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ARTICLE |

General Provisions

This Residential Admissions Procedure Manual (“Procedure Manual”) provides details regarding
policies and procedures relating to residential Associate membership and admission to SRA
membership. It is a companion document to Regulation No. 2, Admission to Residential Associate
Membership and SRA Membership. Definitions of terms used in this Procedure Manual are provided
in Regulation No. 2.

Wherever this Procedure Manual grants permission to a Chair or Vice Chair of a body to appoint a
person or persons to perform a particular task, that same appointive permission is extended to any

person who is designated by the Chair or Vice Chair to make such appointments.

Provisions related to good moral character are contained in a separate manual.
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ARTICLE Il

Demonstration Appraisal

Part A. Grading

Section 1. Graders

Each demonstration appraisal report or written module submitted for credit shall be referred to the
Demonstration Appraisal Grading Panel for grading. Only SRA or RM designated members are
permitted to grade or review demonstration appraisal reports and written modules to determine if they
meet the requirements of Regulation No. 2.

Section 2. Grading Procedures
The procedures for grading demonstration appraisal reports and modules are as follows:

a. upon receipt of a residential Associate member’s demonstration appraisal report or module
and application for credit from the Admissions Department, a grader will be assigned to grade the
demonstration appraisal report or module to determine whether it meets the technical
requirements;

b. if the grader determines that the residential Associate member’s demonstration appraisal report
or module meets the technical requirements, the grader shall notify the Admissions Department in
writing; and

c. Iifitis determined that the demonstration appraisal report or module fails to meet the technical
requirements, the grader shall draft a critique to be sent to the residential Associate member
explaining the reasons for the failing grade and forward it to the Admissions Department, which
shall in turn transmit it to the residential Associate member.

Section 3. Re-Grading of Revised Report or Module

If a demonstration appraisal report or written module fails to meet the technical requirements at the
initial grading stage, the residential Associate member may request that the failed demonstration
appraisal report or module be graded a second time. The request must be in writing and
accompanied by the appropriate fee. The request must include the residential Associate member’s
reasons for contesting the failure of the demonstration appraisal report or module to meet the
technical requirements. The failed report or module shall be re-graded by grader(s) of the
Demonstration Appraisal Grading Panel different from those who graded the report or module on
initial submission. The request for re-grading must be made within sixty (60) days of the date of the
notice sent to the residential Associate member by the Admissions Department that the report or
module did not meet the technical requirements. Upon written request, the Chair of the
Demonstration Appraisal Grading Panel may grant an extension of the 60-day period for good cause
shown. If a demonstration appraisal report or module fails to meet technical requirements after it is re-
graded, the residential Associate member may revise the report or module and submit the revised
report or module according to item (d) below.
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Section 4. Submission of Revised Report or Module

If a demonstration appraisal report or written module fails to meet the technical requirements at the
grading stage, the residential Associate member may revise and submit the report or module to the
Admissions Department, along with the appropriate fee.

Prior to submission of a revised demonstration appraisal report, the residential Associate member
must attend a Residential Demonstration Appraisal Report Offering as specified by the Admissions
Committee, unless the residential Associate member previously attended an approved offering or
unless, for good cause shown, the Chair of the Admissions Committee, with input from the Chair of
the Demonstration Appraisal Grading Panel, grants an exception to this policy.

The revised report or module must be submitted within one (1) year of the date on which notice was
sent to the residential Associate member by the Admissions Department that the initial demonstration
appraisal report or module did not meet the technical requirements. The Chair of the Demonstration
Appraisal Grading Panel may grant a request for extension of this one (1) year period for good cause
shown. After the period of time expires, the residential Associate member may not use the same
subject property for a demonstration appraisal report or module. Only one revised demonstration
appraisal report or module concerning the same subject property may be submitted.

Section 5. Re-Grading of Revised Report or Module

At the residential Associate member’s written request (which includes the residential Associate
member’s reasons for contesting the failure of the revised demonstration appraisal report or module
to meet the technical requirements) made within sixty (60) days of the date that the residential
Associate member was notified that his or her revised demonstration appraisal report or written
module did not meet the technical requirements, the demonstration appraisal report or module will be
re-graded by the Chair of the Demonstration Appraisal Grading Panel or a member of the Panel
selected by the Chair who is other than a member who previously graded or regraded the
demonstration appraisal report or module. If a revised report or module fails to meet technical
requirements after the regrade:

(1) the residential Associate member may not use the same subject property for a demonstration
appraisal report or module; and

(2) if a module, the residential Associate member must attend the corresponding Level | or Level Il
course before submitting a new module.

Section 6. Verification
Demonstration appraisal reports and written modules that meet technical requirements after grading
will be processed for factual verification before a decision is made whether to grant credit.

If a demonstration appraisal report or module does not receive credit because the report, module, or
application for credit is not factual, then the residential Associate member may not submit the report
or module for regrading nor revise the report or module and the residential Associate member may
not use the same subject property for a subsequent demonstration appraisal report or for that
module.
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Part B: Verification Process

The following procedures shall be used to verify factual data in a residential Associate member’s
demonstration appraisal report (or written module) and the statements of the residential Associate
member in the application for credit:

a. Upon being notified by the Admissions Department that a residential Associate member’s
demonstration appraisal report (or module) meets the technical requirements, the Chair of the
Demonstration Appraisal Grading Panel (or designee) shall assign a Representative:

(1) to verify the factual data in the demonstration appraisal report (or module) and the statements
in the application for credit; and/or

(2) to make a recommendation, as appropriate, whether the demonstration appraisal report (or
module) and the statements in the application for credit should be accepted as factual and
accurate or be rejected as being non-factual and/or inaccurate.

b. If a Representative determines that he or she has a conflict of interest or a personal bias for or
against the residential Associate member, he or she must decline serving as a Representative
with respect to that residential Associate member’s demonstration appraisal report (or module)
and the Chair of the Demonstration Appraisal Grading Panel (or designee) shall assign a
replacement.

c. If at any time the Chair of the Demonstration Appraisal Grading Panel (or designee) determines
that a Representative is not conducting the verification process adequately, the Chair (or
designee) may order further investigation and/or rescind the appointment of the Representative
and appoint a replacement.

d. If at any point in the verification process the Representative is able to verify the factual data in the
demonstration appraisal report (or module) and the statements in the application for credit, the
Representative shall notify the Admissions Department in writing. The Admissions Department
shall then post credit for the demonstration appraisal report (or module) on the residential
Associate member’s record and notify the residential Associate member that credit has been
posted.

e. Unless there is a recommendation by the Representative that credit not be given, the verification
process should not exceed twenty (20) days. This period of time may be extended by the Chair of
the Demonstration Appraisal Grading Panel.

f.  If the Representative fails to file a recommendation within twenty (20) days of the date the
Representative received the demonstration appraisal report (or module) and application for credit
(or any extension thereto), the Chair of the Demonstration Appraisal Grading Panel shall
determine whether additional time should be granted for the Representative to file a
recommendation, whether a replacement Representative should be appointed, or whether the
residential Associate member should receive credit for the demonstration appraisal report (or
module) without any further review .
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At the request of the Representative, the Chair of the Demonstration Appraisal Grading Panel (or
designee) may appoint one or two additional Representatives to assist in conducting an interview
and/or investigation.

At an interview, the residential Associate member shall be allowed to explain how the factual data
in the demonstration appraisal report (or module) was obtained and/or to furnish information to
show that the factual data in the demonstration appraisal report (or module) and/or the
statements in the application for credit are factual and accurate. The applicant may request
additional time to obtain information or to assemble documentation in support of his or her
position.

If, after completing his or her investigation the Representative concludes, by the greater weight of
the evidence, that the data in the demonstration appraisal report (or module) and/or the
statements in the application for credit are not factual and accurate, the Representative shall
prepare a formal written recommendation (“Recommendation”) which recommends that the
demonstration appraisal report (or module) not receive credit. The Recommendation shall set
forth in detail the relevant factual information relied on as the basis for the Representative’s
conclusion. Before completing the Recommendation, the Representative shall make a reasonable
effort to verify and substantiate all factual data relied on as the basis for the Recommendation
and include with the Recommendation a brief statement describing such efforts.

The Representative shall submit the Recommendation to the Admissions Department. If the
Admissions Department determines that the Representative’s Recommendation is not in
compliance with the requirements of this Procedure Manual, the Admissions Department shall
return the Recommendation to the Representative with instructions to take such further steps as
may be required to bring the Recommendation into compliance with the requirements of this
Procedure Manual. On determination by the Admissions Department that the Representative’s
Recommendation is in compliance with the requirements of this Procedure Manual, the
Admissions Department shall submit a copy of the Recommendation to the Chair of the
Demonstration Appraisal Grading Panel.

If after review the Chair of the Demonstration Appraisal Grading Panel determines that the
Recommendation that the demonstration appraisal report (or module) not receive credit is without
a reasonable basis in fact, he or she shall instruct the Admissions Department to post credit. If
after review the Chair of the Demonstration Appraisal Grading Panel determines that there may
be a reasonable basis in fact for the Recommendation, he or she shall instruct the Admissions
Department to submit a copy of the Recommendation to the residential Associate member.

A residential Associate member who has received an unfavorable Recommendation by the
Representative shall have the right to request a Conference. This right may be exercised only by
filing a Request for Conference by traceable carrier, with the Admissions Department, within thirty
(30) days after the date of the notice from the Admissions Department advising the residential
Associate member of the unfavorable Recommendation. A Request for Conference must state
the residential Associate member’s reason(s) for requesting a Conference. If no timely and
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complete Request for Conference is filed, the unfavorable Recommendation shall be final and the
residential Associate member shall have no further right of review or appeal.

If a residential Associate member files a timely Request for Conference, the Chair or Vice Chair
of the Admissions Committee shall appoint a Conference Board. The residential Associate
member shall have the right to appear at the Conference in person, individually or with legal
counsel or a personal representative. By advance request, a residential Associate member may
participate by telephone.

At the Conference, the residential Associate member shall have the right to present evidence,
both testimony and documents, with respect to the unfavorable Recommendation. The
Representative shall present evidence and respond to questions of the Conference Board. The
Representative shall have the burden to prove, by the greater weight of the evidence, that the
data in the demonstration appraisal report (or module) and/or the statements in the application for
credit are not factual and accurate.

If the Conference Board finds, by the greater weight of the evidence, that the data in the
demonstration appraisal report (or module) and/or that the statements in the application for credit
were not factual and accurate, the Conference Board shall prepare and submit a written decision
concluding that the demonstration appraisal report (or module) not receive credit.

If the Conference Board determines that the data in the residential Associate member’s
demonstration appraisal report (or module) and the statements in the residential Associate
member’s application for credit are factual and accurate, it shall instruct the Admissions
Department to post credit.

A residential Associate member who receives an adverse decision from a Conference Board with
respect to verification of a demonstration appraisal report (or module) and/or statements in an
application for credit shall have the right to appeal the adverse decision. This right may be
exercised only by filing a Notice of Appeal, by traceable carrier, with the Admissions Department,
within sixty (60) days after the date of the notice from the Admissions Department advising the
residential Associate member of the adverse decision of the Conference Board. The Notice of
Appeal must state the residential Associate member’s reason(s) for contesting the decision. If the
residential Associate member fails to file a timely and complete Notice of Appeal, the right of such
residential Associate member to appeal shall terminate, and the decision of the Conference
Board shall become final. Procedures governing formal appeals and Appeal Hearings regarding
verification of demonstration appraisal reports and modules are contained in the Admissions
Appeal Board Procedure Manual.
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ARTICLE 1l

Experience

The Chair of the Experience Panel shall oversee the assignment of Experience Panel members to
serve as Screeners and to serve on Experience Committees.

Experience credit shall be awarded based on the recommendations of the Screeners and Experience
Committees of the Experience Panel made pursuant to the provisions of Regulation No. 1, this
Procedure Manual, and Appraisal Institute policy. No individual shall serve as a Screener or as a
member of an Experience Committee if he or she has previously evaluated the experience
submission or if he or she has a conflict of interest or has a personal bias favorable or prejudicial to
the residential Associate member.

An experience submission shall initially be evaluated by a Screener and, if necessary, then be
evaluated by an Experience Committee consisting of three to five members of the Experience Panel.
A Screener shall evaluate the work product and interview the residential Associate member.

After an interview, the Experience Committee shall prepare its recommendation and Critique Form
regarding experience credit and forward them to the Admissions Department. The written
recommendation of the Experience Committee shall specifically state the number of hours of
Residential Experience credit awarded to the residential Associate member. The Critique Form shall,
as appropriate, advise the residential Associate member toward improving the work product. The
Experience Committee does not submit a Critique Form when full credit is recommended.

If the recommendation of the Screener or Experience Committee is that the residential Associate
member receive all of the experience credit being requested by the residential Associate member,
then the Admissions Department shall post the credit on the residential Associate member's
experience record and forward the award to the residential Associate member, advising him or her
that the requested experience credit has been awarded.

If the Experience Committee's decision is that the residential Associate member receive less
experience credit than that being requested, then the Admissions Department shall notify the
Associate member of the Experience Committee's decision and of his or her right to appeal the
decision within sixty (60) days.

If a residential Associate member is denied experience credit due to the quality of the appraisal work
in relation to the Standards of Professional Appraisal Practice, and if the appraisal work is signed by
an Appraisal Institute member other than the residential Associate member who was denied credit,
the appraisal work shall be referred to the Ethics and Counseling Department for processing in
accordance with Regulation No. 6. The referral shall be made at the last step in the process, when
the decision to deny experience credit becomes final.
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ARTICLE IV

Supervisory Experience

An Associate member in a supervisory position who receives full experience credit pursuant to the
provisions of this Article shall be considered to have met the experience requirements set forth in
Regulation No. 2.

Qualifications:

The Associate member has been in a supervisory position for at least ten (10) years.

The Associate member trains or is responsible for people who perform work that meets the
Regulation No. 2 definitions of Residential Experience and Significant Professional
Responsibility.

Within the previous ten (10) years, the Associate member has not performed at least the
number of hours set forth in Regulation No. 2 for Residential Experience that meets the
definition of Significant Professional Responsibility.

Submissions required:

List of Work

If the Associate member performed any work within the previous ten (10) years that
meets the definition of Significant Professional Responsibility and the definition of
Residential Experience, the Associate member must submit a list of that work. Samples
will be selected to evaluate similar to the experience procedures described in Regulation
No. 2 and the Residential Admissions Procedure Manual.

Resume

The Associate member must provide a Resume that describes in detail for at least the
most recent ten (10) years:

employment and experience (including field and supervisory work);

as related to appraisal, appraisal consulting, appraisal review, mass appraisal, or real
estate economics problem solving, the Associate member’s employment relationships,
positions supervised or managed, and responsibilities for oversight;

the reason the Associate member is excluded from performing work that meets the
definition of Significant Professional Responsibility; and

a brief description of the Associate member’s educational background.
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- Work product
The Associate member must submit two work products that were:

¢ completed partially by the Associate member;
e co-signed by the Associate member; or

e prepared by another person and the Associate member assumed responsibility for the
product.

Process

A submission shall be evaluated by a special Experience Committee consisting of at least three SRA
members of the Experience Panel.

The Experience Committee shall interview the Associate member to ascertain the Associate
member’s level of experience. The committee will use the reports as a starting point to ask questions
to determine the Associate member's knowledge of appropriate theory and techniques.

In addition to either no credit or full credit, partial credit may be granted. If no credit or partial credit is
granted, the Associate member may reapply for a time period that begins after the date of the
previous application.

After an interview, the Experience Committee shall prepare its recommendation regarding experience
credit and forward it to the Admissions Department. The written recommendation of the Experience
Committee shall specifically state the number of hours of experience credit awarded to the Associate
member.

If the Experience Committee’s decision is that the Associate member receive less experience credit
than that being requested, the Admissions Department shall notify the Associate member of the
Experience Committee’s decision and the right to appeal.
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ARTICLE V

Teaching Experience

An Associate Member who has taught full time for at least seven (7) years in a field related to real
property economics (as determined by the ADQC) at a college or university approved by the ADQC
shall be considered to have met the experience requirements set forth in Regulation No. 2.
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APPENDIX TO THE RESIDENTIAL ADMISSIONS PROCEDURE MANUAL

Options for Individuals Admitted to Residential
Associate Membership as the result of an
Application Postmarked before January 1, 2005

Individuals admitted to residential Associate membership as the result of an application postmarked
before January 1, 2005 (pre-2005 residential Associate members), have the option to:

a. complete the SRA designation requirements effective January 1, 2005, as modified from time to
time; or

b. by December 31, 2008, complete the 2004 designation requirements (as provided in the
Regulation No. 2 with an effective date of June 29, 2004). The 2004 alternatives to specific parts
of Regulation No. 2 are provided in this Appendix. However, beginning in 2008, each year that a
pre-2005 residential Associate member completes one or more of the following designation
requirements, he or she will receive an additional year extension to complete the remainder of his
or her SRA designation requirements:

(1) Submit initial list of 2000 hours of work;

(2) Receive credit for the final 2000 hours of Residential Appraisal Experience, or receive partial
credit;

(3) Participate in an Advisory Review (this may be used for an extension one time only);

(4) College Degree Requirement;

(5) Pass all Level | education exams or obtain state certification;

(6) Pass all Level Il education exam(s); or

(7) Receive credit for Demonstration Appraisal Report (or alternative).

I. Alternative to Regulation No. 2, Article lll, Part C, College Degree

If by December 31, 2008, a pre-2005 residential Associate member receives credit for a college
degree according to the following provisions, the pre-2005 residential Associate member shall also be
considered to have completed the college degree requirements effective January 1, 2005.

2004 College Degree Requirements

The residential Associate member must have received at least a four-year undergraduate degree
from a degree-granting educational institution approved by the Admissions Committee or an
alternative thereto, as determined by the Admissions Committee from time to time in its sole
discretion.

Individuals admitted or readmitted to residential Associate membership as the result of an application
for residential Associate membership postmarked:
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a. on or after January 1, 2002; or

b. before January 1, 2002, where such individual does not meet the college degree requirement by
December 31, 2004,

may satisfy the college degree requirement by receiving (a) an acceptable score(s) as determined by
the Admissions Committee on the Graduate Management Admissions Test (GMAT); or (b) credit for
an additional 4,500 hours of Residential Appraisal Experience.

Alternatives to the college degree for individuals admitted or readmitted to residential Associate
membership as the result of an application for residential Associate membership postmarked before
January 1, 2002 and who meet the college degree requirement by December 31, 2004 are as follows:

a. receive an acceptable score(s) on the Graduate Management Admissions Test (GMAT);
b. receive an acceptable score on the Graduate Records Examination (GRE);
c. receive credit for an additional 4,500 hours of Residential Appraisal Experience;

d. receive an associate’s degree from a college or university approved by the Admission Committee
and receiving credit for an additional 2,250 hours of Residential Appraisal Experience. Evidence
of this degree must be forwarded by the educational institution to the Appraisal Institute
Admissions Department before the residential Associate member may apply for the additional
2,250 hours of experience credit;

e. pass the General Examinations of the College Level Examination Program (CLEP) of the College
Entrance Examination Board and receive credit for an additional 3,000 hours of Residential
Appraisal Experience for individuals admitted to residential Associate member as the result of an
application for residential Associate member postmarked: (a) on or after January 1, 1993, or (b)
before January 1, 1993 and who do not pass the CLEP by December 31, 1997. Evidence of the
passing scores in these examinations must be forwarded to the Appraisal Institute Admissions
Department before the residential Associate member may apply for the additional 3,000 hours of
experience credit; and

f. the General Examinations of the College Level Examination Program (CLEP) of the College
Entrance Examination Board will be accepted as an alternative examination for individuals who
were admitted to candidacy as the result of an application for candidacy postmarked before
January 1, 1993 who also meet this requirement by December 31, 1997.

Il. Provisions related to Regulation No. 2, Article Ill, Part D, Section 2, Examinations
If by December 31, 2008, a pre-2005 residential Associate member completes all the 2004 course

and examination requirements as well as the 2004 demonstration appraisal report and experience
requirements, the associate shall have no additional examination requirements. If a pre-2005
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Associate member does not complete all of the 2004 course and examination requirements as well as
the 2004 demonstration appraisal report and experience requirements the by December 31, 2008, the
pre-2005 Associate member may receive equivalent credit for certain corresponding 2005
examinations based on the following chart:

2004 Examination 2005 Examination

Appraisal Principles (110) Basic Appraisal Principles

Appraisal Procedures (120) Basic Appraisal Procedures

Advanced Residential Form and Narrative | Residential Report Writing (and Case Studies),
Report Writing (500) or Report Writing as determined by the Admissions Committee
and Valuation Analysis (540)

The Admissions Committee may determine whether other 2005 examinations are satisfied by passing
certain 2004 examinations.

2004 Examination Requirements

The residential Associate member shall have received a passing grade on the Level || examinations
in addition to satisfying the Level | examination requirements. The Level | and Il examinations and
equivalent examinations are as follows:

Level | and Equivalent Examinations

2004 TITLE AIREA TITLE SOCIETY TITLE

Appraisal Principles (110) Real Estate Appraisal Principles An Introduction to Appraising
(1A1/8-1) Real Property (101)

Appraisal Procedures (120) Basic Valuation Procedures An Introduction to Appraising
(1A2) Real Property (101)

Residential Case Study (210) Residential Valuation (8-2) Applied Residential Property

Valuation (102)
Standards of Professional None None

Practice (USPAP) (410)

The requirements for the Level | examinations (except for the Standards of Professional Practice,
Course 410) may also be satisfied by meeting a state’s requirements for becoming a state certified
real estate appraiser after successfully completing the prescribed appraisal course work with
examinations and passing a state’s certification examination, provided that the state’s requirements
for certification meet the criteria for certification established by the Appraiser Qualification Board of
The Appraisal Foundation.

Level Il and Equivalent Examinations

Advanced Residential Form and Narrative Report Writing Report Writing and Valuation
(500) Analysis (540)
Standards of Professional Practice (Business Practices and None

Ethics) (420)
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Alternative Educational Requirements for Graduates of Accredited Colleges or Universities

A residential Associate member who holds a bachelor’s or graduate degree from an accredited
college or university graduate or undergraduate program in real estate, real property valuation, or
finance shall be considered to have met the requirements of the Level | and Il courses and
examinations, except for the Standards courses and examinations. Such residential Associate
member must: (a) take the Standards of Professional Practice Courses 410 and 420 and receive a
passing grade on the related examinations; and (b) attend a Business Ethics course approved by the
Appraisal Institute.

lll. Provisions related to Regulation No. 2, Article Ill, Part F, Section 5, Hours of Experience

If by December 31, 2008, a pre-2005 residential Associate member receives credit for experience
according to the following adjustments to the 2005 provisions, the pre-2005 residential Associate
member shall also be considered to have completed the experience requirements effective January
1, 2005.

Advisory Review

Residential Associate members must submit a list of appraisal work after completing 2,000 hours.
Residential Associate members who submit a copy of a state certification along with evidence of the
date the certification was first awarded shall be considered to have met this requirement. Residential
Associate members who submit a copy of their state license, for which at least 2,000 hours was
required, will also satisfy this requirement.

For educational purposes, a residential Associate member may request review of a sample of the
work listed. The residential Associate member shall select five appraisals for this review. The
Admissions Department shall assign an SRA member from the Experience Panel to review the
sample work and interview the residential Associate member about the work. The individual
conducting the review and interview shall provide the residential Associate member with educational
feedback.

Experience Hours

2,000 hours of Residential Appraisal Experience performed after the work listed for the advisory
review (the initial 2,000 hours). In addition to either no credit or full credit, partial credit of 1,000 hours
may be granted.

IV. Provisions related to Regulation No. 2, Article Ill, Part E, 45-Hour Package Alternative to the
Demonstration Appraisal Report

A pre-2005 residential Associate member may satisfy the 2004 demonstration appraisal report
requirement by receiving credit for the 45-Hour Package of Residential Courses, which includes the
15-Hour Advanced Residential Applications and Case Studies Course and the 30-Hour Advanced
Residential Report Writing Course. To receive credit for the 45-Hour package, a residential Associate
member must attend the courses and pass the corresponding examinations.
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