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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.

To the extent that a procedural question arises that is not specifically covered by Regulation No. 2 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. 2 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, Associate
Member or 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 residential Associate Membership; or (b) admission to SRA membership, 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 SRA designation (“Appointor”) shall appoint an
Investigative Team consisting of SRA 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 Residential Associate Membership

If an Applicant’s prior application for admission (or readmission) to residential Associate
Membership or to another category of 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 residential Associate Membership or to another
category of membership within the Appraisal Institute at any time in the future; (b) that the
Applicant be permitted to reapply for admission (or readmission) to residential Associate
Membership or to another category of membership within the Appraisal Institute after a specified
period of time; (c) that the individual's residential Associate Membership be terminated without
permission to apply for readmission to residential Associate Membership or another category of
membership within the Appraisal Institute at any time in the future; or (d) that the individual’s
residential Associate Membership be terminated, but that the individual be permitted to apply for
readmission to residential Associate Membership or another category of membership 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
residential 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 SRA Membership

If a residential Associate Member’s prior application for admission (or readmission) to SRA
membership was denied by the Admissions Committee or the Admissions Appeal Board) which
determined that his or her residential Associate Membership not be terminated and that the
residential Associate Member be permitted to reapply for admission to SRA membership after a
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specified period of time, no Investigative Team shall be appointed and the Membership Services
Department shall notify the residential Associate Member that his or her application for SRA
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 residential Associate Membership, the Applicant shall be admitted (or
readmitted) to residential 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 SRA membership, the President of the Appraisal Institute shall be
informed that the residential Associate Member has completed all the requirements for SRA
membership, as set forth in Regulation No. 2.

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
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.
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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 traceable
carrier 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. if the Applicant seeks residential Associate Membership:

(1) that the Applicant not be permitted to reapply for admission (or readmission) to residential
Associate Membership or to another category of membership within the Appraisal Institute; or

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

4 | Residential Admissions Procedure Manual
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b. if the Applicant seeks SRA membership:

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

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

(3) that the residential Associate Member not be terminated and that the residential Associate
Member be permitted to reapply for admission to SRA membership 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, or the
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.

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

5 | Residential Admissions Procedure Manual
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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 the Conference concerns an
Applicant for residential 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 residential Associate Membership or to another category of membership 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 residential Associate Membership or to another category of
membership within the Appraisal Institute after a specified period of time; and

If the Conference concerns an Applicant for SRA membership, the Admissions Committee (or
Conference Board) shall determine either: (a) that the individual’s residential Associate Membership
be terminated without permission to apply for readmission to residential Associate Membership or
another category of membership within the Appraisal Institute at any time in the future; or (b) that the
individual’s residential Associate Membership be terminated, but that the individual be permitted to
apply for readmission to residential Associate Membership or another category of membership within
the Appraisal Institute after a specified period of time; or (c) that the residential Associate Member not
be terminated and that the residential Associate Member be permitted to reapply for admission to
SRA membership 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 residential Associate Membership, the Applicant shall be
admitted (or readmitted) to residential Associate Membership, or (b) if the Applicant seeks SRA
membership, the President of the Appraisal Institute shall be informed that the residential Associate
Member has completed all the requirements for SRA membership as set forth in Regulation No. 2.

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:

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; and

6 | Residential Admissions Procedure Manual
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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 withess 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; and

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.

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.
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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 residential Associate Membership or SRA membership that such
Applicant has the right to appeal from such adverse decision to the Admissions Appeal Board.

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 traceable carrier 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

Demonstration Appraisal Verification

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 Membership Services Department that the 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 Local
Representative:

(1) to verify the factual data in a residential Associate Member’s demonstration appraisal report
(or module) and the statements of the residential Associate Member 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 inaccurate.

If a Local 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 shall be disqualified from service as a
Local 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.

If the Local Representative is able to verify the factual data in the residential Associate Member’s
demonstration appraisal report (or module) and the statements of the residential 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 (or module) on the
residential Associate Member’s record and to notify the residential 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) days of the
date the Chapter received the demonstration appraisal report (or module) 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.
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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 residential Associate Member's demonstration appraisal
report (or module) and/or the statements in the residential Associate Member’s application for
credit are not accurate, the Local Representative shall schedule an interview with the residential
Associate Member in person (or by telephone if requested by the residential 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 residential Associate
Member’s application for credit are accurate.

At the interview, the Local Representative shall advise the residential Associate Member that he
or she is unable to verify the factual data in the residential Associate Member’s demonstration
appraisal report (or module) and/or that he or she has tentatively concluded that the statements
of the residential Associate Member in the application for credit are not factually accurate. The
residential Associate Member shall be allowed to explain where or how the factual data in the
demonstration appraisal report (or module) was obtained and/or to furnish information to the
Local Representative to show that the factual data in the demonstration appraisal report (or
module) and/or the statements in the application for credit are accurate. If the residential
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) business days after the initial interview.

If, after considering the residential 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 (or module) 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
notification 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 residential 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 residential Associate Member’'s demonstration appraisal report (or module) and/or the
statements in the residential 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 residential Associate
Member’'s 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 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
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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.

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 residential
Associate Member.

Each residential 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
residential Associate Member within thirty (30) days after the date of the correspondence from the
Membership Services Department advising the residential Associate Member of the unfavorable
Recommendation. The Notice by the residential Associate Member shall be transmitted by
traceable carrier to the Membership Services Department.

The correspondence from the Membership Services Department apprising the residential
Associate Member of the unfavorable Recommendation shall advise the residential 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 residential Associate Member demonstration appraisal report not receive
credit on the grounds that: (a) the data in the demonstration appraisal report (or module) was not
factual; and/or (b) the statements of the residential Associate Member in the application for credit
were not accurate. The correspondence shall further advise the residential Associate Member
that if no timely Notice is filed, the Admissions Committee’s decision shall be final and the
residential 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 residential Associate Member shall not participate in
any aspect of the review of an unfavorable Recommendation. Such member shall not discuss the
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merits of the matters related to the residential Associate Member, either formally or informally,
with any other member of the Admissions Committee or the Admissions Appeal Board.

If a residential Associate Member makes a timely request for a Conference, the residential
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 residential Associate Member to
have invitations and summonses issued are similar to those described above in Article II, Part H.
By advance request, a residential Associate Member may participate by telephone. Further, a
residential 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 residential Associate Member shall have the right to present evidence,
both testimony and documents, with respect to the unfavorable Recommendation. The Local
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 (or module)
and/or the statements in the residential Associate Member’s application for credit are not factually
accurate. Rules regarding hearing procedures shall be the same as those before the Admissions
Committee (or Conference Board) as described in Article I, Part G of this Procedure Manual.
Only members of the Admissions Committee (or Conference Board) who attend both the
Conference and the 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 (or module) was not accurate and/or that the
statements of the residential 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 (or module) not receive credit.

If the Admissions Committee (or 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 factually accurate, it shall instruct the
Membership Services Department to post credit.

A residential 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 (or module) shall have the right to appeal the adverse decision to
an Admissions Appeal Board. 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 residential Associate Member within

sixty (60) days after the date of the notice from the Membership Services Department advising
the residential Associate Member of the adverse decision of the Admissions Committee (or
Conference Board). The Notice of Appeal shall be transmitted by traceable carrier to the
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510 Membership Services Department. The Notice of Appeal must state the residential Associate

511 Member reason(s) for contesting the decision. If the residential Associate Member fails to file a
512 timely Notice of Appeal, the right of such residential Associate Member to appeal shall terminate
513 and the decision of the Admissions Committee (or Conference Board)shall become the final

514 decision of the Appraisal Institute and shall not be subject to further review or appeal. Procedures
515 governing formal appeals and Appeal Hearings regarding verification of demonstration appraisal
516 reports are contained in the Admissions Appeal Board Procedure Manual.

517
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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 Appendix 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 review similar to the procedures for experience review 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:

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.

- Work product
The Associate Member must submit two work products that were:
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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 SRA
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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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) Passall Level Il education exam(s); or

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

I. Alternative to Regulation No. 2, Article Ill, 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
Membership Services 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 Membership
Services 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 I 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)
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Standards of Professional Practice (Business Practices and None
Ethics) (420)

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
Membership Services Department shall assign an SRA member from the Experience Review 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
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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.

05/28/09sk
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