APPENDIX ITEM 10


INSTRUCTIONS FOR PREPARING SALE FORMS

RESIDENTIAL & NON-RESIDENTIAL

The purpose of the sale forms is to provide sufficiently detailed information about transactions and the properties involved to allow the appraiser to make comparisons and value judgments, and to allow a reader to follow the reasoning and validate the comparisons.  The form provides blanks to be completed with information which tends to be common to all sales, but seldom are the completed blanks sufficient to furnish all information which should be included.  Judgment from the appraiser is required even in this.  Those significant characteristics of the sale property, and important details of the transactions should be included whether or not a specific blank is provided for the information.  

The Certificate of Appraiser, Appendix Item 11 indicates that an appraiser has inspected all sales considered in the valuation process, therefore, subsequent inspections by other appraisers need not be identified on the forms.  It is recommended that for future court testimony, that each appraiser make a personal record of the sale inspections in regard to each property appraised.   


A.  NONRESIDENTIAL SALE FORM (Appendix Item 10A)

Sale Form 10A is for reporting sales of all vacant or improved properties other than improved single-family residential properties, or where residential improvements do not represent the highest and best use.


B.  RESIDENTIAL SALE FORM (Appendix Item 10B)

Sale Form 10B is used for reporting sales of improved single family residential property, and the entry fields correspond with the URAR form as much as possible.


C.  COMPLETION OF THE SALE FORM ENTRIES

Selling Price:  This entry should reflect the total selling price of the property, including land and all improvements, if any.  If the price was confirmed in another manner or if other information about the sale price was revealed, a full explanation should be included elsewhere on the form.


Unit Price:  Indicate the entire selling price including all land and/or land and improvements, divided by the site area gross living area above ground level (for residential improvements), or gross building area of the main improvement, or explain if the amount was calculated in another method.


On the Nonresidential Sale Form (10B) indicate whether the price was confirmed as a price per unit or a total price.  

Type of Transaction:  Entries in this field should describe the relationship of the buyer and seller.  Any entry other than "Open Market" or "Arms Length" must be fully explained.

Financing:  If financed by a lender with a conventional loan, the word Conventional will satisfy this requirement.  If seller-financed or if there is concessional financing of any kind, the rate and terms should be included.  If other than Conventional, the form must report the type of instrument and terms known, and show calculations for the cash equivalent sale price, with indicated adjustment shown in the Financing Concession field of the Property Description Section.

Cash Equivalency must be calculated and used in direct comparison with subjects.  Situations that may require cash equivalency adjustments include: mortgage assumptions at favorable rates, mortgage buy-downs, installment sale contracts, wraparound loans, points paid by seller, seller-financed loans, etc.  


Site Dimensions:  In regularly shaped parcels, the dimensions can be expressed as "width X depth".  When appropriate, the average width by the average depth is acceptable.  A line drawing of the perimeter of the property may be necessary to fully communicate an understanding of the property layout.


Zoning:  The code and category of zoning as of the date of sale should be stated (for example, C-2 Commercial District).  If the  property is nonconforming with the zoning, this should be explained in the text of the sale form.  If closing of the sale was contingent upon a different zoning being granted, this entry should reflect the contingent zoning and the body of the sale should include an explanation of the circumstances surrounding the zoning change.  Special zoning provisions or restrictions should be noted, such as minimum lot size or number of developed units allowed.


Highest and Best Use:  The following standardized entries should be used:


Single-family Residential





Multi-family Residential





Commercial


Industrial








Agricultural


Standardization of broad categories of use under these headings facilitates data base entry and search functions.  Frequently additional explanation of highest and best use in the text of the sale will be warranted.  


Utilities:  State what utilities are on site.  "All available" or "All in place" are not acceptable entries.  The use of initials, W, E, G, S as abbreviations for publicly provided water, electricity, natural gas, and sanitary sewer is suggested.  Use of Deep Well, Shallow Well, Septic is suggested for privately provided utilities that are in use on the property.  If a utility is not on the property but is close, or is available but not connected, state what is actually on the property as of the date of sale and explain in the depth that the circumstances demand.  


Specific Location of Sale:  List street and number of realty if in city limits.  Rural parcels shall be referenced to known geographical points such as road or highway junctions, and should be adequate to assist the reader in driving to the property.


Sale Verification:  All sales must be confirmed with a party involved in the transaction, defined as: buyer, seller, broker or sales agent involved in the sale, or closing agent (bank, title company, etc.).  For trial purposes, a party to the transaction could be interpreted differently.  In this case, consult with MoDOT legal staff for specific requirements.


In this section of the sale forms, include name of verifying appraiser and confirming party, company (if Realtor, lender, etc.) and position in company (broker, loan officer, agent etc.)   If confirmation is by other than the buyer, seller, lender or real estate agent, identify relationship to the transaction.  Values reported as a public record (example: Certification of Value in Metropolitan St. Louis) and MLS information are not acceptable without further verification.  

It is the intention of this requirement that enough information be provided that the verification can be repeated for purposes of court testimony or review.  Telephone numbers of verifying parties are very desirable.  Signature of verifying appraiser is not required.  


This form and its contents may be used by various appraisers, without further verification subsequent to its original verification, providing the appraiser using the form also inspects the premises.  Subsequent users of the sale assume responsibility for the correctness of information presented on the Sale Form.



Map Number:  Map identification numbers in common local use may be entered as appropriate.


D.    
PROPERTY DESCRIPTION SECTION OF THE NONRESIDENTIAL SALE FORM 10A

Property Description:
On Form 10A, the NONRESIDENTIAL SALE FORM, indicate by subparagraphs the legal description, description of land, description and type of improvements, if any, and any other data pertinent to analysis.  Attach additional sheets if necessary.


Physical characteristics should be adequately explained to make comparison with those characteristics of subject properties being appraised.  


For analysis and valuation of properties subject to partial acquisitions, it is particularly important to note unusual features in sales, like building set-back, frontage, depth, shape, access, entrances, etc.


E.   
PROPERTY DESCRIPTION SECTION OF THE RESIDENTIAL SALE FORM 10B

Property Description:  On Form 10B, the RESIDENTIAL SALE FORM, the physical items of this section of the form are arranged in the order of the URAR form.  Physical characteristics should be adequately explained to make comparison with those characteristic of subject properties being appraised.  


Legal Description:  The legal description does not need to repeat the actual description on the deed, but must provide enough data to allow the reader to regenerate the perimeter of the property.  If subdivision land, provide a cut or tracing of the subdivision plat or a drawing to allow subsequent users of the form to locate the lot.  


Quality of Location:  This entry should reflect the quality of location in factual terms.  (Typical street, Dead-end road, Gravel road, Corner, etc.)  Subjective terms (good, poor) might be used in addition to the factual data.  


Site/View:  The appraiser should indicate such site factors as size, shape, topography, drainage, encroachments, easements, view, landscaping, driveway, flood hazard, or any detrimental or unusually positive site conditions.  For analysis and valuation of properties subject to partial acquisitions, it is particularly important to note unusual features in sales, like building set-back, frontage, depth, shape, access and entrances.


Design and Appeal:  Indicate the style of construction (ranch, bungalow, etc.).  Also indicate such aspects as appeal of exterior design, interior attractiveness, special features, and any other characteristics that would make the property attractive or unattractive to purchasers and otherwise enhance or detract from its overall marketability.  During the confirmation the appraiser should attempt to ascertain the above items.


Quality of Construction:  An overall quality rating should consider the quality of materials and workmanship used in all components of the building.


Age:  Indicate the estimated or actual age of the dwelling, at the 

time of sale.  If a dwelling has been substantially modernized or upgraded, the effective age may also be indicated.  Effective age estimation will require a comment describing the basis for assignment and the degree of modernization.


Condition:  Indicate "good", "average", "fair" or "poor".  For purposes of comparison with subjects, items of curable and incurable deterioration are the sensitive elements in this consideration.  


Basement/Finish: The appraiser should report basement improvements such as finished rooms and recreation rooms found in the sale.  If there is no basement or only a partial basement, this should be indicated.


Functional Utility:  This entry relates to the efficiency of a building's use and reflects such factors as layout, room size, and general livability.  Trends in single-family home construction sometimes determine whether residences have such items as porches, balconies, fireplaces, separate dining rooms, large kitchens, entry halls, and family rooms.  Standards for dwellings also vary widely with regard to income level of prospective tenants and location.  When judging the functional utility of residential buildings, the appraiser should attempt to interpret the reaction of typical purchasers in the specific market area.  

Other - kitchen equipment and remodeling:  All kitchen equipment must be itemized.  
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