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ARTICLE |

General Provisions

This General Admissions Procedure Manual (“Procedure Manual”) provides details regarding policies
and procedures relating to general Associate Membership and admission to membership as an MAI
member. It is a companion document to Regulation No. 1, Admission to General Associate
Membership and MAI Membership. Definitions of terms used in this Procedure Manual are provided
in Regulation No. 1.

To the extent that a procedural question arises that is not specifically covered by Regulation No. 1 or
the policies and procedures that implement the Regulation, the individual, committee, panel or board
charged with responsibility may consider the procedural rules that are applicable in a court of law;
however, such individual or body shall not be bound by such procedural rules and may take such
action in the proceeding as fairness and justice require.

In the event that a required or permitted notice is delivered to one or more parties to a proceeding in a
manner that does not comply with the requirements of Regulation No. 1 or the policies and
procedures that implement the Regulation, such failure to comply shall not be deemed substantive
unless one or more parties to whom such notice was directed was, in fact, adversely affected by such
failure to comply.

To ensure that all admissions decisions are free of conflict of interest or personal bias, no member of
any body shall participate in any admissions decision regarding a particular Applicant, general
Associate Member or other affiliate member, if that member has, at any time previously, performed
any investigative, review, or decision making function of any kind with respect to the subject matter of
the current application of the particular individual. If any member disqualifies himself or herself on the
grounds of conflict of interest or personal bias with respect to a particular individual, such member
shall not discuss matters pertaining to the individual or the application, either formally or informally,
with any member of the body from which he or she was disqualified or with any member of a higher
level Appraisal Institute review body in the admissions process. Furthermore, a member who does
not participate in the evidentiary portion of a conference or Appeal Hearing, shall not participate or
vote in the related Executive Session. The Appraisal Institute may have its own legal counsel present
to render advice at any meetings and at any conferences or Appeal Hearings.

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 on the same body who is designated by the Chair or Vice Chair of such body to make such
appointments.
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ARTICLE I

Consideration of Good Moral Character

Part A: Appointment of Investigative Team

When the Membership Services Department receives an application for (a) admission (or
readmission) to general Associate Membership; or (b) admission to membership as an MAI member,
along with information which indicates that the Applicant may lack good moral character, the previous
Chair or Vice Chair of the Admissions Committee who holds an MAI designation (“Appointor”) shall
appoint an Investigative Team consisting of MAI members to investigate whether the Applicant lacks
good moral character. If any member of an Investigative Team determines that he or she has a
conflict of interest with or a personal bias for or against the Applicant, he or she shall be disqualified
from further service on that Investigative Team and the Appointor shall appoint a replacement. The
Investigative Team members shall not be members of the Admissions Committee and shall, where
possible, be from the same geographical area as the Applicant. In the letter appointing the
Investigative Team, the Appointor shall fix a reasonable period (not to exceed sixty (60) days) within
which the Investigative Team is to conduct its investigation and submit its report. The period of time
for conducting the investigation and submitting the report may be extended by the Appointor for good
cause shown.

1. If Applicant for General Associate Membership

If an Applicant’s prior application for general Associate Membership or other affiliate member
status or application for membership was denied by the Admissions Committee (or the
Admissions Appeal Board) which determined: (a) that the Applicant not be permitted to reapply
for admission (or readmission) to general Associate Membership or to another category of affiliate
member status within the Appraisal Institute at any time in the future; (b) that the Applicant be
permitted to reapply for admission (or readmission) to general Associate Membership or to
another category of affiliate member status within the Appraisal Institute after a specified period of
time; (c) that the individual's general Associate Membership be terminated without permission to
apply for readmission to general Associate Membership or another category of affiliate member
status within the Appraisal Institute at any time in the future; or (d) that the individual's general
Associate Membership be terminated, but that the individual be permitted to apply for
readmission to general Associate Membership or another category or affiliate member status
within the Appraisal Institute after a specified period of time, no Investigative Team shall be
appointed, and the Membership Services Department shall notify the Applicant that his or her
application for general Associate Membership will not be processed if the condition for
reapplication previously set has not yet been (or cannot be) satisfied.

2. If Applicant for MAI Membership
If a general Associate Member’s prior application for admission to membership was denied by the

Admissions Committee (or the Admissions Appeal Board) which determined that his or her
general Associate Membership not be terminated and that the general Associate Member be
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permitted to reapply for admission to membership as an MAI member after a specified period of
time, no Investigative Team shall be appointed, and the Membership Services Department shall
notify the general Associate Member that his or her application for MAI membership will not be
processed if the condition for reapplication previously set has not yet been satisfied.

Part B: Evaluation of Information

The Investigative Team may consider information contained in the application, Appraisal Institute
files, and information from other sources. The Investigative Team shall rely only on factual information
which can be verified and shall evaluate the factual information on a “greater weight of the evidence”
standard.

Part C: Informal Report of Investigative Team

If the Investigative Team determines at any point in the investigation that it appears that further
investigation will not lead to a finding, by the greater weight of the evidence, that the Applicant lacks
good moral character, the Investigative Team may informally report such belief by letter to the
Appointor. The letter shall describe the nature and scope of the Investigative Team'’s investigation
and the reasons for the Investigative Team'’s belief that further investigation is unnecessary.

1. If the Appointor believes that the Investigative Team’s investigation was adequate, and:

a. Iif the Applicant seeks general Associate Membership, the Applicant shall be admitted (or
readmitted) to general Associate Membership, and the Membership Services Department
shall give the Applicant and the Chapter and Region having jurisdiction appropriate
notice; or

b. if the Applicant seeks MAI membership, the President of the Appraisal Institute shall be
informed that the general Associate Member has completed all the requirements for
membership as an MAI member as set forth in Regulation No. 1.

2. If the Appointor believes that the Investigative Team'’s investigation was not adequate, the
Appointor shall order further investigation.

Part D: Interview of Applicant

If the Investigative Team tentatively determines that it appears that an Applicant lacks good moral
character, the Investigative Team shall schedule an interview with the Applicant in person (or by
telephone if requested by the Applicant). At the time of the interview, the Investigative Team shall
advise the Applicant as to the factual information in its file that has led it to a tentative determination
that the Applicant lacks good moral character. The Applicant shall be allowed to furnish information to
the Investigative Team to refute or explain the information in the Investigative Team'’s file. If the
Applicant requests additional time in order to obtain information or to assemble documentation in
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support of his or her position, the Investigative Team shall schedule an additional interview for this
purpose not more than thirty (30) days after the initial interview.

Part E: Formal Report of Investigative Team

If as a result of its evaluation of the factual information available to it, the Investigative Team believes
that, by the greater weight of the evidence, the Applicant lacks good moral character, the
Investigative Team shall prepare a written, formal report (“Report”) on the appropriate form provided
by the Membership Services Department, which Report shall state the basis for the decision and set
forth in detail the relevant factual information relied on as the basis for its belief. Before completing
the Report, the Investigative Team shall make a reasonable effort to verify and substantiate all factual
data relied on as the basis for its Report and include with the Report a brief statement describing
such efforts.

The Investigative Team shall submit the Report to the Membership Services Department. If the
Membership Services Department in coordination with the Appointor determines that the Investigative
Team'’s Report is not in compliance with the requirements of this Procedure Manual, the Membership
Services Department shall return the Report to the Investigative Team with instructions to take such
further steps as may be required to bring the Report into compliance with the requirements of this
Procedure Manual.

On determination by the Membership Services Department in coordination with the Appointor that the
Investigative Team’s Report is in compliance with the requirements of this Procedure Manual, the
Membership Services Department shall submit a copy of the Report to the Applicant and to the Chair
or Vice Chair of the Admissions Committee.

Part F: Right to Request a Conference Regarding Formal Report

Each Applicant who is the subject of a formal Report of an Investigative Team shall have the right to
request a Conference. The Conference right may be exercised only by filing a timely Notice. A Notice
shall be deemed timely if it is filed by the Applicant within thirty (30) days after the date of the
correspondence from the Membership Services Department advising the Applicant of the unfavorable
Report of the Investigative Team. The Notice by the Applicant shall be transmitted by certified mail to
the Membership Services Department.

The correspondence from the Membership Services Department apprising the Applicant of the
unfavorable Report shall advise the Applicant that if he or she does not file a timely Notice, his or her
application shall be considered by the Admissions Committee, and that the Admissions Committee
may decide:

a. Iif the Applicant seeks general Associate Membership:
(1) that the Applicant not be permitted to reapply for admission (or readmission) to general

Associate Membership or to another category of affiliate member status within the Appraisal
Institute; or
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(2) that the Applicant be permitted to reapply for admission (or readmission) to general Associate
Membership or to another category of affiliate member status within the Appraisal Institute
after a specified period of time

b. if the Applicant seeks MAI membership:

(1) that the individual's general Associate Membership be terminated without permission to apply
for readmission to general Associate Membership or another category of affiliate member
status within the Appraisal Institute at any time in the future; or

(2) that the individual's general Associate Membership be terminated, but that the individual be
permitted to apply for readmission to general Associate Membership or another category of
affiliate member status within the Appraisal Institute after a specified period of time; or

(3) that the general Associate Member not be terminated and that the general Associate Member
be permitted to reapply for admission to membership as an MAI member after a specified
period of time

The correspondence shall further advise that the decision of the Admissions Committee in such case
shall be final and that the Applicant shall have no further right of review or appeal.

Part G: Conference and Decision

A Conference shall be heard by the Admissions Committee or a Conference Board appointed by the
Chair or Vice Chair of the Admissions Committee. The Admissions Committee (or Conference Board)
shall give the Applicant at least sixty (60) days notice as to the date and location of the Conference,
unless the Applicant consents to a shorter notice period. Any member of the Admissions Committee
(or Conference Board) who determines that he or she has a conflict of interest with or personal bias
for or against the Applicant shall not participate in the Conference or in the decision. Such member
shall not discuss the merits of the matters related to the Applicant, either formally or informally, with
any other member of the Admissions Committee, Conference Board, Admissions Appeals Panel, or
an Admissions Appeal Board. An Applicant shall have the right to appear at the Conference in
person, individually or with legal counsel or a personal representative. By advance request, an
Applicant may participate by telephone. Further, the Applicant shall have the right to submit a brief (a
statement of facts and argument) at any time prior to thirty (30) days before the date set for the
Conference.

At the Conference, the Applicant shall have the right to present evidence, both testimony and
documents, with respect to the Report of the Investigative Team. The Investigative Team shall have
one or more of its members in attendance to present evidence and to respond to the Admissions
Committee’s (or Conference Board’s) questions. The Investigative Team shall have the burden to
prove, by the greater weight of the evidence, that the Applicant lacks good moral character.
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The Admissions Committee (or Conference Board) may conduct its proceedings with the assistance
of counsel. A court reporter shall be present at the Conference and shall record all formal
proceedings prior to the Executive Session of the Admissions Committee (or Conference Board).

Upon completion of the Conference, the Admissions Committee (or Conference Board) shall adjourn
to Executive Session to discuss the issues raised in the Conference, the Applicant’s brief (if any), the
testimony of witnesses, documentary evidence and oral arguments. The Admissions Committee (or
Conference Board) shall decide the issues raised in the Conference by a majority vote of the
members present and voting. Only members of the Admissions Committee (or Conference Board)
who attend both the Conference and the Executive Session may vote. The individual who appointed
the Investigative Team shall not be present or vote during the Conference or Executive Session.

If the Admissions Committee (or Conference Board) finds, by the greater weight of evidence, that the
Applicant lacks good moral character, the Admissions Committee (or Conference Board) shall
prepare a written decision explaining its reasons for such finding. If Applicant for general Associate
Membership, the Admissions Committee (or Conference Board) shall determine either: (a) that the
Applicant not be permitted to reapply for admission (or readmission) to general associate
membership or to another category of affiliate member status within the Appraisal Institute at any time
in the future; or (b) that the Applicant be permitted to reapply for admission (or readmission) to
general associate membership or to another category of affiliate member status within the Appraisal
Institute after a specified period of time; and

If Applicant for MAI membership, the Admissions Committee (or Conference Board) shall determine
either: (a) that the individual's general associate membership be terminated without permission to
apply for readmission to general associate membership or another category of affiliate member status
within the Appraisal Institute at any time in the future; or (b) that the individual's general associate
membership be terminated, but that the individual be permitted to apply for readmission to general
associate membership or another category of affiliate member status within the Appraisal Institute
after a specified period of time; or (c) that the general Associate Member not be terminated and that
the general Associate Member be permitted to reapply for admission to membership as an MAI
member after a specified period of time.

If the Admissions Committee (or Conference Board) does not find that the Applicant lacks good moral
character, and (a) if the Applicant seeks general associate membership, the Applicant shall be
admitted (or readmitted) to general associate membership; or (b) if the Applicant seeks MAI
membership, the President of the Appraisal Institute shall be informed that the general Associate
Member has completed all the requirements for membership as an MAI member as set forth in
Regulation No. 1.

Part H: Invitations and Summons

Upon written request, the Chair or Vice Chair of the Admissions Committee (or Conference Board)
may issue invitations or summonses. Such invitations or summonses fall into one of three categories:
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Section 1. Invitations to a Non-member

Both the Applicant and the Investigative Team shall have the right to request, at any time prior to
thirty (30) days before the Conference date, that the Chair or Vice Chair of the Admissions Committee
(or Conference Board) issue invitations to individuals who are not members requesting one or both of
the following:

a. That such individual appear and testify at the Conference;

b. That such individual produce such documentary evidence in his or her possession or control as
may be relevant to the subject matter of the proceeding and specified in such invitation.

Section 2. Invitations to Members

Both the Applicant and the Investigative Team shall have the right to request, at any time prior to
thirty (30) days before the Conference date, that the Chair or Vice Chair of the Admissions Committee
(or Conference Board) issue invitations to members to appear and testify at the Conference as expert
witnesses. As used in this context, an expert witness is an individual invited to testify at a Conference
who has specialized knowledge that will assist the Admissions Committee (or Conference Board) to
understand evidence or to determine an issue in the case. Any member who is issued an invitation to
testify at the Conference as an expert witness may decline the invitation to testify.

Section 3. Summons to Members

Both the Applicant and the Investigative Team shall have the right to request, at any time prior to
thirty (30) days before the Conference date, that the Chair or Vice Chair of the Admissions Committee
(or Conference Board) issue a summons to a member who possesses knowledge of the facts that are
at issue in the proceeding requiring one or both of the following:

a. That such member appear and testify at the Conference;

b. That such member produce such documentary evidence in his or her possession or control as
may be relevant to the subject matter of the proceeding and specified in such summons.

Except for good cause shown, any member who possesses knowledge of the facts which are at issue
in the proceeding and receives such summons but fails to appear and testify, or fails to produce
relevant documentary evidence in his or her possession or control which is specified in a summons,

shall be in violation of Canon 2 of the Appraisal Institute Code of Professional Ethics.

The Chair or Vice Chair of the Admissions Committee (or Conference Board) shall issue an invitation
or summons upon request only if the following conditions are met:

a. The request is written;
b. The request is timely; and

c. The request is material to the issues of fact in the proceeding and is reasonably necessary for the
proper determination of the issues at the Conference.

7 | General Admissions Procedure Manual
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If the Applicant exercises his or her right to request the Chair or Vice Chair of the Admissions
Committee (or Conference Board) to issue an invitation or summons, and if the Chair or Vice Chair of
the Admissions Committee (or Conference Board) does issue such invitation or summons, the
Applicant shall be required to pay the expenses of the witness he or she requested. Members who
are summoned to appear and testify may seek reimbursement for travel expenses only.

Upon the issuance of an invitation or summons, the Chair or Vice Chair of the Admissions Committee
(or Conference Board) shall mail a copy to the Applicant and to the Investigative Team.

The Admissions Committee (or Conference Board) may, on its own motion, issue invitations and
summonses for witnesses to appear and testify or to produce documentary evidence in connection
with a scheduled Conference.

Part |I: Notice of Adverse Decision

The Membership Services Department shall notify each Applicant who receives an adverse decision
of the Admissions Committee (or Conference Board) with respect to his or her application for
admission (or readmission) to general associate membership or MAI membership that such Applicant
has the right to appeal such adverse decision.

Part J: Right to Appeal

The right of an Applicant to appeal an adverse decision of the Admissions Committee (or Conference
Board) may be exercised only by filing a timely Notice of Appeal. A Notice of Appeal shall be deemed
timely if it is filed by the Applicant within thirty (30) days after the date of the notice from the
Membership Services Department advising the Applicant of the adverse decision of the Admissions
Committee. The Notice of Appeal shall be transmitted by certified mail to the Membership Services
Department. If an Applicant fails to file a timely Notice of Appeal, the right of such Applicant to appeal
shall terminate, and the decision of the Admissions Committee (or Conference Board) shall be final.
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ARTICLE 1l

Grading of Comprehensive Examination

If a passing grade is awarded to a required examination (including the Comprehensive Examination)
taken by a general Associate Member, the credit shall be posted on the general Associate Member’s
record.

If a Comprehensive Examination fails based on grading by the computerized testing software, the
general Associate Member will be notified in writing. At the general Associate Member’s written
request, made within sixty (60) days of the date the general Associate Member was notified that his
or her examination failed, the failing examination will be reviewed by a member of the General
Comprehensive Examination Panel.

Nothing herein shall be construed to prohibit the General Comprehensive Examination Panel from
choosing to re-grade one or more Comprehensive Examinations.
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ARTICLE IV

Demonstration Appraisal

Part A: Grading

Section 1. Graders

Each demonstration appraisal report or three appraisal report alternative shall be referred to the
Demonstration Appraisal Grading Panel for grading. Only MAI members are permitted to grade or
review demonstration appraisal reports to determine if they meet the requirements of Regulation No.
1.

Section 2. Grading Procedure

The procedures for grading demonstration appraisal reports and the three appraisal report alternative
are as follows:

a. upon receipt of a general Associate Member’s application for credit from the Membership
Services Department and demonstration appraisal report or three appraisal reports, a grader will
be assigned to grade the demonstration appraisal report or three appraisal reports to determine
whether they meet the technical requirements;

b. if the grader determines that the general Associate Member’s demonstration appraisal report or
three appraisal reports meet the technical requirements, the grader shall notify the Membership
Services Department in writing; and

c. ifitis determined that the demonstration appraisal report or three appraisal reports fail to meet
the technical requirements, the grader shall draft a critique to be sent to the general Associate
Member explaining the reasons for the failing grade and forward it to the Membership Services
Department, which shall in turn transmit it to the general Associate Member.

Section 3. Credit, Recording and Notification

The Membership Services Department shall be responsible for: (a) posting of credit to the general
Associate Member's record; and (b) all notifications to the general Associate Member as to whether
the demonstration appraisal report, three appraisal report alternative, or Research Project received
credit.

Part B: Verification Process

The following procedures shall be used to verify factual data in a general Associate Member's
demonstration appraisal report and the statements of the general Associate Member in the
application for credit:

10 | General Admissions Procedure Manual
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a.

Upon being notified by the Membership Services Department that the general Associate
Member’'s demonstration appraisal report meets the technical requirements, the Chair of the
Demonstration Appraisal Grading Panel (or designee) shall assign a Local Representative:

(1) to verify the factual data in a general Associate Member's demonstration appraisal report and
the statements of the general Associate Member in the application for credit; and/or

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

If a Local Representative determines that he or she has a conflict of interest or a personal bias for
or against the general Associate Member, he or she shall be disqualified from service as a Local
Representative with respect to that general Associate Member’'s demonstration appraisal report
and the Chair of the Demonstration Appraisal Grading Panel (or designee) shall assign a
replacement.

If the Local Representative is able to verify the factual data in the general Associate Member’s
demonstration appraisal report and the statements of the general Associate Member in the
application for credit, the Local Representative shall notify the Membership Services Department
in writing of this fact. Then the Membership Services Department shall take appropriate action to
post credit for the demonstration appraisal report on the general Associate Member’s record and
to notify the general Associate Member that credit has been posted. Unless there is a
recommendation by the Local Representative that credit not be given, the verification process
shall not exceed twenty (20) business days. This period of time may be extended by the Chair of
the Demonstration Appraisal Grading Panel for good cause shown. If the Local Representative
fails to file a recommendation within twenty (20) business days of the date the Chapter received
the demonstration appraisal report and application for credit from the Membership Services
Department (or any extension granted by the Chair of the Demonstration Appraisal Grading
Panel), it shall be deemed that the Local Representative has submitted a favorable
recommendation.

If at any point in the verification process it appears to the Local Representative that there is a
possibility that the factual data in the general Associate Member's demonstration appraisal report
and/or the statements in the general Associate Member’s application for credit are not accurate,
the Local Representative shall schedule an interview with the general Associate Member in
person (or by telephone if requested by the general Associate Member). At the request of the
Local Representative, the Chair of the Demonstration Appraisal Grading Panel (or designee) may
appoint two additional local representatives to assist in conducting the interview and any
investigation concerning whether the statements in the general Associate Member’s application
for credit are accurate.

At the interview, the Local Representative shall advise the general Associate Member that he
or she is unable to verify the factual data in the general Associate Member’s demonstration
appraisal report and/or that he or she has tentatively concluded that the statements of the general
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Associate Member in the application for credit are not factually accurate. The general Associate
Member shall be allowed to explain where or how the factual data in the demonstration appraisal
report was obtained and/or to furnish information to the Local Representative to show that the
factual data in the demonstration appraisal report and/or the statements in the application for
credit are accurate. If the general Associate Member requests additional time in order to obtain
information or to assemble documentation in support of verification, the Local Representative
shall schedule an additional interview for this purpose not more than ten (10) days after the initial
interview.

If, after considering the general Associate Member’s information and explanations in support of
verification, the Local Representative concludes, by the greater weight of the evidence, that the
data in the demonstration appraisal report and/or the statements in the application for credit are
accurate, the Local Representative shall notify the Membership Services Department in writing of
this fact. Then the Membership Services Department shall post credit. All decisions of the Local
Representative shall be based upon factual information that can be verified. The naotification to
the Chair of the panel shall describe the efforts taken to verify the data and/or statements. If at
any time the Chair of the Demonstration Appraisal Grading Panel determines that the Local
Representative has not conducted the verification process adequately, the Chair (or designee)
may order further investigation or rescind the appointment of the Local Representative and
appoint a replacement.

If, after considering the general Associate Member’s information and explanation in support of
verification, the Local Representative concludes, by the greater weight of the evidence, that the
data in the general Associate Member’'s demonstration appraisal report and/or the statements in
the general Associate Member’s application for credit are not accurate, the Local Representative
shall prepare a formal written report and recommendation (“Recommendation”) which
recommends, and states the basis for the recommendation, that the general Associate Member’s
demonstration appraisal report not receive credit. The Recommendation shall set forth in detail
the relevant factual information relied on as the basis for the Local Representative’s conclusion.
Before completing the Recommendation, the Local 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 Local Representative shall submit the Recommendation to the Membership Services
Department. If the Membership Services Department determines that the Local Representative’s
Recommendation is not in compliance with the requirements of this Procedure Manual, the
Membership Services Department shall return the Recommendation to the Local 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
Membership Services Department that the Local Representative’s Recommendation is in
compliance with the requirements of this Procedure Manual, the Membership Services
Department shall submit a copy of the Recommendation to the Chair of the Demonstration
Appraisal Grading Panel.
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If after review the Chair of the Demonstration Appraisal Grading Panel determines that the
Recommendation that the demonstration appraisal report not receive credit is without a
reasonable basis in fact, he or she shall instruct the Membership Services 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
Membership Services Department to submit a copy of the Recommendation to the general
Associate Member.

Each general Associate Member who has received an unfavorable Recommendation by the Local
Representative shall have the right to request a Conference. The Conference right may be
exercised only by filing a timely Notice. A Notice shall be deemed timely if it is filed by the general
Associate Member within thirty (30) days after the date of the correspondence from the
Membership Services Department advising the general Associate Member of the unfavorable
Recommendation. The Notice by the general Associate Member shall be transmitted by certified
mail to the Membership Services Department.

The correspondence from the Membership Services Department apprising the general Associate
Member of the unfavorable Recommendation shall advise the general Associate Member that if
he or she does not file a timely Notice, the Recommendation may be considered by the
Admissions Committee without a Conference and may be adopted, and that the Admissions
Committee may decide the verification issue and may prepare a formal decision concluding that
the general Associate Member’s demonstration appraisal report not receive credit on the grounds
that: (a) the data in the demonstration appraisal report was not factual; and/or (b) the statements
of the general Associate Member in the application for credit were not accurate. The
correspondence shall further advise the general Associate Member that if no timely Notice is filed,
the Admissions Committee’s decision shall be final and the general Associate Member shall have
no further right of review or appeal.

Any member of the Admissions Committee who determines that he or she has a conflict of
interest or personal bias for or against the general Associate Member shall not participate in any
aspect of the review of an unfavorable Recommendation. Such member shall not discuss the
merits of the matters related to the general Associate Member, either formally or informally, with
any other member of the Admissions Committee, Admissions Appeals Panel, or an Admissions
Appeal Board.

If a general Associate Member makes a timely request for a Conference, the general Associate
Member shall have the right to appear at the Conference in person, individually or with legal
counsel or a personal representative. The procedures for a general Associate Member to have
invitations and summonses issued are similar to those described above in Article Il, Part H, of this
Procedure Manual. By advance request, a general Associate Member may patrticipate by
telephone. Further, a general Associate Member shall have a right to submit a brief (a statement
of facts and argument) at any time prior to thirty (30) days before the date set for the Conference.

At the Conference, the general Associate Member shall have the right to present evidence, both
testimony and documents, with respect to the unfavorable Recommendation. The Local
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Representative shall be in attendance to present evidence and to respond to questions of the
Admissions Committee (or Conference Board appointed by the Chair or Vice Chair of the
Admissions Committee). The Local Representative shall have the burden to prove, by the greater
weight of the evidence, that the data in the demonstration appraisal report and/or the statements
in the general Associate Member’s application for credit are not factually accurate. Rules
regarding Conference procedures shall be the same as those described in Article 1l, Part G of this
Procedure Manual. Only members of the Admissions Committee (or Conference Board) who
attend both the Conference and Executive Session may vote. A court reporter shall be present at
the Conference and shall record all formal proceedings prior to the Executive Session.

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

If the Admissions Committee (or Conference Board) determines that the data in the general
Associate Member's demonstration appraisal report and the statements in the general Associate
Member’s application for credit are factually accurate, it shall instruct the Membership Services
Department to post credit.

A general Associate Member who receives an adverse decision from the Admissions Committee
(or Conference Board) after a Conference with respect to verification of a demonstration appraisal
report shall have the right to appeal the adverse decision. The right to appeal may be exercised
only by filing a timely Notice of Appeal.

. A Notice of Appeal shall be deemed timely if it is filed by the general Associate Member within

sixty (60) days after the date of the notice from the Membership Services Department advising
the general Associate Member of the adverse decision of the Admissions Committee (or
Conference Board). The Notice of Appeal shall be transmitted by certified mail to the Membership
Services Department. The Notice of Appeal must state the general Associate Member’s reason(s)
for contesting the decision. If the general Associate Member fails to file a timely Notice of Appeal,
the right of such general Associate Member to appeal shall terminate, and the decision of the
Admissions Committee (or Conference Board) shall become the final decision of the Appraisal
Institute and shall not be subject to further review or appeal. Procedures governing formal
appeals and Appeal Hearings regarding verification of demonstration appraisal reports are
contained in the Admissions Appeal Board Procedure Manual.

14 | General Admissions Procedure Manual



572
573

574

575
576
577
578
579
580
581
582
583
584
585
586
587
588
589
590
591
592
593
594
595
596
597
598
599
600
601
602
603
604
605
606
607
608
609
610
611
612
613
614
615

ARTICLE V

Experience

The Chair of the Experience Review Panel shall oversee the assignment of Experience Review Panel
members to serve as Screeners and to serve on Review Committees. Reviewers of Specialized
Experience shall be MAI members.

Experience credit shall be awarded based on the recommendations of the Screeners and Review
Committees of the Experience Review 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 a Review Committee if he or she has previously reviewed the experience submission or if
he or she has a conflict of interest or has a personal bias favorable or prejudicial to the general
Associate Member.

An experience submission shall initially be reviewed by a Screener and, if necessary, then be
reviewed by a Review Committee consisting of three to five members of the Experience Review
Panel. A Screener shall review the work product and interview the general Associate Member. A
Screener may recommend that experience be awarded or that the application be referred to a Review
Committee. The Chapter Admissions Chair, or designee, should be available to assist the Screener.
The Screener will proceed even if the Chapter Admissions Chair, or designee, is not available.

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

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

If the Review Committee’s decision is that the general Associate Member receive less experience
credit than that being requested, then the Membership Services Department shall notify the Associate
Member of the Review Committee’s decision and of his or her right to appeal the decision within sixty
(60) days.

If a general 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 general Associate Member who was denied credit, the
appraisal work shall be referred to the Ethics and Counseling Department for processing in
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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.

Supervisory Experience
An Associate Member in a supervisory position who receives full experience credit pursuant to the

provisions of this Appendix shall be considered to have met the experience requirements set forth in
Regulation No. 1.

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. 1 definitions of Specialized 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. 1 for Specialized 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
Specialized Experience, the Associate Member must submit a list of that work. Samples
will be selected to review similar to the procedures for experience review described in
Regulation No. 1 and the General Admissions Procedure Manual.

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

e« employment and experience (including field and supervisory work);

e 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;

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

e 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:

e 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.

Review Process

A submission shall be reviewed by a special Review Committee consisting of at least three MAI
members of the Experience Review Panel. The Chair of this panel shall be the Manager of
Experience Review or an Assistant Screener.

The Review 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 Review Committee shall prepare its recommendation regarding experience

credit and forward it to the Membership Services Department. The written recommendation of the

Review Committee shall specifically state the number of hours of experience credit awarded to the
Associate Member.

If the Review Committee’s decision is that the Associate Member receive less experience credit than
that being requested, the Membership Services Department shall notify the Associate Member of the
Review Committee’s decision and the right to appeal.
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ARTICLE VI

Application for MAI Membership

Part A: Preliminary Processing

Upon receipt of an application for admission to membership as an MAI member from an individual
who does not hold another Appraisal Institute designation and upon receipt of the appropriate fee, the
Membership Services Department shall make a preliminary investigation to determine that the
general Associate Member has complied with the requirements set forth in Regulation No. 1 and that
the application is in order.

If the general Associate Member has complied with the requirements set forth in Regulation No. 1,
the application is in order, and:

a. If nothing is disclosed on the form or in Appraisal Institute files that indicates that the general
Associate Member may lack good moral character, the Membership Services Department shall
notify the appropriate Local Committee of the application and the Local Committee shall proceed
pursuant to Part B; or

b. The information contained in the application or in Appraisal Institute files indicates that the
general Associate Member may lack good moral character, then the application shall be
processed by the Admissions Committee pursuant to Article 1l of this Procedure Manual.

Part B: Consideration by Local Committee

If, on the basis of factual information, a Local Committee believes that an investigation of a general
Associate Member's good moral character pursuant to Article Il of this Procedure Manual is
necessary, the Local Committee shall file a recommendation that the Admissions Committee proceed
pursuant to Article Il of this Procedure Manual. Such recommendation shall be filed with the
Membership Services Department within ten (10) business days of the date that the Membership
Services Department notified the Local Committee that a general Associate Member affiliated with the
Chapter applied for membership as an MAI member.

If the Local Committee believes that such an investigation is not necessary or fails to respond within
ten (10) business days of receipt of notice of the application, the Membership Services Department
shall promptly notify the President of the Appraisal Institute that the general Associate Member has
completed all of the requirements for membership as an MAI member set forth in Regulation No. 1.

Upon receipt of such notice from the Membership Services Department that the general Associate
Member has completed all of the requirements for MAI membership, the President of the Appraisal
Institute shall promptly notify such general Associate Member that he or she has been admitted to
membership as an MAlI member and has been authorized to use the MAI designation; transmit the
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indicia of MAI membership to the new MAI member; and give the Chapter and Region having
jurisdiction appropriate notice.
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APPENDIX A

Options for Individuals Admitted to General
Associate Membership as the result of an
Application Postmarked before July 1, 2006

Individuals admitted to general Associate Membership as the result of an application postmarked
before July 1, 2006, have the option to:

a. complete the Regulation No. 1 experience requirements effective July 1, 2006, as modified
from time to time; or

b. by July 1, 2011, complete the previous experience requirement, as provided in this
Appendix A.

If by July 1, 2011, an individual admitted to general Associate Membership as the result of an
application postmarked before July 1, 2006 receives credit for experience according to the following
adjustments to the July 1, 2006 provisions, the general Associate Member shall also be considered to
have completed the experience requirements effective July 1, 2006.

Section 1. Hours of Specialized Experience

Receive credit for 3,000 hours of Specialized Experience performed after the work listed for the Initial
Submission, unless the general Associate Member qualified for and received credit for 4,500 hours of
Specialized Appraisal Experience under the Regulation No. 1 effective on December 31, 2000. A
general Associate Member shall apply for the credit in one submission. The 3,000 hours must be the
general Associate Member's most recent work. The work must deal with more than one type of real
estate, but must not include one-to-four family residential. The work must demonstrate that
substantially different knowledge, skills, or techniques were required to perform such work
competently.

Section 2. Definition of Specialized Experience

Specialized Experience is work relating to real estate other than one- to four (1-4) family residential
real estate that is covered by Standards Rules 1 through 6 of the Standards of Professional Appraisal
Practice, or experience gained by providing practical solutions to real property economics problems
as may be further defined by the Admissions Committee.

Section 3. Reasonable Relationship Hours

There must be a reasonable relationship between: the number of hours claimed in a general
Associate Member's application for experience credit and “List of Assignments” and the amount and
complexity of the work. If, in the opinion of the experience reviewers, the number of hours claimed
appears to be inconsistent with this requirement, the number of hours of experience credit granted
shall be based on the reviewers’ best judgment as to the number of hours that are reasonable and
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appropriate, considering the experience level of the general Associate Member.

Section 4. Significant Professional Responsibility

The general Associate Member must be able to demonstrate significant professional responsibility for
work product submitted for experience credit. The general Associate Member must be able to show
that he or she followed the appropriate process(es) and arrived at analyses, opinions and conclusions
that were incorporated in the report (or file memoranda showing data, reasoning and conclusions).
The mere assembling and analyzing of facts relating to the solution of a valuation or evaluation
problem does not necessarily result in significant professional responsibility. To determine if the
general Associate Member has significant professional responsibility for identified work product, the
reviewers may consider: whether the general Associate Member signed reports or certification forms
in the report; whether the general Associate Member’s name was listed in certification forms as a
person who had significant professional responsibility; and/or other appropriate evidence.

Section 5. List of Assignments

With respect to each application for Specialized Experience credit, the general Associate Member
shall submit a “List of Assignments” listing all Specialized Experience. No more than 1,500 hours of
credit for Specialized Experience may be received for work performed in a twelve (12) month period.
The work which is submitted for Specialized Experience credit must have been performed within the
previous ten (10) years.

Section 6. Initial Submission

Except as provided below, general Associate Members must submit a list of work after performing
appraisal work or providing practical solutions to real property economics problems for 3,000 hours
over at least two years. General Associate Members who hold a Master's Degree in Real Property
Valuation (or similar degree at the graduate level) from a university whose program has been
approved by the Admissions Committee shall be considered to have met this requirement. General
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.

For educational purposes, a general Associate Member may request review of a sample of work. The
general Associate Member shall select two assignments for this review. The Membership Services
Department shall assign an MAI designated member(s) from the Experience Review Panel to review
the sample and interview the general Associate Member about the work. The individual conducting
the review and interview shall provide the general Associate Member with educational feedback.

Section 7. Advisory Review

For educational purposes, a general Associate Member may request an advisory review of a sample
of work product. This advisory review may take place subsequent to the Initial Submission and prior
to submission of an application for Specialized Experience Credit. The general Associate Member
shall select two (2) assignments for this review.

The Membership Services Department shall assign an MAI designated member from the Experience
Review Panel to review the work product and interview the general Associate Member about the

21 | General Admissions Procedure Manual



830
831
832
833
834
835
836
837
838
839

840
841
842
843
844
845
846
847
848
849
850
851
852
853

work. The individual conducting the review and interview shall provide the general Associate Member
with educational feedback.

If the two assignments were performed during the time period of the work to be submitted for
Specialized Experience credit, the general Associate Member may later list the two (2) sample
assignments on the List of Assignments submitted for Specialized Experience Credit but the general
Associate Member may not select them either of those two (2) assignments to be reviewed again as
part of the application for Specialized Experience Credit.

Section 8. Evaluation of Specialized Experience

To receive credit, the experience must meet the applicable requirements described above in this Part
and:

a. meetthe Standards of Professional Appraisal Practice if the Standards apply to the work; or

b. meet criteria appropriate to the type of work or the applicant's area of professional practice, if the
Standards of Professional Appraisal Practice do not apply.

In addition to either no credit or full credit, partial credit of 1,500 hours may be granted. If no credit or
partial credit is granted, the general Associate Member may reapply listing work that began accruing
after the date of the latest work in the previously submitted "List of Assignments." For each
application, the Appraisal Institute shall select three (3) assignments from the "List of Assignments" to
review, and the Associate Member shall select two (2) assignments.
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APPENDIX B (APPENDIX TO PLAN OF UNIFICATION)

Appraisal Experience Criteria for SRPA Members
Who Wish to Obtain the MAI Designation

One of the requirements for an SRPA seeking the MAI designation is credit for a year of experience
that meets the criteria set forth in this Appendix.

Part A: Classifications of Experience

The experience must be acquired in one of the following classifications:

a. Inthe valuation of real estate (other than one to four-family residential real estate) as a field
appraiser.

A “field appraiser” is an appraiser who makes personal inspections of real property, assembles
and analyzes the relevant facts, and, by the use of reason and the exercise of judgment, forms
objective opinions as to the market or other value of such properties or interests therein and
prepares written appraisal reports (or fle memoranda showing data, reasoning, and conclusions).
Professional responsibility for the valuation function is essential.

b. Inthe review of real estate appraisal reports (other than relating to one to four-family residential
real estate) as a reviewing appraiser.

A “reviewing appraiser” is an appraiser who does not necessarily make personal inspections of
real property but does review and analyze the relevant facts assembled by field appraisers and,
by the use of reason and the exercise of judgment, forms objective conclusions as to the validity
of field appraisers’ opinions and prepares written review reports (or file memoranda showing data,
reasoning, and conclusions) recommending the acceptance, revision, or rejection of such field
appraisers’ opinion. Professional responsibility for the valuation review function is essential.

c. Inthe evaluation of real estate (other than one to four-family residential real estate) as a real
estate analyst and consultant.

A “real estate analyst and consultant” is an appraiser who assembles and analyses the relevant
facts and by the use of reason and the exercise of judgment, forms objection opinions evaluating
the nature, quality, or utility of parcels of real estate or any interest in, or aspect of, real property
and prepares written analyses and consultant reports (or file memoranda showing data,
reasoning, and conclusions). Professional responsibility for the evaluation function is essential.

d. Inthe teaching of courses relating to the appraisal of real estate (other than one to-four family
residential real estate).
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A “teacher of courses” is a professor who has at least a Master’s Degree and holds the
permanent rank of associate professor or above on the faculty of a degree-granting educational
institution approved by the General Appraisal Board of the Appraisal Institute. The professor must
teach courses relating to the appraisal of real estate, including but not limited to land economics,
real property valuation or evaluation and real estate finance.

Part B: Time Requirements

To receive credit for a full year of experience, the applicant must have spent at least 1,152 hours in
activities in one of the above classifications, or at least 576 hours if the activities result in work
product of narrative appraisal reports, or subject to the criteria in Part A of this Appendix, the
applicant must have been a teacher of courses who taught courses for a full term (two semesters or
three-quarters). The following subsections describe the calculation of hours in more detail, depending
on whether the activities lead to narrative appraisal reports. They also describe the required quantity
of courses taught by a teacher of courses.

1.

Narrative Appraisal Reports Only

If an application for credit is based solely on time spent in the appraisal process leading to the
preparation of narrative appraisal reports, the following number of hours will be required for the
following credit:

HOURS AMOUNT OF CREDIT
288 hours or less No credit

289 hours—-575 hours Credit for one-half year
576 hours or more Credit for one year

Other than Narrative Appraisal Reports Only

If an application for credit is based solely on time spent in the appraisal process leading to the
preparation of appraisal reports other than narrative appraisal reports (or of file memoranda
setting forth the data, reasoning and conclusions upon which an appraisal is based) the following
number of hours will be required for the following credit:

HOURS AMOUNT OF CREDIT
575 hours or less No credit

576 hours—1,151 hours Credit for one-half year
1,152 hours or more Credit for one year
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3. Combinations of Narrative and Other Then Narrative Appraisal Reports

If an application for credit is based on time spent in the appraisal process leading to the
preparation of both narrative reports and other than narrative appraisal reports, the following rules
shall apply:

a. Narrative work will be rated separately in accordance with the criteria set forth in (1) above,
and “other” appraisal work will be rated separately in accordance with the criteria set forth in
(2) above.

b. If this process yields one year of credit for narrative work, or if this process yields one-half
year for “other” appraisal work and one-half year for narrative work, then credit for one full
year of experience may be awarded.

c. If this process yields one-half year of credit for either narrative or “other” appraisal work, but
no credit for the remaining type, then only one-half year of credit may be awarded.

d. If neither the narrative work nor the “other” appraisal work is sufficient to yield one-half year
of credit, but the total time spent preparing narrative and “other” appraisal reports or file
memoranda equals or exceeds 576 hours of the calendar year, then credit for one-half year
of credit may be awarded.

4. Reasonable Relationship
There must be a reasonable relationship between the number of hours claimed and the number
and complexity of reports. If, in the opinion of the examiner, the time claimed appears to be
inconsistent with the number of reports completed, the award will be based on the examiner’s
best judgment of the number of hours typically required for the reports listed.

5. Teaching of Courses

Subject to the criteria in Part A of this Appendix, teachers of courses may be awarded the
following amounts of experience credit for teaching the following number of courses:

1 semester or 2 quarters: 1/2-year credit

2 semesters or 3 quarters: 1 year credit

Part C: Quality of Work Product

The quality of work product must be at a level approaching the competency and the quality of the
work product required of an MAI Member, as stated in the Standards of Professional Appraisal
Practice.
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Part D: Variety

The appraisal work performed must either deal with more than one type of real estate (excluding one
to four-family residences) or demonstrate that substantially different knowledge, skills, or techniques
were required to perform such appraisal work competently (on property other than one to four-family
residences). lllustrative of property types are:

a. Multi-family residential (five units or more)
b. Retail and commercial

c. Office

d. Industrial

e. Agricultural

f.  All other property including special-purpose property, but excluding one to four-family residential

Part E: Signing of Appraisal Reports

A substantial number of the appraisal reports must be signed or cosigned by the applicant as a
principal appraiser. If such signed appraisal reports are not available, the fact that such appraisals
were prepared by the applicant as a principal appraiser must be established by other appropriate
evidence satisfactory to the examiners. The mere assembling and analyzing of facts relating to the
solution of a valuation or evaluation problem does not result in being a Principal Appraiser. To be
considered a “Principal Appraiser,” the applicant must be able to demonstrate that he or she followed
the appraisal process and arrived at analyses, opinions and conclusions that were incorporated in the
appraisal report (or file memoranda showing data, reasoning, and conclusions). In this context, there
may be more than one principal appraiser involved in an appraisal and the resulting report (or file
memoranda showing data, reasoning and conclusions).

Part F: List of Appraisals

An applicant must submit a list of each assignment other than one- to four-family residential property
on the appropriate form. This list shall set forth the type of property, the date, the approximate value
estimated, the type of report, the purpose and function of the report, hourly evaluation of experience
of each report, and whether or not the applicant signed the report as a principal appraiser.

Each applicant for experience credit shall, upon request, make available to the examiners sample(s)
or his or her work product (including both appraisal reports and the supporting files) as may be
selected by the examiners from the list of appraisals.
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Part G: Cumulative Experience Rating

At the option of the Board of Examiners-Experience, it may, for good cause shown, award experience
credit on a cumulative basis as opposed to a yearly basis.

Part H: Definitions
Terms used in this Appendix are defined as follows:

a. Appraisal Report means a valuation, evaluation, or review report relating to real property that
leads a reader from the definition of a real estate appraisal problem to a specific conclusion
through reasoning and relevant descriptive data.

b. Narrative Appraisal Report means a valuation, evaluation, or review report relating to real
property that contains: (1) a reasonably complete statement of the relevant factual data
assembled in the course of the work (2) a reasonably complete statement of the appraiser’s
analysis of the relevant factual data; (3) a reasonably complete statement showing the reasoning
that led to the appraiser’s conclusions; and (4) the opinion or conclusion of the author of the
report.

c. Principal Appraiser means an individual who has primary professional responsibility for the

analyses, opinion, or conclusions in an appraisal report (or file memoranda showing data,
reasoning and conclusions).

05/28/09sk
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