WORK PRODUCT REVIEW

Applicants seeking an original or upgrade certification must complete the Work Product Review process before applying for certification.

The first step in the process is to submit your log for the past 6 months documenting supervised appraiser experience.  The log should continue the following fields:

a.  Name of the applicant/appraiser at the top of each page

b.  Type of property

c.  Date of report

d.  Address of appraised property

e.  Scope of review and supervision of supervising appraiser

f.   Hours

g.  Signature and state certification number of supervising appraiser at the bottom of each page

Once your log is reviewed, the Board’s Executive Officer will select two properties from residential applicants and three properties (one residential, two non-residential).  Applicants will then send in four copies each of each of the reports, a CD containing the requested reports, a completed application form and initial review fee of $300  for residential applicants and $650 for general applicants.  
Next, your work product will be scored by a peer reviewer selected by the Board.  The reviewer will evaluate the work product for compliance with applicable appraisal standards.  This step takes approximately 30-60 days to complete.

Finally, a Committee of the Board will evaluate the work product and comments of the peer reviewer.  This step should take approximately 30 calendar days.  During this step, applicants may be requested to submit additional work product at the rate of $150 per residential report and $250 per non-residential report.  The Committee will then give their recommendation to the Board, who will determine the applicant’s approval for certification at the next regularly-scheduled Board meeting following the meeting with the Committee.  Once the reports are approved and accepted by the Board, the applicant will be notified and given a checklist on procedures to apply for certification.  Applicants should not submit applications or supporting documents until approved for certification by the Board.

The normal processing time from start to finish should encompass approximately 90 days, but could vary depending on a number of factors. 

The Board rules regarding work product review are included with this information paper.  

If you have any questions regarding this process please contact Jennifer Morrison, Licensing Specialist, at 515-281-4126 or Sylvia King, Executive Director at 515-281-7356.
193F—3.5(543D)  Work product review.
3.5(1) As a condition of original or upgrade certification, all applicants shall submit to the board four copies each of three appraisals dated within six months prior to submission.  When submitting appraisals for work product review, the applicant shall include the application form provided by the board.  The fee for processing review of the appraisals is provided in 193F, Chapter 12.
3.5(2) An applicant shall submit to the board a log for the past six months.  The board will then select three appraisals at random for work product review and request that the applicant submit the selected appraisals and copies accompanied by the appropriate form and fee.  The board may select the appraisals at random from the entire log or within certain types of appraisals.  The board reserves the right to request one or more additional appraisals if those submitted by the applicant raise issues concerning the applicant’s competency or compliance with applicable appraisal standards or the degree to which the submitted appraisals are representative of the applicant’s work product.  Such additional appraisals may be selected at random from the applicant’s log or may be selected specifically to provide an example of the applicant’s work product regarding a particular type of appraisal.  Applicants may also be requested to submit their work files for one or more of the submitted appraisals.
3.5(3) The board shall treat all appraisals received as public records unless the applicant notifies the board at the time of submission that a submitted appraisal is subject to the confidentiality provisions of appraisal standards or is otherwise confidential under state or federal law.  While applicants are encouraged to submit appraisals actually performed for clients, applicants may submit one or more demonstration appraisals if they are prepared based on factual information in the same manner as applicable to actual appraisal assignments and clearly marked as demonstration appraisals.
3.5(4) An applicant seeking original or upgrade certification as a certified general real estate appraiser shall submit one residential appraisal and two commercial appraisals for review.
3.5(5) The board, or a committee of the board, will evaluate the submitted work product for USPAP compliance with applicable appraisal standards.  The board may submit one or more of the appraisals to a peer review consultant for an opinion on the appraiser’s compliance with applicable appraisal standards.
3.5(6) The work product evaluation process is not intended as an endorsement of an applicant’s work product.  No applicant or licensee shall represent the results of work product evaluation in communications with a client or in marketing to potential clients in a manner which falsely portrays the  board’s work product review as an endorsement of the appraiser or the appraiser’s work product.  Failure to comply with this prohibition may be grounds for discipline as a practice harmful or detrimental to the public.
3.5(7) The board views work product review, in part, as an educational process.  While the board may deny an application based on an applicant’s failure to adhere to appraisal standards or otherwise demonstrate a level of competency upon which the public interest can be protected, the board will attempt to work with applicants deemed in need of remedial assistance to arrive at a mutually agreeable plan.  A remedial plan may include additional education, desk review, a mentoring program, or additional precertification experience.
3.5(8) An applicant who is denied licensure based on the work product review described in this rule, or on any other ground, shall be entitled to a contested case hearing as provided in 193-7.39(546,272C).  Notice of license denial shall specify the grounds for denial, which may include any of the work performance–related grounds for discipline against a certified appraiser.
3.5(9) If probable cause exists, the board may open a disciplinary investigation against a licensee based on the work product review of an applicant.  A potential disciplinary action could arise, for example, if the applicant is a certified residential real estate appraiser seeking an upgrade to a certified general real estate appraiser, or where the applicant is uncertified and is working under the supervision of a certified real estate appraiser who cosigned the appraisal report.
3.5(10) After accumulating a minimum of 500 hours of appraisal experience, a trainee may voluntarily submit work product to the board to be reviewed by a peer reviewer for educational purposes only.  A maximum of three reports may be submitted for review during the experience portion of the certification process.  A fee of $50 per review will be charged.
3.5(11) Work product submitted in the work product review process shall be retained by the board for a period of 60 days following the issuance of the certificate requested by the applicant.  The applicant may retrieve the work product through personal appearance at the board office or may make arrangements for the return of the work product to the applicant at the applicant’s expense.  If such arrangements are not made within 60 days of the date the certificate is issued, the board may dispose of the work product.  This rule shall only apply if the applicant is issued the certificate requested in the application.  If the application is deferred or denied, the board shall retain the work product for a period of at least five years from the date the application was deferred or denied.  If an applicant withdraws an application from the board’s consideration, the board shall retain the work product for a period of 60 days following withdrawal to provide the applicant the opportunity to personally retrieve the work product at the board office or otherwise arrange for the return of the work product to the applicant at the applicant’s expense.  The board reserves the right to retain copies of all work product submitted by any applicant.
