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Methods and Assistance Program

Tax Code Section 5.102 requires the Comptroller’s office to
review every appraisal district’s governance, taxpayer assis-
tance, operating procedures and appraisal standards, proce-
dures and methodology at least once every two years. This
process is the Methods and Assistance Program (MAP) per-
formed by the Comptroller’s Property Tax Assistance Divi-
sion (PTAD). PTAD’s MAP reviewers review 128 appraisal
districts in even-numbered years and 125 appraisal districts
in odd-numbered years.

MAP reviewers review appraisal district documentation and
conduct onsite interviews with appraisal district staff. Each
appraisal district is reviewed every other year using an evalu-
ation instrument composed of a set of detailed mandatory
pass/fail questions, as well as a series of yes/no questions.
Any no answers result in a recommendation for which the ap-
praisal district must comply. PTAD adopts a new evaluation
instrument every two years. The basic outline of the statute
and the process are below. It is simpler than it sounds.

This publication includes a basic outline of the MAP review
process and offers information to help chief appraisers and
appraisal district staff understand and successfully prepare
for the MAP review process. It provides insight on how the
process works, how to work effectively with the MAP re-
viewer and how best to allocate time and staff to work with
the MAP reviewer.

MAP Process

As shown in Exhibit 1, the MAP process starts in October
each year when PTAD notifies appraisal districts of an up-

coming review and requests preliminary documentation for
review. These data are due to PTAD by mid-December. Be-
tween January and August, MAP reviewers review data, con-
duct onsite visits and interviews, and request additional data
if necessary.

EXHIBIT 1
MAP Process Cycle

October
Appraisal districts are
notified of upcoming review
and receive the listing
of required preliminary
documents for the review

January
Comptroller publishes final
MAP reviews on the website
and notifies the required
parties: chief appraiser, board of
directors, superintendents and
kschool district board of trustees y

( )

September - December
MAP reviewers work with
appraisal districts to implement
preliminary recommendations

Mid-January
Review process begins with
appraisal district visits

January - August
MAP reviewers evaluate the
appraisal district’s current
performance and develop
preliminary recommendations

.

J

September
Preliminary draft report
is delivered to the chief

appraiser
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PTAD sends preliminary MAP reports to chief appraisers
in September, allowing chief appraisers to understand where
their appraisal districts may have deficiencies. Chief ap-
praisers can make changes and/or correct those deficiencies
between the preliminary and final reports (approximately a
three-month period), so the final reports pass in all categories
and contain no recommendations. PTAD typically issues fi-

nal MAP reports in late January.

Tiers

While the same set of laws applies to all appraisal districts,

the types of property to be appraised and the types of ap-
praisals performed vary based on county population. The
tiers address differences between appraisal districts, includ-
ing total value of all property, types of property appraised
and appraisal district size. Exhibit 2 shows the counties in
each tier.

EXHIBIT 2
Counties by Tier
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PTAD requires the same five mandatory pass/fail questions
for all appraisal districts, but the number of yes/no questions
increase by tier level, based on total population. Exhibit 3

indicates the population for each tier and the questions

appraisal districts in each tier receive.

EXHIBIT 3
Tier Population and Questions

Tier Population Questions Received

Tier 1 120,000 or more Tier 2 questions and additional questions
Tier 2 Less than 120,000 to 20,000 Tier 3 questions and additional questions
Tier 3 Less than 20,000 Basic, minimum set of review questions
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Limited Scope MAP Reviews

IAAO CEAA

Governor-Declared Disaster

The International Association of Assessing Officer’s
(IAAQ’s) Certificate of Excellence in Assessment Adminis-
tration (CEAA) recognizes governmental units that integrate
best practices into the workplace. The CEAA is a peer review
that requires appraisal districts to submit a large amount of
data for review by groups of peers that have previously re-

ceived the award.

To receive a limited scope MAP review, appraisal districts
must notify PTAD when awarded a CEAA and when it goes
through the CEA A recertification process.

A limited scope review for a CEAA-certified appraisal dis-
trict requires the same questions as a regular scope MAP re-
view in the taxpayer assistance and appraisal standards, pro-
cedures and methodology sections, but fewer questions in the
governance and operating procedures sections. The limited
scope MAP review is only valid for the MAP review cycle
following the original CEAA certification or recertification.

If an appraisal district is in a Texas governor-declared disas-
ter county, the chief appraiser can request a limited scope
review during the tax year that the disaster occurred. To grant
the limited scope review, the Comptroller’s office must deter-
mine that the disaster caused one of the following:

* abuilding used by the appraisal district to conduct busi-
ness is destroyed, inaccessible, damaged or unusable for
at least 30 days;

* the appraisal district’s records are destroyed or unusable
for at least 30 days;

e the appraisal district’s computer system is destroyed or
unusable for at least 30 days; or

e the appraisal district does not have the resources to un-
dergo a full review due to extraordinary circumstances.

To request a limited scope review, the chief appraiser must
submit Form 50-314, Request for Limited Scope MAP Re-
view, to PTAD at ptad.map@cpa.texas.gov within 30 days of
the governor’s disaster declaration.
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Documents and Records

On its MAP webpage, PTAD publishes the guidelines that its
staff uses to review the districts and the questions and data
requested from appraisal districts for each MAP cycle. The
questions, data request and guidelines change for each cycle
and are based upon property tax-related laws, IAAO Stan-
dards, Uniform Standards of Professional Appraisal Prac-
tices and best practices.

Evaluation Instrument, Scoring
Document and MAP Guidelines

The evaluation instrument includes each question asked for

the current MAP review cycle in each of the four review ar-
eas: governance, taxpayer assistance, operating procedures
and appraisal standards, procedures and methodology. It in-
cludes responses to each question and recommendations for
improvement, made by the MAP reviewer. Each tier has a
different evaluation instrument. Exhibit 4 shows the change
in the number of questions for each cycle.

The scoring document indicates whether the appraisal dis-
trict passed or failed the mandatory questions. It also indi-
cates a rating in each of the four areas reviewed, based upon
the appraisal district’s responses to the evaluation questions.

The guidelines assist the MAP reviewers in answering MAP
questions during a review. They do not give specific instruc-
tions to appraisal districts, although appraisal districts may
use them to gain a better understanding of the reviewers’ ac-
tivities and the MAP instrument.

If an appraisal district does not resolve any failed man-
datory questions before the end of one year after PTAD
issues the final report, the appraisal district is reported to
PTAD management and Field Operations. An unresolved fail
on a mandatory question jeopardizes a school district’s eli-
gibility for the grace period if it receives an invalid School
District Property Value Study (SDPVS) finding.

EXHIBIT 4
Number of Questions for Each Cycle, by Tier
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2014-2015
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2016-2017
(238)

- Tier 1

(234)

2018-2019
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2020-2021
(257)

I tier3

2022-2023
(272)

2024-2025
(256)
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Chief Appraiser Feedback

Preliminary Data Request (PDR)

PTAD updates the MAP evaluation instrument and guide-
lines for each two-year review cycle. With each new draft,
chief appraisers can review the proposed questions and
guidelines in the instrument and provide feedback. PTAD
emails draft guidelines for each tier along with the manda-
tory guidelines to each appraisal district with instructions for
providing feedback. All feedback must be timely submitted
in writing by email; verbal comments are not allowed.

Chief appraisers should review the guideline documents
thoroughly. The guidelines contain specific instructions the
reviewer will follow to answer each of the yes/no questions
as well as the mandatory pass/fail questions. This is the chief
appraiser’s opportunity to provide input on the upcoming
MAP review process.

Below are a few examples of comments received on past draft
documents.

Is the information on the appraisal district’s

website up to date?

Consider changing the question to inquire as to the written
procedures for monitoring for changes and the frequency of
the monitoring.

Does the appraisal district follow its written
procedures for inspecting new personal
property accounts in the year they are
created, as discussed in IAAO’s Standard on

Valuation of Personal Property?
Extend the time period to 12 months after the account is cre-
ated. The deadline is too strict.

The guidelines are very detailed with systematic instructions
of exactly what actions the MAP reviewer will take during
the review process.

Data Requests

In October of the year preceding an appraisal district’s re-

view year, PTAD sends the following to the chief appraiser:

* preliminary data request;

¢ MAP review notification;

* onsite data request;

* deadline for submitting the data; and
* instructions for submitting the data.

The PDR is a list of data needed in order to allow the review-
er to evaluate and answer some questions prior to the onsite
visit. This serves to limit the time a MAP reviewer spends at
the appraisal district office.

The PDR submission deadline is typically around Dec. 1. Ap-
praisal districts may upload PDR data through the FTP site
(instructions provided with MAP notification) or through an
AD HOC for the FTP site provided by a MAP reviewer.

The trend shows that appraisal districts that have submitted
good PDR data tend to do better on the review and the MAP
reviewer is able to complete the onsite review more quickly.
Sending too much data or data not requested can cause the
MAP reviewer to spend more time locating responsive data
and slow down the review process for that appraisal district.

Appraisal districts should organize PDR data submissions
by each MAP review section and question number in each
section. An example of an effective and organized PDR sub-
mission is:

Folder/File #1 = M2, 44, 45, 54

Folder/File #2 =1, 5, 6, 11, 33

PTAD encourages appraisal districts to reach out to sur-
rounding appraisal districts and/or MAP reviewers for clari-
fication or questions regarding PDR submissions.

Onsite Data Request (ODR)

The ODR is the list of data that the appraisal district must
provide for the MAP reviewer during the onsite visit. Ap-

praisal districts are not required to provide copies of this re-
quested data; rather, the MAP reviewer examines the original
documents while onsite. By gathering the data in advance of
the onsite visit, appraisal districts can help limit the time a
MAP reviewer spends at the appraisal district office.
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Onsite Visits

MAP reviewers are located throughout the state. PTAD con-
siders travel distance, MAP reviewer experience, workload,
appraisal district size, complexity and history when deter-
mining MAP reviewer assignments.

Scheduling

The assigned MAP reviewer contacts the appraisal district,

usually at the end of October, to schedule the upcoming on-
site visit, give his or her contact information to the appraisal
district, and answers any questions the appraisal district may
have about the upcoming review process, data requests or
other issues.

Reviewer Assistance in Preparing for
Onsite

The MAP reviewers forward PTAD GovDelivery emails re-
minding appraisal districts of upcoming deadlines (such as
the operations survey response due date) and advise appraisal
districts to subscribe to PTAD’s email distribution system for
notifications of upcoming deadlines, Tax Code requirements
and related property tax matters. Examples of statutory dead-
lines that MAP reviewers may emphasize to the appraisal
district are:

 preparing a ballot before Oct. 30;

» providing estimates of taxable value to taxing units no later
than April 30; and

» adopting the most recent reappraisal plan by Sept. 15.

MAP reviewers send the guidelines to the appraisal dis-
trict with a listing of sample properties as the onsite visit
approaches.

Appraisal District Preparation

Prior to the onsite visit, the appraisal district should consider:

* reviewing the onsite data list and making staff assignments
by topic as needed;

* reading the guidelines, including each step used to deter-
mine the findings;

* keeping the property cards worked in conjunction with
their reappraisal plan for the year worked before disposing
of them;

* keeping copies or records of all notices sent to taxing enti-
ties as required by the Tax Code (primarily for budget and
reappraisal plan public hearings);

* Jocating documentation indicating that the chief appraiser
has the authority to deliver notices on behalf of the board
of directors’ secretary, if applicable;

* keeping track of mapping changes made and, if a contrac-
tor is performing this function, checking his or her work;

* making sure to stay current with the latest property classi-
fication codes and running queries to identify mismatched
property types;

* updating the inspection dates whenever any type of review
(field or aerial) is performed;

* maintaining a system or checklist for approving or denying
agricultural applications with dates;

* maintaining a system for tracking the removal of home-
stead exemptions for individuals age 65 or older to ensure
the 90-day requirement is followed;

* keeping records of when the agricultural advisory board
meets and what is discussed, even if it does not maintain
official minutes;

* knowing the difference between exemptions that are can-
celed, denied and modified and that canceled exemptions
are the only notifications that do not have to be sent via
certified mail; and

» filing or tagging agricultural and wildlife management ap-
plications by year received and approved in addition to put-
ting them in alphabetical order.

To determine if documents, records or procedures meet
the MAP requirements, appraisal districts should review
the guideline document used for the MAP review process.
Appendix A provides an example of how to read a MAP

question.
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Reviewer Access

Appraisal districts should make workspace available for the

MAP reviewer that includes access to the appraisal district’s
Computer Assisted Mass Appraisal (CAMA) system and/or
required files. Appraisal districts should provide any agree-
ments required for the MAP reviewer to access the CAMA
system prior to the onsite visit to allow for PTAD manage-
ment and legal review. MAP reviewers can often answer
questions quickly just by looking in the CAMA system, lim-
iting the need to disrupt appraisal district staff.

Onsite Visit

Appraisal districts should assign staff to work with the MAP
reviewer while onsite to answer questions and pull docu-
mentation. Based on the guidelines, the MAP reviewer will
examine information provided by the appraisal district and
pull samples as necessary to answer the yes/no and pass/fail
questions. The preliminary report will reflect any changes or
corrections made while the MAP reviewer is onsite.

On conclusion of the onsite visit, the MAP reviewer holds
a closeout meeting with the chief appraiser or designee and
provides an exit form that reflects any mandatory fails or rec-
ommendations. The chief appraiser or designee and the MAP
reviewer will sign the form after discussing it. The MAP re-
viewer will give a copy to the appraisal district and submit
the original to the MAP team lead. This ensures that the chief
appraiser is aware of all preliminary recommendations at the
end of the onsite visit.
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Post-Onsite Visit

There will be no changes after the onsite visit is complete
until after the release of the preliminary report. During this
period, the chief appraiser can start preparing to resolve rec-
ommendations for the final report.

PTAD requires MAP reviewers to keep comprehensive notes
for each question, including reasons for and documentation
used to make the determination. If a chief appraiser disagrees
with a determination, the MAP reviewer will reference the
collected documentation used to answer the question in their
discussion and make note of the appraisal district’s process
along with an explanation for the recommendation or fail.
MAP reviewers must notify the MAP supervisor of all deci-
sions for which a chief appraiser disagrees.

There is no formal process for protesting MAP review re-
sults. The MAP supervisor will discuss the results with the
appraisal district; review the file notes; discuss any issues
with the MAP manager, as necessary; and decide whether
the results stand. In some instances, the MAP manager may
discuss the issue with PTAD’s director, assistant director or
legal counsel. The chief appraiser may also provide an attor-
ney’s opinion for review and consideration.

Preliminary Reports

Upon conclusion of the onsite visits and data reviews, MAP

reviewers draft preliminary MAP reports that outline the
results of the reviews. Typically, chief appraisers receive
preliminary MAP reports in September. Appendix B pro-
vides information regarding how to read and understand a
MAP report.

Preliminary reports allow chief appraisers to understand
where their appraisal district may have deficiencies. Chief ap-
praisers can make changes and/or correct those deficiencies
between the preliminary and final reports (approximately
a three-month period), so the final reports may pass in all
categories and contain no recommendations. MAP reviewers
are available to work with appraisal districts to implement
preliminary recommendations.

Though PTAD does not publish preliminary MAP reports
on its website, they are subject to Public Information Act
disclosure.

MAP Reviewer Assistance

After release of preliminary MAP reports, MAP reviewers

work with appraisal districts to resolve recommendations
and/or fails prior to the release of the final report. Relevant
data for the final MAP report must be submitted for consid-
eration to the MAP reviewer by Nov. 1.

Chief appraisers may email data to the MAP reviewers or
request onsite visits. If chief appraisers send data as they
are gathered, it may be possible for the MAP reviewers to
make determinations that resolve issues without the need for
further documentation. MAP reviewers often share success-
ful processes, procedures and samples amongst appraisal
districts to assist with implementing recommendations and
resolving fails. Exhibit 5 indicates that appraisal districts
historically have improved before final reports were issued;
during the year the MAP reviewers work with the appraisal
district to resolve preliminary findings.
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EXHIBIT 5
Change in Number of Recommendations
from Preliminary to Final Report, by Year
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Final Reports

PTAD publishes the final reports on the MAP webpage and
notifies the chief appraiser, appraisal district board members,

superintendents and the respective board members of all
school districts in the county. Typically, final MAP reports
are released in January. Within a month of releasing the final
report to the chief appraiser, PTAD sends an email notifica-
tion to the superintendents. Appendix B provides informa-
tion regarding how to read and understand a MAP report.
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Implementation of Recommendations

and Fails

Appraisal districts have one year to implement any recommen-
dations and/or fails noted in the final MAP report. MAP re-
viewers work with appraisal districts during this period, help-
ing them resolve outstanding recommendations and/or fails.
Exhibit 6 shows the number of possible recommendations
and the total final recommendations issued for each year.

Unresolved Recommendations
and Fails

If the appraisal district does not implement the recommen-

dations found in the final report before the end of one year
after PTAD issues the final report, PTAD must refer those
appraisal districts to the Texas Department of Licensing
and Regulation (TDLR). For example, PTAD released 2020
Final MAP reports on Jan. 21, 2021, which means appraisal
districts had until Jan. 21, 2022, to implement recommenda-
tions before being reported to TDLR.

After referral to TDLR, appraisal districts have one year to
implement the recommendations cited in the final MAP re-
port. TDLR becomes the contact for the appraisal district after
referral, not the MAP reviewer or PTAD, and continues to help
appraisal districts substantially comply with the outstanding
recommendations and/or fails that initiated the referral.

TDLR posts a copy of the penalties it assesses on the TDLR
website.

If an appraisal district does not resolve any failed mandatory
questions within one year after PTAD issues the final report,
the appraisal district is reported to PTAD management and
Field Operations. An unresolved fail on a mandatory ques-
tion jeopardizes a school district’s eligibility for the grace
period if it receives an invalid SDPVS finding.

EXHIBIT 6
Possible vs. Final Recommendations, by Year
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Appendix A

How to read and understand a question in the MAP guidelines

The MAP document includes specific instructions for each answering a question. In the example below, the MAP re-

yes/no and mandatory pass/fail question. When preparing for ~ viewer must verify the date the appraisal roll was certified
a MAP review, chief appraisers should read each question (July 25) AND the date that notification was sent on the form
and the instructions. There may be several steps involved in in which the roll was to be provided (April 1).

TIER(S) 1-3
QUESTION: Did the chief appraiser prepare and certify the two most recent appraisal rolls to the assessor for
each taxing unit participating in the district as described in Tax Code Section 26.01(a)?
The data needs lists

« Documentation of appraisal roll certification for the previous two years appraisal d_'St"‘t
- Copies of notifications to the taxing units about the form in which the roll will be provided for documentatl.on that
the previous two years must be reviewed.

Data needs

Steps
« Review and become familiar with the taxing units in the appraisal district .
» Alist of the taxing units in each appraisal district can be found in the appraisal district . T!‘e question step.s
director indicate how appraisal
district documentation
« Review the appraisal roll certifications for each of the taxing units participating in the must be reviewed.
appraisal district for the previous two years
« Determine if the certifications were made by the following dates, as applicable:
» 2016: July 25
» 2017: July 25
» 2018: July 25
« Determine if written notifications were sent to the assessor for each taxing unit by April 1 of
the form in which the roll would be provided in the previous two years
» E-mail notification is acceptable
NOTE: The appraisal district board of directors with a county population of one million or more may, by Some questions have
resolution, postpone a hearing and determining all or substantially all timely filed protests, determination notes to alert the MAP

of all timely filed challenges, submission of approved changes to the chief appraiser and approving records
to not later than August 30 or the appraisal review board may approve the appraisal records if the sum of
appraised values as determined by the chief appraiser, of all properties where a protest has been filed but
not determined, does not exceed 10 percent of the total value of all other taxable properties. Verify that the
August 30 deadline was met.

reviewer of possible
exceptions.

Recommendation Options (Edit the recommendation to address the specific issue in the After reviewing the
appraisal district) documentation, the MAP
« Ensure that the appraisal roll is certified to the assessor for each taxing unit participating in reviewer will select one
the appraisal district by the date listed in Tax Code Section 26.01(a). of the recommended
« Ensure that written notifications of the form in which the appraisal roll will be provided are options to include in
sent to the assessors of each taxing unit participating in the appraisal district by the date the report.

listed in Tax Code Section 26.01(a).
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Appendix B

How to read and understand a MAP report

PTAD evaluates each appraisal district using a set of man-
datory pass/fail questions and a series of yes/no questions
relating to:

* governance;
* taxpayer assistance;

* operating procedures; and

e appraisal standards, procedures and methodology.

MAP reports contain two documents, the scoring document
and the evaluation document. The scoring document is a
one-page document that shows how the appraisal district
scored on the mandatory questions and the review area
questions. The evaluation document is a multi-page docu-
ment that includes all yes/no questions and their answers in
each of the four review areas.

Governance

Governance concerns appraisal district oversight and man-
agement. Texas law assigns certain duties to the appraisal
district board of directors and others to the chief appraiser.
Both the board of directors and the chief appraiser work sep-
arately and together to govern the appraisal district. Items
pertaining to governance might include matters related to
board meetings or adoption of appraisal district policies such
as the reappraisal plan.

Taxpayer Assistance

Taxpayer assistance includes keeping property owners and
others aware of important property tax information, typically
set out by the Tax Code, Comptroller rules and the IAAO
Standard on Public Relations. Property owners expect to re-
ceive effective and efficient customer service from their ap-
praisal districts, including questions about how their property
was appraised, what exemptions were applied or how to chal-
lenge an appraisal decision by the appraisal district.

Operations

The Tax Code assigns certain duties to the chief appraiser,
as the chief administrator of the appraisal district. Policies
and procedures used by appraisal district board of directors,
management and staff might include employee handbooks,
purchasing or contracts procedures, training and other ad-
ministration matters.

Appraisal Standards, Procedures and
Methodology

The Tax Code requires appraisal districts to follow generally
accepted appraisal practices when appraising property. This
section of the review addresses statutory requirements, ap-
praisal standards propagated by the IAAO, and the Uniform
Standard of Professional Appraisal Practices that guide ap-
praisal practices.
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MAP Scoring Document

The scoring document consists of two sections for scoring purposes.

* The Mandatory Requirements section includes a pass or answered yes and a resulting score. Each number score
fail score on each mandatory question. has an associated rating, with a rating key located on the
* The Review Areas section includes the total questions scoring document as well.

reviewed (excluding N/A questions), the total questions

Mandatory questions
leceive a pass or fail
answer

Ratings key for
associated total score
in review areas

Scores for each of the
{our areas reviewed
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MAP Evaluation Document

The evaluation document consists of all yes/no questions and their answers in each of the four review areas.

 If a question receives a no answer, a recommendation to  If a question receives a yes or N/A answer, there will be
rectify the deficiency will be in the recommendation field. no recommendation in the recommendation field.

Only a no answer
will generate a
recommendation,
otherwise it will read no
recommendation.

Answer will be
yes, no or N/A
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For more information, visit our website:
comptroller.texas.gov/taxes/property-tax

In compliance with the Americans with Disabilities Act,
this document may be requested in alternative formats
by calling toll free 800-252-5555.

Sign up to receive email updates on the Comptroller topics
of your choice at comptroller.texas.gov/subscribe.

Texas Comptroller of Public Accounts
Publication 96-1818
March 2024
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