

 
 Dodge County Jefferson County Total Municipality 
 Parcels Improved Parcels Improved Parcels Improved 

Residential 2657 2518 4315 4128 6,972 6,646 
Commercial 132 108 576 513 708 621 

Manufacturing 1 1 50 45 51 46 
Agricultural 20  45  65  

Undeveloped 5  13  18  

Ag Forest 0  1  1  

Forest Lands 0  1  1  

All Others 0 0 2 2 2 2 

Total 2815 2627 5003 4688 7,818 7,315 

 
The 2020 Statement of Assessment indicates that the City has 565 (111 Dodge/454 Jefferson) 
Personal Property accounts. The City has 437 tax exempt properties (108 Dodge/329 Jefferson). 

 

The last full, City‐wide revaluation was completed in 2012. No exterior or interim market updates 
have been conducted since then. 
 

 

III. Anticipated Scope of Assessment Services Work 

The City of Watertown desires to form a strategic partnership with the selected Assessor in a way that 
best utilizes City resources and creates a seamless delivery of service from the perspective of our 
customers. 

 
The Appraiser shall be the statutory assessor for the City of Watertown and complete in a professional manner 
all the work required under this proposal in accordance with the Wisconsin State Statutes. The Appraiser shall 
complete the assessment work of all taxable real and personal property within the City for 2022, 2023, 2024, 
and 2025 assessment rolls. It is anticipated that the selected Appraiser will begin work under contract October 1, 
2021 and continue through December 31, 2025. 

 

The City is open to recommendations and alternative options to the scope listed below. This may 
include multiple alternatives, as long as each alternative also includes a cost estimate as an option. 
Some of the alternatives may include various methods and timing for accomplishing equitable 
valuations throughout the City, from aggressive yearly maintenance to neighborhood‐level market 
updates, or anything in between. These options should be called out separately and have a separate 
cost associated with each one. 

 
A. Specific Assessor Services Required 

 

1. Assessor will perform all of the work required to properly and professionally assess the 
real and personal property of the City in accordance with applicable Wisconsin State 
Statutes and in full compliance with all rules and regulations officially adopted and 
promulgated by the Wisconsin Department of Revenue. The Assessor shall designate a 
qualified and responsible employee to supervise the operation of the Assessor’s staff for 
the entire contract period. The individual shall be certified (at a minimum) Assessor Level II 



Page 5 of 17 

 

 

or Assessor Level III. The individual designated as such shall be available to the City for the 
entire contract. Should the supervisor be reassigned, that person shall be replaced by an 
equally qualified individual, subject to review and approval of the City. 

 

The Assessor shall report to and be accountable to the Mayor or his/her designee. The 
Assessor shall meet with the Mayor or designee on a regular basis to discuss the progress 
of the work and to review the data and the reports completed. The City reserves the right 
to inspect the data and the progress of the work performed at any time without limitation. 

 
2. The Assessor shall maintain a local or toll-free telephone number to receive calls from the 

City Officials or property owners. The Assessor shall timely respond to all telephone 
inquiries within one business day.  

 

3. Assessor will provide an email address for City officials and property owners to contact 
the Assessor during regular business hours, Monday through Friday, and shall return 
emails and calls within one business day. 

 
4. Assessor will field review and assess all properties that were under partial 

construction as of January 1st of the previous year. 
 

5. Assessor will field review and assess new construction as of January 1st of the 
current year. 

 

6. Assessor will perform interior inspections on all newly constructed homes, partially 
constructed homes from the previous year, any interior remodeling including kitchen, bath, 
basement remodeling, and additions. 

 
7. Assessor will field visit and measure all properties with building permits for exterior 

remodeling and for detached buildings and decks, air conditioning, and other 
miscellaneous permits. 

 
8. Assessor will field review as deemed necessary sale properties and properties for which 

no building permit has been issued. 
 

9. The Assessor will be diligent in discovering and assessing all personal 
property.  

 
10. The Assessor will mail out State approved Personal Property Forms to all holders of 

personal property in the City by January 15th of each year, audit the returned forms, and 
place the new values in the assessment roll. Assessor will collect the name and address of 
each personal property contact person, separate from the business name. The Assessor 
shall provide a doomage listing to the Clerk/Treasurer or his/her designee prior to the 
Open Book review. 

 
11. Assessor will account for all buildings destroyed or demolished. 

 
12. Assessor will implement use value assessments of agricultural lands per specifications set 

forth by the Wisconsin Department of Revenue. 
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13. The Assessor will be responsible for determining whether an organization or individual 
meets the requirements for exemption in determining a property's tax exempt status.  

 
14. Assessor will assist City staff to process parcel subdivisions, lot line adjustments, new 

subdivision plats, certified survey maps, and any other land divisions. 
 

15. Assessor will take digital photographs of new construction on or about January 1st 
annually, and also during the review process if needed. 

 
16. Assessor will maintain and annually update property owner lists with current name 

and address changes. 
 

17. Assessor will post assessments to real estate transfer returns and record sale 
information to property record cards electronically. 

 
18. Assessor will electronically update all property owner record cards with new legal 

descriptions on at least an annual basis. 
 

19. Assessor will mail Notice of Assessment to property owners and others as required 
by State Statutes. 

 
20. Assessor will conduct Open Book sessions in accordance with Wisconsin State Statutes.  

 

21. The Assessor will be responsible for preparing for the annual Board of Review hearing 
proceedings as required by State Statutes prior to May of each year. The Assessor shall 
work with the City Clerk to arrange for the hearings. The Assessor will attend the Board of 
Review hearings, serve as City staff at the hearings and defend the valuations and work 
products. The Assessor will promptly and adequately follow up and respond to any appeals 
made at the Board of Review hearing, incorporating assessment modifications as approved. 

 
22. The Assessor shall update the assessment computer records within fourteen (14) days of 

the final adjournment of the Board of Review. 
 

23. The Assessor will be responsible for providing the Wisconsin Department of Revenue with 
final reports as required by the DOR. 

 
24. Assessor will coordinate with the Dodge and Jefferson County Real Property Listing 

offices to facilitate the digital and manual transfer of data and values. 
 

25. Assessor will place property assessment records on the web for access to the public. This 
may be accomplished through the City’s existing online resources or through the 
Assessor’s software package. 

 

26. The Assessor shall also collaborate with City staff to perform all other duties incidental to 
the normal duties of the assessor, including, but not limited to, reports necessary for the 
tax incremental financing districts (TIDS), coordinating payments in lieu of tax and a top 
taxpayer report with the Clerk/Treasurer, tracking omitted property values for future rolls, 
work associated with ag use conversion notices, municipal boundary agreements and 
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cooperating with/coordinating responses to requests for open records. 
 

27. All assessment files and records created and data collected by the Assessor shall remain 
the property of the City. Records shall not be removed from City premises without the 
written permission of the City. 

 
28. All records shall be converted to and stored in a digital format 

 

29. The Assessor shall be available to attend, upon the request of the Mayor, or other 
department head, other prescribed meetings upon reasonable prior notice.  

 
30. The Assessor shall communicate openly and in a timely manner with proper City 

personnel and the public regarding assessment matters. The Assessor is encouraged to 
interface with the business and residential community and the media to provide greater 
clarity of the assessor's role in the property taxation and valuation process. 

 
31. The Assessor is expected to present a positive, professional image in conduct while 

interfacing with City staff and the public. 
 

32. All Assessor personnel shall carry proper photo identification to assure the public of their 
identity and purpose for gaining access to private property. 

 

33. The Assessor is not permitted to assign, subcontract, or transfer the work without the 
written permission of the City. 

 

34. All Assessor personnel providing services requiring Wisconsin Department of Revenue 
Certificates shall be currently certified in compliance with Wisconsin Statute 70 and 
Administrative Rules of the Wisconsin Department of Revenue. 

 
35. The Assessor will provide an update to the City with a listing of all personnel assigned. 

All personnel shall be approved by the City. Copies of each employee’s certificate shall 
be supplied to the City. 

 
36. The Assessor shall review any complaint relative to the conduct of his/her employee(s). If 

the City deems the performance of any of the Assessor’s employees to be unsatisfactory, 
the Assessor shall remove such employee(s) from working for the City upon written 
request from the City. 

 

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

 
38. The Assessor agrees to carry proper and sufficient insurance to cover loss of the City's 

records, as well as Assessor’s records in the process under this agreement which is in the 
possession of the Assessor. The Assessor shall not be responsible for the loss of records 
accidentally destroyed by fire, theft, or Act of God while kept in office space supplied by the 
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City. 
 

39. The Assessor shall be responsible for the proper completion of the assessment roll in 
accordance with State law. Final assessment figures for each property shall be provided by 
the Assessor to Dodge and Jefferson County in the appropriate electronic format, and the 
roll shall be totaled to exact balance between the County and the Assessor. The Assessor 
shall prepare and submit the Municipal Assessment Report (MAR) and the TID Assessment 
Reports to the Department of Revenue in a timely manner. 

 

40. The Assessor shall ensure that employees maintain strict confidentiality regarding all 
privileged information received by reason of this contract. Disclosure of this or any appraisal 
information to any individual, firm, or corporation other than appropriate public officials or 
their authorized agents is expressly prohibited. 

 

41. Materials and supplies, other than standard office supplies and postage identified below as 
City Obligations, necessary to perform the duties of the contract shall be the responsibility 
of the Assessor. 

 
42. The Assessor shall assist with the City Attorney and the City’s outside legal counsel with 

any legal challenges to property values, including claims for excessive assessment. 
 

43. The successful Assessor shall be required to execute a contract with the City that 
incorporates the information included in this RFP. 

 
 

B. Assessment Software 
 

The City of Watertown does not currently have its own assessment software.  The City is seeking 
Assessor proposals that include an updated system of the Assessor’s preferred/recommended 
choice. Assessment software proposed by Assessor must have the following attributes and abilities: 

 

1. A statistical package that includes descriptive statistics and regression analysis. The 
Assessor should be able to state that the values produced from the system are created 
from regression analysis and identify clients that have used these essential tools for 
valuation. 

 
2. Comparative sales reports that can be used to support individual assessments with 

adjustments shown to be derived from the regression analysis. 
 

3. Flexible cost and depreciation tables that can be adjusted to capture specific markets. For 
commercial properties, a system generated income approach to value. 

 
4. The ability to electronically export the completed assessment roll to the Dodge and Jefferson 

County Real Property Listing offices in the format required, eliminating any manual data entry 
of the completed roll. 

 
5. The ability to import "start‐up data" from the City's existing databases to avoid time/cost 

consuming initial data entry. 
 

6. Ability to communicate with City’s existing building permit record keeping which is 
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maintained in iWORQ. 
 

7. Sales data that can be kept, stored and accessed. 
 

8. Has the ability to maintain an ownership history. 
 

9. Maintains a separate sales listing file to record and store data on sale properties as of the 
date of sale. 

 

10. Has the ability to create a wide range of reports, including Assessment Roll, Assessor’s Final 
Report; and neighborhood attributes and values. 

 
11. Has the ability to run queries to locate specific data. 

 

12. Has an electronic sketch for each property. 

 
13. Uses standard database format, such as Microsoft Access, that can be read or easily 

converted to be read by other software packages and managed by Microsoft Sequel 
(SQL) Server. 

 
14. Assessor will collaborate with the City to maintain the database used, together with file 

maps and descriptions, and all associated digital photos. This database will remain the 
property of the City. 

 

15. Hard copy printouts for all parcels shall be provided and placed in existing hardcopy 
property record cards. The printout’s format and data provided shall be approved by the 
Department of Revenue and should contain the same data fields as shown on the PA‐500 
property record card as a minimum. 

 

16. The data should be capable of being uploaded to the City’s GIS system. 
 

Recommend Software: Within the proposal, the Assessor should clearly identify what 
software platform it intends to use during the engagement. In addition, the proposer shall 
clearly state the following: 

 
a) Cost of Software 
b) Cost of licensing or annual maintenance and who will be responsible for the same 
c) Software's ability to interface with the current software and records 
d) Assessor’s ability to convert the current data to the proposed software 

 
 

IV. Anticipated Scope of Revaluation Work 
A. Background and Details 

 
The last full, City‐wide revaluation was completed in 2012. The City fell below 90% for the first time in 
2018 at 88.69% in Dodge County and 87.06% in Jefferson County; in 2019, the ratios were 85.43% in 
Dodge County and 85.68% in Jefferson County; and in 2020, the ratios were 81.68% in Dodge County 
and 82.83% in Jefferson County. The City is seeking an assessor to do a full City-wide revaluation in time 
for the 2022 Tax Levy Year. 
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Within (30) days following award, the selected Appraiser must furnish the City with a performance 
bond, or other instrument of security acceptable to the City, equal in value to the sum of the 
revaluation contract. Said security instrument shall remain in force through the duration of the 
contract period and will be retained by the City until completion of the contract. 

 

B. Basic Scope 
 

Assessor understands that the project requires the complete reappraisal and revaluation of all 
taxable and non‐taxable real property within the corporate limits of the City of Watertown, 
Wisconsin. This data will be noted on the individual property record cards. All data and programs 
gathered will become the property of the City of Watertown.  

 
All work will be carried out and all forms, materials and supplies utilized by Assessor in this project shall 
conform to, and be carried out in accordance with, the Wisconsin Statutes. 

 
The values to be determined shall be the present true and actual value of each parcel of real property 
as that term is used in Chapter 70 of the Wisconsin Statutes. They shall be based upon recognized 
methods of appraisal and conform to Uniform Standards of Professional Appraisal Practices, as 
required by Wisconsin Statutes for the licensing and certification of all individuals involved in the 
appraisal of real estate. 

 

C. Specific Revaluation Service Requirement 
 

1. The firm shall obtain the name and correct address of the owner and block and lot number 
size or other identifying description of each parcel to be appraised from the appropriate 
County real property lister. 

 
2. The firm shall obtain the name and correct address for notices to be sent for changes, in 

assessed values from the appropriate County real property lister. 

 

3. The firm shall physically inspect 100% of the properties exteriors to be appraised and 
will carefully measure and list all improvements to be appraised. 

 

a. The Appraiser will check all improvements and furnish a complete outline sketch to scale of 
the major buildings showing all additions, porches and appendages with dimensions and 
necessary identification on the existing record cards. All pertinent construction data of 
improvements will be entered on the appropriate property card. The date of inspection of all 
major buildings will be indicated on the record cards. 

b. Valuation of Improvements: 
1) The Appraiser shall consider the Cost Approach, Market Data Approach and 

Income Approach in the valuation of all improvements. 
2) In valuing improvements by the Cost Approach, replacement costs shall be 

derived from computer operated pricing systems approved by the City. 
3) In using the cost approach for agricultural outbuildings, the current 

replacement cost shall be determined for all sound buildings. Buildings in poor 
conditions having little or no value shall be physically described and listed as 
having "No Value" or given an appropriate sound physical value. 

4) In using the cost approach for commercial improvements, or a computer‐ 



Page 11 of 17 

 

 

generated calculator, proper base costs shall be selected as appropriate and 
adjusted to adequately reflect variations from base building costs. 
 

5) Local modifiers shall be used in determining all current replacement costs. Local 
modifiers and costs appearing in the Assessor's Manual shall be adjusted when 
documented by an analysis of local current construction costs and market sales 
data. Records shall be prepared and left with the City of Watertown to account for 
any adjustments made. 

 
6) All accrued depreciation, including physical deterioration, functional obsolescence, 

and economic obsolescence, must be accurately documented by the market and 
deducted from current replacement costs. 

7) In the valuation of improvements by the Income Approach, adequate records shall 
be prepared for each improvement so valued showing the determination of value, a 
reconstruction of income and expenses, estimate of remaining economic life and 
capitalization rate. Capitalization rates used shall be accurately documented by the 
market. 

 
c. Determining Land Values: 

1) Unit value ranges per acre for each grade of agricultural land and swamp and 
timber land shall be determined from an analysis of sales and other available 
market data. Soil surveys and maps where available shall be used in the 
development of land unit values for agricultural lands.  In the analysis of unit value 
ranges per acre for each grade of fallow agricultural land, agricultural forest land, 
and undeveloped and productive forest land shall be determined from an analysis 
of sales and other available market data. Agricultural forest land and undeveloped 
land values shall be adjusted to 50 percent of full market value, per sec. 70.32(4), 
Wis. Stats. Soil surveys, where available, shall be used in the classification of land. 
Agricultural land shall be valued according to use, per sec. 70.32, Wis. Stats. In the 
analysis of sales, work forms shall be prepared for recording data on each sale 
analyzed and for correlating price data from the sales for the various classes of land 
and noting if land qualifies for use value or is fallow. Such forms shall be left with 
the municipality. 

 
2) Aerial photographs shall also be used in the evaluation and classification of 

agricultural, swamp and forest lands. GIS layers, where available, should be 
provided, showing ownership lines and acreage. The minimum acceptable product 
under this specification shall be the most recent aerial photographs available from 
the county, along with soil classification and grading lists and a listing of the unit 
values used (use‐value units for class 4 lands, market value units for fallow tillable 
and idle pasture, class 5, class 6 and class 7 lands). Aerial photographs shall be 
supplied, where necessary, by the appraiser and shall be left with the municipality, 
along with classification and unit values documentation. 

 
3) Basic unit values shall be determined for residential and commercial lands from an 

analysis of sales, rents, leases, and other available market data. In the analysis of 
market data, adequate records shall be prepared showing data collected and unit 
value determinations. Such records shall be left with the municipality. 

 
4) Having determined basic unit values the appraiser shall apply such to each 
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parcel, making adjustments to account for the particular characteristics of the 
parcel. Land computations shall be properly shown for each parcel on the 
property record cards, or computer‐generated data sheets. 

 
5) For residential and commercial lands, maps and schedules shall be prepared to 

indicate unit values used: e.g., by neighborhoods, and locations thereof to be left 
with the municipality. 

 
6) A copy of all charts, schedules, and tables, not previously referred to, including 

depth factor tables used in the valuation of the land shall be left with the 
municipality. 

 

d. Inspections / Appointments will be conducted between the hours of 8:00 A.M. and 7:00 P.M. 
Monday through Saturday, excluding holidays. 

 
e. The Appraiser shall use existing individual record cards for each parcel to be revalued. New 

cards approved by the Department of Revenue will be created during the revaluation 
 

f. All property owners will be given sufficient notice of changes in assessment, with an 
opportunity to review and discuss these changes with the Appraiser at informal hearings at 
City Hall. 

 
g. The Appraiser will target the revaluation at 100% of the full value in 2022 tax levy to meet 

statutory mandates. 
 

h. The Appraiser will attend all meetings of the Board of Review to explain and defend the 
assessed values and be prepared to testify under oath in regard to such values. In the event of 
an appeal to the courts, it is agreed that the Appraiser will be available to furnish expert 
testimony in defense of any of the assessed values. 

 
i. The Appraiser shall make a reasonable explanation to the City Staff throughout the revaluation 

in the use of procedures, standards, and records used for making property appraisals. 

 
j. The firm will provide a digital photograph of each improved and vacant parcel. Any unique or 

unusual properties may require more than one picture. 
 

k. All office supplies, postage and other supplies necessary to perform the duties of the contract 
shall be borne by the Appraiser. The use of City supplies under this section will be invoiced to 
the Appraiser and paid by the Appraiser prior to the final payment under the contract. 

 

D. City Obligations 

 
1. With guidance and support from the Assessor, the City Clerk shall publish required 

notices with the local media. This applies to Open Book and any other required notices. 

 

2. The City shall allow access by the Assessor to City records including, but not limited to, 
prior assessment rolls, sewer, and water layouts, building permits, tax records, building 
plans, records of special assessments, plats or any other maps and property files at no cost. 
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3. The City shall aid the Assessor with a reasonable promotion of public information 
concerning the work under this agreement. 

 

V. Proposal Requirements 

A. Proposal Content and Organization 
 

To achieve a uniform review process and a degree of comparability, the proposals should be 
organized in the following order and contain all of the following information: 

 
1. Firm and Contact Information: Identify the firm name and address. Provide the name(s) of 

the person(s) authorized to make representations for your firm, their title, address, email 
address, and telephone number(s). If different, also provide the name, title, address, email 
address, and telephone number of the qualified and responsible individual that will be 
designated as the key contact person and that will supervise the operation of the 
Assessor’s staff for the entire contract period. 

 

2. Individual Qualifications: Include the names and resumes, including educational 
background, municipal assessment experience, and current Wisconsin Department of 
Revenue certification level, of the person or persons to be assigned to perform the Scope of 
Work. Include the key contact person’s experience with conducting a revaluation process 
and experience with assessment evaluation of potential tax‐exempt properties. 

 

3. Firm Qualifications: Include with your proposal a summary of the firm’s experience that 
identifies the following for Wisconsin municipalities for which your firm currently provides 
assessment services: 

a. Name of municipality 

b. Population 

c. Equalized value 

d. Total parcel count 

e. Whether Statutory Assessor services are provided 

f. Whether Maintenance services are provided 

g. Whether Revaluation services are provided 

h. Evidence of the accuracy of the firm’s assessment work for that municipality 

 
4. Work Proposal: In order to be considered as complete, proposals shall acknowledge and 

respond to each point in the above Scope of Work. 
 

5. Assessor Service Cost: State the total annual compensation rate to provide the services 
described in the above Scope of Work and in accordance with the laws of the State of 
Wisconsin for assessment years 2022, 2023, 2024 and 2025 beginning not later than 
October 1, 2021. The City will pay installments as invoiced on the basis of the percentage 
of work completed. Clearly, list the fee for each year of the proposed contract in a not‐to‐
exceed sum including all of the Assessor’s costs, but not necessarily limited to: labor, 
materials, supplies, equipment, transportation, meals, lodging, computer software, and 
Board of Review expenses. All expense reimbursements will be the responsibility of the 
firm.  As an alternate bid item, please list the cost associated with providing a list to the 
Building, Safety and Zoning department that separates the assessed value of 
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improvements between the principal and accessory structure(s) on each property 
annually and provide square footage of accessory structures. 

 

6. City‐wide Revaluation Cost: Assessors shall provide a total amount in a not‐to‐exceed sum 
for a revaluation of City property. The assessor should begin City‐Wide revaluation no later 
than October 1, 2021 and have revaluation completed in time for the 2022 tax levy year. 
The City will pay progress payments for the revaluation. Details on this will be in the 
contract awarded to the selected assessor. 

 
7. Software Recommendation: If software recommendation is different than Market Drive, 

provide the details as requested at the bottom section III.B.16 above. 
 

8. References: Identify  references and provide contact information for at least five references 
from Wisconsin municipal clients, including at a minimum all those municipalities listed for 
item 3 above. References should be of a size similar to the City of Watertown for which the 
firm and the person/persons to be assigned as the City's point of contact for the work to be 
performed and has provided assessment and/or revaluation services with the past two (2) 
years. References must include the name, title, email address, and business phone number 
of the contact person. 

 
B. Submittal Requirements 

 
Proposals must be received by the City of Watertown by 4:30 PM on March 31, 2021. 
Submissions are required to be made electronically.  
 

1. At least one (1) electronic copy via email to elissaf@cityofwatertown.org 
 

VI. Selection Criteria and Process 

A. Selection Criteria 

The following evaluation criteria will be used to review the Assessment Services Proposals 
that are received and which meet the RFP specifications: 

 

1. Demonstration of successful experience in providing general assessment services and 
assessment software to Wisconsin municipalities of similar size as the City of 
Watertown. 

 
2. The qualifications of key personnel and past experience with providing assessment 

and revaluation services for both Residential and Commercial properties. 
 

3. Ability to provide and maintain a computerized database of property assessment records 
meeting the requirements of the RFP. 

 
4. Demonstration of a high level of accuracy in assessment work for municipal clients. 

 
5. Cost of Assessment and Revaluation Services. 

 

6. Evidence of the Assessor’s capacity to do the work and evidence of positive customer 
interaction. 
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The proposals will be reviewed and awarded to the Assessor whose quote is the most responsive to 
the RFP and is the most advantageous to the City of Watertown considering experience, price, and 
other factors. The City reserves the right to accept or reject any and all proposals received. 

 

B. Selection Process 
 

The Assessor selection process will involve the following primary steps. 
 

1. Proposal Review: Proposal review will be based on a comparative assessment and scoring 
of each document in accordance with the identified Selection Criteria. The City will then 
select one or more finalist firms to advance in the selection process. 

 

2. Interviews: The City will determine whether interviews are needed, or it may make a 
selection based on the proposals alone. If determined necessary by the City, the finalist 
firms will be requested to present their experience, qualifications, software package, and 
personnel in an interview to members of the City’s selection team. (Further interview 
instructions will be provided to the selected finalist firm(s).) The City will then review the 
presentation(s) and select an Assessor to advance in the process. 

 
3. City Approvals: Based on the results of the selection process, the City’s selection team will 

recommend to the Watertown Finance Committee and the Watertown Common Council 
an Assessor for approval.  

 
4. Contract Negotiation: The selected Assessor will submit a proposed scope of services, then 

work cooperatively with the City to develop the final scope and project cost. Proof of the 
required insurance coverage will also be required at that time. Refer to Sections C and D 
below for further details related to insurance, contract award, and notification. 

 
5. Final Contract Approval:  Following negotiations, the Finance Committee and Common 

Council will consider final negotiated contract.  The Common Council votes on final award. 
 

 

C. Selection Timeline 
The following is the anticipated schedule for Assessor selection but is subject to change. 

 
Submittal Deadline      March 31, 2021 
Interviews w/ City staff (if needed)       April 12-15, 2021 
Assessor Selection by City staff      April 19-21, 2021 
Finance and Council Confirmation      April 26/May 4, 2021 
Contract Negotiation      May 5-19, 2021 
Contract Recommendation by Finance      May 24, 2021 
Contract Award by Council      June 1, 2021 

 
 

D. Rules Governing Competitive Evaluation 
 

1. Examination of Request for Proposals: Assessors are advised to carefully inspect the 
community, the assessment records, and facilities of the City of Watertown, and 
examine the above‐referenced specifications for the proposed work and judge for 
themselves the circumstances affecting the cost of the work or the time requirements for 
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its completion. Failure to do so will not relieve the successful Assessor of the obligation 
to furnish and perform the work, to carry out the provisions of the contract, and to 
complete the contemplated work for the consideration set forth in this RFP on a timely 
basis. 

 
2. Proposal Acceptance Period: Short‐listing of Assessors for interview and Assessor 

interviews will take place within this time period. 
 

3. Contract Negotiations: The highest‐ranked Assessor will enter into negotiations with the 
City. If an agreement cannot be met, the City will notify the Assessor and stop 
negotiations. Then the second highest‐ranked Assessor will enter into negotiations. This 
process may continue until a successful negotiation occurs. The City reserves the right to 
cease any negotiations with any Assessor should it be in the City’s best interest. 

 

4. Personnel Changes: Prior to the execution of any contract for the requested services, the 
Assessor shall notify the City, in writing, of changes in key staff. The City shall have the 
right to terminate or renegotiate the contract if these changes will affect any work product 
or agreed upon timetables. 

 
5. Compensation: Compensation will be based upon a negotiated fee between the 

Assessor and the City determined by the actual unit cost for items of work required to 
perform a specific task. The Assessor will not be permitted to assign, subcontract, or 
transfer the work of providing assessment services, without the prior written approval of 
the City. 

 

6. Contract Time: The Assessor shall proceed with the services specified after the execution 
of the contract and upon written notice from the City. The estimated contract duration for 
the requested services is four years. The actual duration will be specified in the contract 
along with options for renewal and extension. 

 

7. Insurance Requirements: The successful Assessor will be required to provide proof of 
required insurance coverage, naming the City as an additional insured, to the City Attorney 
prior to the start of work. The minimum requirements include at least $2,000,000 general 
liability on an occurrence basis, evidence of automobile liability, and statutory workers 
compensation. 

 
8. Performance Bond: Within (30) days following the award, the selected Appraiser must 

furnish the City with a performance bond, or other instruments of security acceptable to 
the City, equal in value to the sum of the revaluation contract. Said security instrument 
shall remain in force through the duration of the contract period and will be retained by 
the City until completion of the contract. 
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E. Questions and Comments 

 
All questions shall be submitted in written form to the contact information provided below. 
Answers will then be provided, via the City website, in written form as a part of an addendum to 
this RFP. No pre‐proposal meeting is anticipated at this time, but can be added to the schedule if 
deemed necessary by the City. 

 
City of Watertown 
Attn: Clerk/Treasurer 
106 Jones St. 
Watertown, WI 53094 
Email: elissaf@cityofwatertown.org 
 

 

For additional context on the City of Watertown, its tax assessment program, and the digital 
version of this RFP, please visit our website at www.ci.watertown.wi.us 

mailto:elissaf@cityofwatertown.org
http://www.ci.watertown.wi.us/

