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Introductions

• Mary Marshall, Certified General Appraiser and Associate 

Member of  the ASFMRA, began working with Value Midwest 

providing administrative assistance in 2007 and obtained her 

Certified General License in 2015. She is the incoming President 

of  the Michigan Chapter of  the ASFMRA.

• In addition to completing appraisals, her responsibilities include 

creating project bids and proposals, client communication, project 

coordination, training and guiding interns. The primary area of  

focus is coordination of  large scale data collection projects, 

including market research, data compilation and analysis, and 

report writing. Methods are centered on mass appraisal 

techniques, data validation, and statistical analysis applied to 

large-scale appraisals throughout the United States. 2



How many people have ever

had to produce a workfile?

Was it easy?

Was it adequate?

How many times in your appraisal career have 

you been asked to produce a workfile?
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The workfile is the responsibility of  the Appraiser 

- not the employer!

It is a violation of  the Ethics Rule not to comply with 

the obligations of  the Record Keeping Rule

Having an adequate workfile will cover your assets if  

you ever get challenged by an agency or licensing 

board
4

Key Points



5



Summary of the 
Record Keeping Rule
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Record Keeping Rule
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• An appraiser must prepare a workfile for an appraisal

or appraisal review assignment

• Must be in existence PRIOR to the issuance of  any 

report OR other communication of  assignment results

• Written summary of  an oral report must be added to 

the workfile within a “reasonable amount of  time” 

after the issuance of  the oral report



Record Keeping Rule
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The workfile must include:

• Name of  the client and identity of  intended users

• True copy of  reports (copy of  the report submitted to 

client) can be hard copy or electronic

• Summary of  all oral reports or testimony, including 

certification page

• All other data, information, and documentation 

necessary to support appraiser’s opinions and 

conclusions.
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All other data, information, and documentation 

necessary to support appraiser’s opinions and 

conclusions.

• Highest and Best Use 

• Neighborhood and Area Market Analysis

• Comparable Sales selection

• Qualitative and Quantitative Adjustments



The standard of  proof  for adjustments and proof  of  Highest 

and Best Use varies widely. If  you are doing a fractional 

ownership analysis - conservation easements, partial federal 

takes with easements etc., those standards are considerably 

more stringent on analysis. In a similar manner, mineral or 

gravel extraction, change in Highest and Best Use, even urban 

fringe parcels probably require a more robust file. A 7-11 store 

or actual farmland may be a lower standard for proof.
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Record Keeping Rule
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For a Restricted Report or Oral Report

• The workfile must be sufficient to produce an appraisal 

report

For an Oral Appraisal Review Report

• The workfile must be sufficient to produce an appraisal 

review report



Record Keeping Rule
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Retaining the Workfile

• At least 5 years

• 2 years after final disposition of  any judicial 

proceeding

• Under no circumstances can it be less than 5 years –

even if  your client gives you permission to destroy the 

workfile



Record Keeping Rule
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Retaining the Workfile

• Must have custody or access to the workfile for the 

duration of  the retention period

• Must allow other appraisers with workfile obligations 

access and retrieval



Workfile 2018:
From Manilla  
To Electronic
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What did your workfile look 

like 10, 20, or 30 years ago?

How is it different today?



Workfile 2018

THEN

Hard copies

Snail Mail

Phone

NOW

Hard Copies

Snail Mail

Phone/Tablet

Electronic copies

E-mail

Phone

Text

Websites
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Storage
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• USPAP does not dictate the location of  a workfile, just 

that it can be paper or electronic; that it needs to be “in 

existence” prior to submitting the report or 

communication of  results; and that it is accessible

Is your workfile for each report

consolidated in a single location or 

dispersed amongst your email, 

phone, computers and paper files? 



E-File Storage
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Should I keep draft reports?

and

When is enough really 

enough?? 
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Draft Reports
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All other data, information, and documentation 

necessary to support appraiser’s opinions and 

conclusions.

• What happens when opinions and/or conclusions 

changes from draft to final report?

• Do you note the additional information that was part 

of  establishing that change of  opinion or conclusion?
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Is your approach to your

workfile the same 

regardless of  the client or

assignment?



Peer Tips

• Take notes on phone calls and follow-up with a 

summary email

• Scan all handwritten notes and save them electronically

• In lieu of  merely saving a link to a website, take a 

screenshot or pdf  any websites used/reference

• Implement a standardized report filing system to create 

consistency

• Check with the state regulatory body for what sins of  

omission and commission they are prosecuting; their 

investigators might also be a good source

• “If  it is in the appraisal, it is supported in the workfile” 26



There are so many folks in the state regulatory boards, 

realtors, reviewers, and owners who have not a clue 

but are more than ready to file charges, prosecute, and 

try to ruin an appraisers career that it more than pays 

to keep everything in a work file.
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Points to Ponder

• Is the current state of  your workfiles

defensible?

• Would your state regulator or clients agree?

• How could you strengthen the 

content/accessibility of  your workfile?

28



29



Summary

The workfile is the responsibility of the Appraiser 

*

It is a violation of the Ethics Rule not to comply with the 
obligations of the Record Keeping Rule

*

Having an adequate workfile will cover your assets if you 
ever get challenged by an agency or licensing board
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Contact Info

Mary Marshall

Value Midwest

6446 Morris Street

P. O. Box 125

Marlette, MI  48453

Mary@valuemidwest.com
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