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GUIDE FOR THE PREPARATION OF  
DEMONSTRATION APPRAISAL REPORTS 

FOR SINGLE FAMILY PROPERTIES 
 
Introduction 
 
The Single Family Demonstration Appraisal Report is a take-home “open-book” examination, 
intended to provide an opportunity for the student/candidate to demonstrate their knowledge of, 
and ability in, the application of appraisal theory and practice.  Candidates may choose to 
complete this report independently or may choose one of two assisted options: (1) the SFD 
tutorial program or (2) an intensive workshop.  Additional fees apply to these assisted options, 
and details on these are available on the UBC Real Estate Division website.   
 
The single-family demonstration appraisal report is intended to test the candidate's ability to 
apply appraisal theory relevant to the appraisal of a single family dwelling, and to assemble a 
comprehensive appraisal report with each section completed thoroughly and accurately.  It is 
intended to be a concise but thorough examination of the candidate's level of knowledge and 
expertise. 
 
The single-family demonstration appraisal report is formatted, meaning that it employs the same 
appraisal process as required in a narrative report, but guides the appraiser through the report-
writing process by the use of standardized formatted tables and pages.  This Guide has been 
developed to assist candidates in preparing a demonstration appraisal report on a single-family 
dwelling using this structured format report.   
 
 
Selection of Subject Property 
 
The most important step in preparing a demonstration appraisal report is the selection of a subject 
property.  If a poor selection is made, it may be difficult to write a demonstration appraisal report 
that could receive a passing grade.  For many properties in the market, sufficient market data 
does not exist to enable the candidate to satisfy all the requirements of this Guide.  Onus for 
selecting a suitable subject property lies solely with the candidate. 
 
Candidates are advised that success of the report largely depends on the availability of ample 
market data to support the requirements outlined in this guide.  You are advised to first gather 
data that will be needed for the preparation of the report, especially vacant land sales and 
improved property sales.  Once this information is available, a subject property should be chosen 
for which there is ample data, not only of comparables to be analyzed in comparison to the 
subject, but also to be used to justify and support adjustments made to the comparables.  Often, 
candidates will select a subject property first, only to find later that although the property in itself 
is suitable, there is insufficient market data relating to the property or its immediate locale to 
complete the report.  Read this guide thoroughly and prepare a list of the necessary market data 
prior to selecting a subject property.   
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 HINTS FOR SUCCESS 
 
1. Ensure that you have sufficient market data before choosing a property. Necessary market 

data includes, but is not limited to, sales of vacant land and improved properties, as well as 
paired and resale data in support of necessary adjustments in the Land Value section of the 
cost approach, and direct comparison approach. 

 
2. Students who have completed the projects required in BUSI 330 and BUSI 400 have already 

completed portions of the demonstration appraisal report forms for a residential property. It 
is allowable to choose this property as the subject of the demonstration appraisal, but the 
candidate must complete all requirements stated in this Guide (going beyond the limited 
analysis carried out in these courses). 

 
 
It is recommended that the subject for the single family dwelling report be a "standard" 
residential property, which conforms fully to the zoning and represents the highest and best use 
of the site as if vacant.  
 
The highest and best use of the site as if vacant must be for development with a single-family 
dwelling, and the existing development must be a single-family dwelling.  Cottages, seasonal 
dwellings, and condominiums are not acceptable as the subject of this report.  Also, make sure 
that the highest and best use of the site as if vacant is the same as or very similar to the highest 
and best use of the property as improved.  As an example, it would be very difficult to undertake 
a demonstration report on a property where the highest and best use of the site as if vacant was 
for a “row-house” project, and the highest and best use of the property as improved is as a single 
dwelling. 
 
The subject property must be such that the site as if vacant could be sold on its own, independent 
of any other property.   
 
The selected property must be a fully detached (both above and below grade), permanent, single-
family residence, fronting on a public street.  The house must have a chronological age of at least 
ten years as at the effective date of appraisal (in order to demonstrate appropriate depreciation). 
 
The purpose of the appraisal must be to estimate market value, and the interest appraised must 
be fee simple. Value other than market value, such as value in use or going-concern value, is 
not acceptable.  Also, the property rights being valued must be “fee simple”, as opposed to 
others such as “leasehold”.  
 
 
Registration of Subject Property 
 
Prior to preparing their report, the candidate must register the subject property with the UBC 
Real Estate Division, using the prescribed form found on the “Demonstration Appraisal 
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Reports” page on the UBC Real Estate Division website1.  This form requires you to provide 
the address and legal description of the subject property.  UBC will advise the candidate if the 
selected property is acceptable, based on location and distance from properties registered by 
other candidates.   
 
The subject property cannot have been the subject of a demonstration report for the AIC for five 
years previous to its selection by the candidate for this course.  UBC may also reject subject 
properties in close proximity to one another.  Candidates can verify the availability of a property 
using the "Database of Registered Properties" link on the “Demonstration Appraisal Reports” 
webpage.  If you find that another property has been registered with the same postal code as your 
proposed subject property, then this may be an indication that there will be a problem with 
proximity.  You may not be allowed to use this as your subject property or you may have some 
restrictions on your use of it, such as limitations on the effective date of the appraisal.  Special 
permission may be granted by the Report Grading Sub-Committee, upon receipt of a written 
request from the candidate, outlining extenuating circumstances or other reasons that preclude the 
selection of an alternative property.  You may have to justify why your property is significantly 
different than the previously registered property.   
 
Note that it is acceptable for the subject property to be the same as that analysed in the projects in 
BUSI 330 or BUSI 400, as long as the property meets all of the other requirements stated above. 
 
Registration of a subject property is valid for one year.  At the end of this year, the property 
must be re-registered with the appropriate fee paid.  Once registered, a property may not be used 
as the subject of a demonstration appraisal report by another candidate for five years from the 
date of registration.  In the event that a demonstration appraisal report has been submitted on a 
property, a new demonstration report on the same property will not be accepted for registration 
or grading within five years of the report being graded.  
 
 
Mandatory Requirements 
 
Canadian Uniform Standards of Professional Appraisal Practice (The Standard) 
 
Demonstration reports must be consistent with the Canadian Uniform Standards of Professional 
Appraisal Practice (The Standard) applicable at the time of completing the report. Candidates are 
cautioned that The Standard is updated annually, and made available on the AIC website.  Onus 
lies with the candidate to ensure that your demonstration report conforms to the Standard in effect 
as of the date the report is completed and signed (NOT the effective date of the appraisal). 
 
Format 
 
Reports must be prepared using the structured format specified and must comply with all 
requirements specified in this Guide.  In using the formatted report, all sections of the tables, 
charts, and "check-box" areas must be completed.  Any deficiency in a report is the responsibility 

                                           
1 http://www.sauder.ubc.ca/realestate/programs/aic/SFdemo.cfm 
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of the candidate, and is not to be attributed to the design of the formatted report.  The formatted 
style is used solely for the purposes of efficiency to provide a generic structure, which may be 
applicable in most, but not necessarily in all, situations. Where the formatted report does not 
provide for the inclusion of information that may be considered pertinent to the valuation, the 
candidate is expected to provide narration and/or attachments to convey the information 
considered applicable.   
 
The candidate must comply with the direction contained in this Guide and with the instructions 
printed on the “Application for Appraisal Report Credits”, found on the Demonstration Appraisal 
Reports webpage.  This application and the prescribed fee must accompany each appraisal report 
submitted by the candidate otherwise the report will not be sent to a marker for grading. 
 
Effective Date of Appraisal 
 
Candidates may choose any effective date of appraisal for the appraisal report, as long as the 
effective date is within five years from the date that the subject property was registered.  Reports 
estimating value as of an effective date more than five years prior to the date of registration of the 
property will not be accepted. 
 
Once the comparable properties have been identified and researched, the candidate should select 
an effective date of appraisal that is most convenient to the available data.  The effective date 
should be chosen such that a majority of the sale dates of the land and improved comparables 
precede the effective date of appraisal.   
 
 HINTS FOR SUCCESS 
 
Select an effective date of appraisal after you have identified the best land sales and improved 
property comparables.  This will ensure that a majority of these sales precede the effective date of 
appraisal.  Pick a date that is the most convenient for you, bearing in mind the data you have 
collected! 
 
 
Theory and Methodology 
 
The demonstration appraisal report must reflect contemporary appraisal theory as taught by 
AIC/UBC as of the date the candidate registers their subject property.  The current appraisal 
methodology endorsed by AIC is found in the book The Appraisal of Real Estate, Second 
Canadian Edition; reports will be graded in conformance with this text. 
 
Demonstration appraisal reports submitted for grading may be in either imperial or metric 
measure, whichever is commonly used in the market of your subject property.   
 
Data must be verified as it is collected.  The candidate must verify sales and rental information 
with one or more of the principals involved (vendor or purchaser if possible, or alternatively with 
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the brokers, closing agents, or lenders)2.  In addition, transactional details must be verified 
related to the comparables used in the land value and direct comparison approach sections, 
including both the date of sale (agreement of purchase and sale) and date of registration, and the 
identification of any encumbrances.  Details on the agreement of purchase and sale (as opposed to 
closing documents) are to be confirmed with one of the parties to the transaction.  However, the 
candidate is not expected to produce a copy of the agreement document itself.  Transfer, 
easement, and mortgage documents are to be confirmed by way of a search at the appropriate 
Land Titles or Registry Office.  Candidates must submit copies of the pertinent pages of transfer 
and mortgage documents (vendor take-back and assumed mortgages only) for all comparable 
sales used in the Direct Comparison section of the report. This provision of documentation does 
not apply to paired sales or resale properties used to support adjustments; however as indicated 
later in this Guide, these sale properties must be adequately described.  For these properties, 
pertinent information includes, as a minimum:  
 

• price (where available on transfer documents); 
• mortgage principal amount and mortgage terms; 
• legal description, date of registration, instrument number, and, where available, the 

affidavit of land transfer tax. 
 
In order to permit an analysis of all depreciation categories, reproduction cost new must be used 
in demonstration appraisal reports.  Depreciation must be estimated using the breakdown 
method3.   
 
The subject property must contain actual examples of physical deterioration curable and physical 
deterioration incurable, both short-lived and long-lived.  If no actual examples of functional or 
external obsolescence exist, hypothetical examples are acceptable. 
 
Other mandatory requirements are described in the details of the requirements, which follow. 
 
 HINTS FOR SUCCESS 
 
Justification and Support For Adjustments.  The land value and direct comparison approach 
sections are commonly the weakest parts of demonstration report submissions.  Candidates must 
explain, justify, and support all adjustments for significant differences between the comparable 
sales and the subject property.  That justification must be based on an analysis of relevant market 
data, providing the reader with appropriate information supporting the reason for and the 
magnitude of the adjustment.  See Guide Sections 9A(c), and 10(d) and (e) for specific guidance 
on adjustments. 
 
 
Preparation of the Report 
 
Candidates are advised that the use of personal pronouns (I, my, etc.) is to be restricted to the 

                                           
2 Appraisal of Real Estate Second Canadian Edition, Page 17.6 
3 Ibid, Page 16.11 
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letter of transmittal and certification.  Use of the pronoun “we” implies the report was not the 
sole work of the candidate and its use may be grounds for failure.  Appraisal of real estate is also 
referred to as “valuation”, the latter term being used more consistently in other parts of the world 
outside North America.  Either term is correct, but the candidate is advised to use one or the 
other, but not interchangeably. 
 
Reports must be suitably bound in such a way as to withstand the repeated handling of mailings 
and grading.  The use of duotang or three ring binders should be avoided as they have are bulky 
and susceptible to damage.  Cerlox or coil binding is preferred.  A plastic protective cover is 
recommended. 
 
Information on the Grading Process 
 
The completed demonstration report can be submitted at any time within the one year that the 
subject property registration is valid.  Beyond one year from registration, the registration must be 
renewed in order to submit a demonstration report. 
 
Reports are to be submitted to the UBC Real Estate Division.  Report grading is carried out 
under the direction of AIC’s Report Grading Sub-Committee and every report is graded by an 
accredited member of the Appraisal Institute of Canada.  
 
When the report arrives, it is checked for completeness.  If a problem is found, it may be 
returned to the candidate ungraded, or the candidate may be asked to send in supplemental 
information.  If it meets minimum requirements, it is forwarded to a grader.  It normally takes 4-
6 weeks for a report to be graded and processed.  The Chair of the Report Grading Sub-
Committee is the final authority for all grading recommendations. 
  
Demonstration appraisal reports are returned to the candidates upon completion of grading, along 
with a grading sheet and a letter indicating the result.   
 
A report which receives a passing grade can be used by the candidate to meet designation 
requirements with AIC.  Once the candidate is notified of successful completion of their report, 
they can arrange for a designation interview with the AIC provincial office.  The candidate is 
required to submit their grade letter at the time of the interview as proof of completion of the 
demonstration report. At that time, demonstration report results are posted on the candidate's 
record with AIC.  The completed report does not need to be submitted in the CRA Interview, but 
candidates are advised to keep their graded report in case AIC requires it at some future date. 
 
Demonstration reports that do not meet the basic requirements of this Guide will receive a failing 
grade.  The report will be returned to the candidate with a suitable explanation of why it did not 
receive a passing grade.  
 
A candidate will be allowed a resubmission of a failed report within six months of the date of the 
letter reporting the failure.  The grader may indicate that only limited areas require correction or 
may indicate that the report is wholly unacceptable.  In both cases, the candidate must resubmit 
their entire report along with the applicable grading fee.  If there are limited areas requiring 
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correction, the candidate need only revise the sections indicated by the grader, and only these 
sections will be graded, together with any other sections affected by this correction (the candidate 
is responsible for ensuring that the entire report is consistent throughout).  If the report is wholly 
unacceptable, then the subsequent resubmission will be regraded in its entirety.   
 
If a resubmission does not receive a passing grade, the candidate is allowed a second 
resubmission within six months of the date of the letter reporting the second failure.  If the 
second resubmission does not receive a passing grade, the candidate must select and register a 
different subject property.  The candidate has the right to appeal a failed second resubmission to 
the Chair of the Report Grading Sub-Committee within one month of receipt of the graded 
report.  Reports that fail on their second resubmission will not be returned to the candidate, and 
are retained by the UBC Real Estate Division until the expiry of the appeal period.  Further 
explanation can be found on the “Application to Register a Subject Property for Demonstration 
Appraisal Report Credits" form found on the Demonstration Appraisal Reports webpage.  If a 
failed report is not resubmitted within six months, then the candidate forfeits the right to use this 
same property for any future demonstration report purposes.   
 
Candidates are advised that demonstration appraisal reports will be selected at random for 
verification of data.  Reports are sent to a local (to your subject market) appraiser who will be 
asked to verify data contained in your report.  This may include verification of data at Land 
Titles or Registry Offices, and a drive-by verification of the subject property and the comparables 
used in the report.  In some instances, the candidate may be requested to supply the verified data. 
 
Any contravention of AIC’s Regulations, or of the Standards, may lead to an automatic 
failure of the report.  Specifically, candidates are referred to The Appraisal Standard Rules 
section of the Standard.  Candidates found in violation may also be subject to appropriate 
disciplinary action as provided by the Board of the Appraisal Institute of Canada.   
 
Academic and Professional Regulations 
 

1. Plagiarism 
 
The demonstration report is used to qualify candidates for professional accreditation by the 
Appraisal Institute of Canada.  Because of this important consequence, it is vital that candidates 
produce and submit work which is entirely their own.  Studying in groups is recognized as 
beneficial to the candidate, e.g., in understanding general concepts, but answers must be 
produced on an individual basis.  The grader of the demonstration report must be able to certify 
that each individual candidate has a reasonable understanding of the concepts and techniques 
employed in the appraisal of a residential property.  For example, each candidate must describe 
their own views on the appraisal problem and logically substantiate with market evidence their 
individual opinions and conclusions reached throughout the appraisal report. 
 
Plagiarism or the copying of anyone else's work is unacceptable and will have severe 
consequences for the candidate.  It is unacceptable to copy someone else's work and submit it as 
one's own.  This would include copying solutions from old demonstration appraisal reports 
produced by candidates of the Appraisal Institute of Canada or copying published information 
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and conveying it as one's own, without acknowledging the source.  In particular, the sample 
demonstration report published years ago by the Appraisal Institute of Canada is not to be relied 
upon: first, it is no longer current and does not reflect current AIC standards and accepted 
methodology; second, use of this could be considered plagiarism. 
 
Any recognized case of copying is considered plagiarism and could result in any of the following: 
 

• An official reprimand letter sent to the candidate from the Real Estate Division or 
Appraisal Institute of Canada, a copy of which will be kept in the candidate's file at the 
Real Estate Division or Appraisal Institute of Canada; 

• The candidate having to re-do and resubmit the demonstration appraisal report on a 
different subject property; 

• The candidate losing the right to any credit for the demonstration appraisal report toward 
professional accreditation for a one year period or indefinitely; OR 

• Expulsion from the program. 
 

This is in addition to any professional consequences that may be imposed by the Appraisal 
Institute of Canada. 
 

2. Data Falsification 
 
Similarly, data falsification is a serious offence.  As noted, reports are selected at random for 
data verification.  Penalties for data falsification are similar to those assessed for plagiarism. 
  
 
Candidates are required to sign the Certification on the “Application for Appraisal 
Report Credits”, declaring that all work on their demonstration report submission is their 
own and that all information provided is factual.   
 
 
Supplementary Information 
 
A checklist of items to consider before submitting a demonstration report is found in the 
“Final Advice” section of this guide. 
 
A list of CRITICAL ERRORS, or major faults which would result in the failure of the 
report, are included in Addenda B at the end of this guide. 
 
The following is a list of additional sources of information which are not included as a part of 
this Guide, but which candidates might find helpful in preparing their demonstration report.   
 

1. Canadian Uniform Standards of Professional Appraisal Practice (The Standard): found 
on the Appraisal Institute of Canada website, http://www.aicanada.ca 

 
2. Appraisal Institute of Canada & Appraisal Institute (US).  2002.  The Appraisal of 

Real Estate, Second Canadian Edition.  UBC Real Estate Division: Vancouver.  This 
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book can be purchased directly from the UBC Real Estate Division’s online bookstore. 
 
3. Additional Guidelines for Making Adjustments in the Direct Comparison Approach: 

this supplement found on the “Single-Family Demonstration Appraisal Report” page 
on the UBC Real Estate Division website, http://www.realestate.ubc.ca 

 
4. Single-Family Demonstration Appraisal Report Grading Sheet: found on the “Single-

Family Demonstration Appraisal Report” page on the UBC Real Estate Division 
website, http://www.realestate.ubc.ca 

 
5. Application for Appraisal Report Credits: found on the “Single-Family Demonstration 

Appraisal Report” page on the UBC Real Estate Division website, 
http://www.realestate.ubc.ca  
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1. INTRODUCTORY SECTION OF REPORT 
 
1A. COVER IDENTIFICATION AND/OR TITLE PAGE (AIC Form 1) 
 
The following must be added to the cover page provided: 
 

a) Address of the property, including postal code.  
b) Name and address of appraiser.  

 
1B. TRANSMITTAL INFORMATION (AIC Form 2) 
 
Completely fill out this page, as required.  This page transmits the report to the client and, 
technically, is not part of the report.  Typically is it done last, once the report is completed, as 
you will need to insert the number of pages and number of addenda items.  State whether the 
market value estimate is current or retrospective.  Your signature is required on this page -- if 
this page is not signed, the report will be returned to you ungraded. 
 
1C. PHOTOGRAPH(S) OF SUBJECT PROPERTY (AIC Form 3) 
 

a) View of front showing depth of building(s); e.g., 3/4 view 
b) View of rear, showing opposite side.  

 
• Colour, 35mm or digital preferred, with 3½" x 5" prints suggested; instant photos are not 

recommended. 
• If including more than front and rear view photos, include in addenda.  For example, 

separate buildings (such as a garage) can be photographed separately. 
• Don't take photo from inside of an automobile. 
• Centre the subject properly; clear photos are required. 
• Make sure to get the house clearly; not just shrubbery and trees with a roof above.  If 

possible, use a wide angle lens. 
• Photographs should ideally be scanned and printed; if prints are included, they must be 

mounted with suitable cement or special backing tape and never with corner mounts or 
staples. 

 
1D. TABLE OF CONTENTS (AIC Form 4) 
 
Once the report is completed, number each page in the report, except the Addenda, in numerical 
sequence in the space provided in the upper right corner.  Number pages consecutively 
throughout the entire report; do not number the pages 1, 2, 3, 4, 4a, 5, 5a, 5b, etc., otherwise 
the reader would never know if page "4a" was missing.  List the major headings only, as 
provided on the forms. (Note that the numbering at the lower left of each page, e.g., “AIC Form 
5”, is for administrative purposes only and should not influence the numbering in your Table of 
Contents). 
 
Include appropriate page references in the Table of Contents.  The required schedules (as 
discussed later in Section 13) must be titled and be listed either by letter (A, B, C, etc) if included 
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in the Addenda, or by page number if inserted into the body of the report.  
 
1E. SUMMARY OF SALIENT FACTS AND IMPORTANT CONCLUSIONS (AIC 

Form 5) 
 
Once the balance of the report is completed, provide all summary data as required by the 
headings on this page.  This should be include all items on the form and should be in point form, 
all on one page.   
 

• Type of single family dwelling: bungalow, two-storey, split level, etc. 
• Address: civic address, can also include brief legal description. 
• Date: effective date; make sure this agrees with the Letter of Transmittal and 

Certification.  
• Assessment: year appropriate to effective date of appraisal; land, buildings, and total (if 

split is available). 
• Make sure summary corresponds exactly with the data and conclusions in the body of the 

report. 
 
1F. DEFINITION OF THE APPRAISAL PROBLEM (AIC Form 6) 
 
This is page 1 of the report. 
 

• Present Registered Owner(s): state name(s), date acquired property. 
• Past sales history (5 years).  If the subject property has sold within one year of the 

effective date of appraisal, that transaction must be considered and analyzed in the 
Reconciliation of Value Indications and Final Estimate of Value section.  Furthermore, 
any current (to the effective date of appraisal) Agreement of Sale, option or listing of the 
property being appraised must also be considered and analyzed -- state owners, dates 
transferred, prices paid. 

• Legal Description: remember to include municipality and province; if a lengthy metes 
and bounds description, you may wish to place this in addenda and make reference to it 
here. 

• Encumbrances: list all and their registration numbers; if mortgage(s) - give rate, 
amount, amortization, term, expiry; if easements or rights of way, show on site plan as 
well; if none, state this fact. 

• Date as of which value estimate applies (Effective Date).  The effective date may not 
precede the date of registration by more than five years, allowing the candidate to select 
any time up to five years prior to the date they registered the subject property, to use as 
the effective date.  This provision will allow the candidate to select that time when the 
greatest volume of market data is available. 

 
1G. ASSUMPTIONS AND LIMITING CONDITIONS (AIC Form 7) 
 
The candidate must include all assumptions and limiting conditions that affect the analyses, 
opinions, and conclusions as required by the Standards.  Note that the limiting conditions 
provided on AIC Form 7 are only a guide, with the expectation that the candidate will provide 
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the necessary limiting conditions.  The Standards provide examples of limiting conditions in the 
“Assumptions and Limiting Conditions” section (Line 6466, 2003 edition).  Any Extraordinary 
Assumptions and Limiting Conditions must be clearly noted in the report (Line 1494, 2003 
edition).  Additionally, candidates must act in the manner of “reasonable appraisers” as set out in 
the section of the Standard titled “Ethics Standard - Rules” (Line 117, 2003 edition).     
 
If you are appraising your own home, the limiting conditions must reflect this.  You should 
indicate whether urea formaldehyde insulation or asbestos or asbestos is present.  If the 
effective date is other than the date of inspection, an appropriate condition must be inserted to 
indicate that no changes were assumed to have occurred in between these times.   
 
1H. SCOPE (AIC Form 8) 
 
The candidate must describe the extent of the process of collecting, confirming, and reporting 
data as required by Standards (Line 1351, 2003 edition).  This information may be provided 
here or in the addenda. 
 
 
2. REGIONAL AND AREA ANALYSIS (AIC Form 9) 
 
This section should be limited to the one page provided. 
 

• general locale: where is the municipality within the province? (state province); distance 
from other major centres? 

• Population:  state current level; check box for trend. 
• real estate summary: provide whatever statistics are available for year of appraisal and 

two previous years; if any data is unavailable, enter “n/a”. 
• comment on availability of land for SFD development; discuss lot costs in general; 

comment on financing available for SFDs and trends. 
• comment on any economic factors of external depreciation (e.g., industry closure, high 

interest rates). 
• provide any other comments relevant to the SFD market in the region; e.g., highlight 

trends and significant factors, which have a relationship to the probable future 
marketability and economic life of the subject property.  Provide a concluding 
statement(s) which addresses the overall trend in the subject marketplace with respect to 
values, activity, supply/demand, interest rates, etc. 

 
3. NEIGHBOURHOOD ANALYSIS AND TRENDS (AIC Form 10) 
 
This section should be limited to the one page provided.   
 
Provide all required data on top half of form; ensure land uses will total 100%. 
 
At the bottom of the page state neighbourhood boundaries (north, east, west, south).  Provide a 
brief description of any factors affecting the neighbourhood's marketability as a SFD area; 
include external depreciation (locational); if there are no negative factors, state this. 
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4. LAND DESCRIPTION AND ANALYSIS (AIC Form 11) 
 
This section should be limited to the one page provided.  Provide additional detail and 
explanation as required concerning factors relevant to marketability and value of site (e.g., 
easements). 
 
 
5. DESCRIPTION OF IMPROVEMENTS (AIC Forms 12-14) 
 
The description of improvements should generally be limited to the three pages provided.  
There should be minimal analysis in this section of report; simply describe the subject property 
as if walking the reader through it. 
 
On AIC Form 13, under "additional features", the candidate should describe any items which 
would normally be noted in the marketing of the subject property or which would have an impact 
on the potential value of the property (and not captured in preceding checklists).   
 
On AIC Form 14, for the description of the "Condition of Building", the candidate is expected to 
describe the condition of components of the house under the appropriate depreciation headings as 
shown on the “Observed Depreciation” page (AIC Form 14).  If there are no negative factors 
under a certain heading, describe what aspects of the property were considered in reaching that 
conclusion.  All forms of physical depreciation must be present No discussion is required for 
external factors which have been addressed in the site analysis, if appropriate.  
 
Under the Long-Lived subcategory, the candidate must estimate and justify effective age and 
economic life.  Calculate remaining economic life.  For support of the estimate of economic life, 
the expectation is that this estimate will be derived from, at a minimum, conversations with 
contractors specializing in renovations, building inspectors, municipal records, review of 
demolition and renovation permits, etc.  The candidate's task is to determine the typical 
economic life cycle that affects the single-family residential property market.   
 
The economic life usually differs from the physical life expectancy.  In describing improvements 
and completing a depreciation analysis, aspects of a building which have different economic 
lives need to be clearly distinguished from each other.   
 
Candidates are sometimes confused with the concept of effective age, particularly when 
considering the effective age of buildings as a whole, and the age and effective age of its 
component parts.  Long-life items likely have effective ages equal to their chronological ages.  
The same will apply to short-life items, unless something has happened where parts of items 
have been replaced or worn out faster than is typical. 
 
Total economic life of “long-life” items is extremely variable.  There are examples of houses 
in Canada that were built as houses, are still used as such, and the long-life items are generally 
original.  Examples can be found where there are houses between 100 and 200 years old which 
are still used as they were designed and continue to have a highest and best use as a house.  
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Clearly the economic life of this type of building is long, and may be well in excess of 100 
years.  Conversely, there are examples of houses that have reached the end of their economic 
lives relatively quickly – sometimes in less than 30 years.  Each must be treated on its own. 
 
Short-life items each have their own economic lives, but these cannot exceed the remaining 
economic life of the long-life items. 
 
 HINTS FOR SUCCESS 
 
Be careful not to get stuck with published depreciation tables that may indicate the total economic 
life of a house as something in the range of 60 years.  This may be an average, but local market 
conditions will guide you to realistic estimates.  If there are houses that are 125 years old, which 
were designed as a house, continue to be used as such, and when sold see the new owner 
continuing to use it as a house, then the economic life of the long-life items must be relatively 
long.  On the other hand, you may find evidence of houses like the one you are appraising that 
are being demolished for redevelopment.  They may not be very old, but have reached the end of 
their economic lives. 
 
 
It is not acceptable to rely solely on a costing manual, without any other market support.  A 
costing manual may be relied on only where the candidate has explicitly stated that no other 
market support for the estimate of economic life is in evidence and outlined how they ascertained 
this limitation (i.e., outline limitation and what research was carried out). 
 
Note that the information on this form must be consistent with the depreciation analysis found 
later in the report. 
 
 
6. ASSESSMENT AND TAXES (AIC Form 15) 
 
This discussion should be limited to one page.  Outline data as at effective date of appraisal. 
 

• if there is no land and building assessment breakdown, insert "n/a" for not applicable 
and footnote this definition on the bottom of the page. 

• if there are no special assessment or local improvement charges - state "none". 
• basis of assessment - describe how assessed value is determined. 
• briefly describe the likely future trend in taxes (not necessarily assessed values) based 

on the four-year history of property taxes provided in the table; comment on the 
likelihood of reassessment and on likely future level of taxes. 

 
 
7. ZONING OR LAND USE CLASSIFICATION (AIC Form 16) 
 
For demonstration report purposes, it is advisable to avoid non-conforming properties 
because of the difficult appraisal aspects involved. 
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Under "Summary", discuss the likelihood of rezoning, protection against adverse uses, etc., and 
how strictly the zoning requirements are enforced in the neighbourhood. 
 
 
8. HIGHEST AND BEST USE ESTIMATE (AIC Form 17) 
 
 HINTS FOR SUCCESS 
 
Given that this section is the cornerstone of the subsequent appraisal analysis, the candidate is 
urged to review all current appraisal theory.  See Chapter 12 of The Appraisal of Real Estate, 
Second Canadian Edition.  This is a section that has traditionally been problematic for 
candidates in the past. 
 
 
Highest and Best Use As If Vacant: Provide an analysis and concluding statement as to the 
highest and best use of the site as if vacant. Consideration must be given to all uses permissible 
under the current zoning and to the likelihood of zoning change.  Factors such as supply and 
demand and other principles that might affect the value of the subject must be taken into account. 
Do not forget the principle of conformity -- it should be possible to reach a conclusion that 
describes the style(s) and area (range) of house that would be constructed on the site if it were 
vacant. 
 

• discuss zoning, typical vacant lot development, uses permitted by zoning, density, most 
likely use, likely site coverage ratio, type of development, etc. 

• discuss legality, probability, possibility, profitability of, and demand for use. 
• this subsection must conclude with a clear, concise statement of the highest and best use 

of the site, as if vacant 
 
Adequacy of Improvements: Having reached a conclusion for the site as if vacant, discuss the 
adequacy of the existing improvements in light of that conclusion.  Ideally, the subject property 
will satisfy the conclusion for the site as if vacant (with the style and area within the parameters 
established for the site as if vacant); and have sufficient remaining life to warrant retention of the 
existing building.  It may be necessary to discuss the options of renovating, rehabilitating, or 
adding on to the building. 
 

• do present improvements conform to the highest and best use of the site as if vacant? 
• would a typical purchaser likely demolish buildings and rebuild?  Or substantially 

renovate?  
• Does the building conform with other nearby uses?   
 

Highest and Best Use As Improved: Link the discussion of the site as if vacant and the adequacy 
of existing improvements in the final conclusion.  Your discussion must lead the reader to a 
logical and well-founded conclusion as to the highest and best use of the property as improved.   
 
If possible, be concise and limit this discussion to one page. 
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 HINTS FOR SUCCESS 
 
When selecting a subject for the single-family demonstration report, the improvements must 
represent the highest and best use of the site as if it were vacant. 
 
 
 
9. COST APPROACH 
 
9A. LAND VALUE (AIC Forms 18-21) 
 
This site is to be valued consistent with its determined Highest & Best Use as if vacant. 
 

a) Three comparable vacant land sales of different properties must be used, where the sales 
must represent independent transactions where no two sales involve the same purchaser 
and vendor.  The use of more than one sale by the same vendor must be explained.  A 
map showing location of land comparables must be included in addenda. 

 
b) The majority of sales must precede the effective date of appraisal.  It is critical that sale 

dates, i.e., the date the agreement of purchase and sale was signed, be available and 
recorded in the report. Neither deed dates nor registration dates are substitutes for 
contract(sale) dates.  Candidates are not expected to provide copies of transfer documents 
and mortgages for those sales used in the land value section. 

 
c) Discuss and support adjustments, providing general reasoning leading to conclusions.  

Explanation and justification is required for significant differences between the 
comparable sales and the subject property (even if no adjustment is required).  Candidates 
must explain, justify, and support all adjustments for significant differences between the 
comparable sales and the subject property. Discuss order of adjustments and the use of 
dollar or percentages adjustments.  Justification and support must be based on an analysis 
of relevant market data, providing the reader with appropriate information leading to the 
reason for and magnitude of the adjustment.  Wherever possible, at least two independent 
market indicators are to be provided in support of the adjustment.  The unsubstantiated 
opinions of others are not acceptable support for adjustments.   

 
 The market conditions adjustment is best indicated by “paired sales method”, ideally 

using the sale and subsequent resale of the same property.  This adjustment should be 
reinforced by statistics obtained from local sources.  Paired sales is the preferred 
method of support for other adjustments, employing at least two sets of paired sales 
wherever possible.  Properties used for adjustment support must not be the same as 
those used for the comparables, although it is acceptable to pair the comparables with 
other sales not used as comparables. 

 
 HINTS FOR SUCCESS 
 
The discussion of the justification and support for adjustments is traditionally a problematic area 
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for candidates.  You must provide direct market evidence for the amount of adjustments and 
also for making no adjustment when there are obvious differences that are significant.  NEVER 
quote the opinions of others (e.g., salespeople, appraisers) as the source for an adjustment.  
They are not the ones responsible for producing the report; enquire as to why they hold a 
certain opinion, seek out the facts and analyze them directly.   
 
 

If adjustments apply, you will likely need to add pages to fully explain and justify their 
application.  If the comparables are such that there are no significant differences 
between them and the subject, note that you are not required to show a hypothetical 
demonstration of how to justify and support adjustments. 

 
Your analysis must provide a reasoned evaluation of the value estimate found based on 
the comparability and reliability of the three sales analyzed. 

 
d) Where no comparable land sales are available, the abstraction or extraction method of site 

valuation must be developed.  Market support is required for all steps in this method, 
especially for the portion of the sale price attributed to the building.  Such properties 
should be avoided by the candidate for demonstration report purposes because of the 
practical difficulties of supporting this analysis. 

 
e) Develop unit(s) of comparison for each comparable sale, using those unit(s) appropriate to 

your market.  Where more than one unit of comparison is developed, provide a reasoned 
analysis for reconciling into a single estimate of land value.  Candidates are cautioned not 
to double account by adjusting for a feature and then using that feature as a unit of 
comparison. 

 
9B. COST ANALYSIS OF IMPROVEMENTS (AIC Form 22) 
 
In order to permit an analysis of ALL depreciation categories using the breakdown method, 
reproduction cost new must be used in demonstration appraisal reports. 

a) The cost estimate must be supported by two contractors' estimates and one nationally 
recognized costing manual/computerized service.  This includes: Marshall & Swift / 
Boeckh (http://www.marshallswift.com/), but may be any nationally recognized costing 
service.  Marshall & Swift / Boeckh provides an on-line costing program called “Swift 
Estimator”, and has offered students in UBC Real Estate Division courses the capability 
to carry out three free calculations. To use this service, follow the instructions provided 
in Addenda A later in this Guide.   

 
b) For the contractors' estimates, include the name and address of the contractors, as well as 

the reproduction cost new estimate they provided.  If possible, it is preferable to include 
their written statements in addenda. 

 
c) For the cost manual/service, a cost summary sheet showing detailed calculations must be 

included in the addenda of the report.  If computer services are used, include both the 
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input form and output sheets.  Although cost manuals normally refer to replacement cost 
new, the candidate must explain how it was used in estimating the reproduction cost 
new. 

 
d) Reconcile the three building cost estimates into a single reproduction cost new estimate.  

State which method has been most relied upon and why 
 

e) Provide estimates of the reproduction cost new of site improvements.  For site 
improvements that depreciate, the age/life method of depreciation is acceptable and 
should be applied on the “Cost Approach - Cost Analysis” page (AIC Form 22).  For 
example, fences and patios will depreciate, while lawns and trees generally do not.  
Detached garage should be treated as a site improvement 

 
9C. DEPRECIATION ANALYSIS (AIC Forms 23-26) 
 
The Breakdown Method of measuring depreciation must be applied in Demonstration 
Appraisal Reports. 
 

a) Analyze physical depreciation in the tables provided on the “Cost Approach – 
Depreciation” page (AIC Form 23).  Note that all categories specified must be present in 
the subject property and fully analyzed: repair, short-lived, and long-lived. 

 
b) Provide a general narration on functional obsolescence, curable, its three causes and 

methods of measuring them.  Relate this discussion to the subject. 
 

c) Provide a general narration on functional obsolescence, incurable, its two causes and 
methods of measuring them.  Relate this discussion to the subject. 

 
d) Provide a general narration on external obsolescence, its cause and methods of 

measurement.  Relate this discussion to the subject. 
  
Where any forms of functional or external obsolescence  do not exist in the subject, IT IS 
MANDATORY TO PROVIDE hypothetical examples how each may occur in the subject 
property, stating how to calculate the value loss for each.  The MINIMUM 
REQUIREMENT of this section of the report is to supplement the discussion with 
arithmetic examples, either actual or hypothetical, as follows: 
 

• Functional Obsolescence, curable - arithmetic example of at least one of the three 
subcategories. 

• Functional Obsolescence, incurable - arithmetic example of at least one of the two 
subcategories. 

• External Obsolescence - arithmetic example of one method of measurement.   
 
 HINTS FOR SUCCESS 
 
The Depreciation Analysis section is traditionally a problematic section in single-family 
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demonstration reports. Ensure that you have met the requirements of the Guide as stated above. 
 
9D. SUMMARY OF COST APPROACH TO VALUE (AIC Form 27) 
 
Complete the “Cost Approach – Summary” page as required. 
 
 
10. DIRECT COMPARISON APPROACH (AIC Forms 28-32) 
 

a) Three independent, comparable sales representing transactions for different properties, 
where no two sales involved the same purchaser and vendor, must be used.  These three 
sales must be unrelated to one-another, and as an example two properties bought by the 
same person on the same day from the same vendor, may not be used as in all likelihood 
they were part of a “package sale” and it may not be possible to separate one from the 
other.  A map showing the location of comparable sales must be included in the addenda. 

 
b) If the subject has recently sold at arm's length, it may not be used as one of the three 

required comparable sales.  Instead, its sale price must be discussed in the Reconciliation 
of Value Indications and Final Estimate of Value, in comparison to the value estimates 
from the cost and direct comparison approaches to value. 

 
c) The majority of the sales must precede the effective date of appraisal. 

 
d) The property chosen must be such that at least two adjustments, one being market 

conditions, can be made, justified, and supported.  Market conditions and at least one 
other factor must be substantiated with detailed support, based upon an analysis of 
at least two market indicators (e.g., two sets of paired sales, one set of paired sales with 
supporting statistical data, etc.) which support whether or not an adjustment is 
required together with the magnitude of the adjustment. 

 
 The market conditions adjustment is best indicated by “paired sales method”, ideally 

using the sale and subsequent resale of the same property.  This adjustment should be 
reinforced by statistics obtained from local sources.  Paired sales is the preferred method 
of support for other adjustments, employing at least two sets of paired sales wherever 
possible. Properties used for adjustment support must not be the same as those used for 
the comparables, although it is acceptable to pair the comparables with other sales not 
used as comparables. 

 
 HINTS FOR SUCCESS 
 
The adjustment process in the direct comparison approach has historically been one of the 
weakest sections of a demonstration appraisal report.  Candidates must ensure that the report 
discusses the need for adjustment for any significant characteristic that differs between each 
comparable and the subject, that may be considered by a typical purchaser or vendor.  Where 
adjustments are required, or for a nil adjustment for a differing characteristic, justification and 
support are required -- as a minimum, the reader must be convinced as to the need for the 
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adjustment and as to its magnitude.  You need to discuss any and all adjustments a reasonable 
person would consider, even if they don't apply in your situation.  
 
Adjustments must be market-derived, NOT cost-based.  Statistical data is to be used only if the 
data is directly applicable to the subject property.  It is expected that either the purchaser or 
the vendor (or the salesperson or the lawyer) to the transaction have been interviewed in the 
data gathering phase of the analysis (also expected earlier in the land value section). 
 
You may need to add pages to provide a full narrative justification of adjustments.  
 
You may wish to view the document “Additional Guidelines for Making Adjustments in the Direct 
Comparison Approach”, which is found on the “Demonstration Appraisal Reports” page on the 
UBC Real Estate Division website, http://www.realestate.ubc.ca 
 
 
 

e) In addition to section (d) above, market support is required for any other adjustment(s), 
but not to the same level of detail. For these other adjustment(s) it is sufficient to describe 
what market related information was researched and describe how that information was 
analyzed. The details of the analysis may be included in the report, but this is not 
mandatory.  Provide the amount of the adjustment(s).   

 
f) For the sales used to support the two mandatory adjustments (such as in a paired sales 

analysis), basic descriptive data must be provided on these sales (address, land size, 
zoning/land use classification, building size, date of sale, price, and other relevant 
characteristics as required).   

 
g) Develop a range of value indicated by adjusted sales and reconcile into an estimate of 

value by this approach.  As a part of the reconciliation process, candidates are required to 
describe both Quantitative and Qualitative Analysis methodology, and how either would 
be used in completing an adjustment analysis.  The adjustments are required to be 
completed using Quantitative Analysis, but aspects of Qualitative Analysis should be 
applied in reconciling the value indications from the comparables (e.g., ranking). 

 
h) As part of the addenda, submit copies of the pertinent pages of transfer and mortgage 

documents (vendor take-back and assumed only) for all comparable sales used in the 
Direct Comparison section of the report.  This provision does not apply to paired sales or 
resale properties used to support adjustments, however as indicated elsewhere, these sale 
properties must be adequately described. 

 
 
11. RECONCILIATION OF VALUE INDICATIONS AND FINAL ESTIMATE OF 

VALUE  (AIC Form 33) 
 

a) Summarize, review, and explain the relative importance of the estimates developed by 
each of the applicable approaches.  Discuss the strengths and weaknesses of the two 

http://www.sauder.ubc.ca/re_creditprogram/programs/aic/SFdemo.cfm
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approaches, both in general and in the specific circumstances.  Weigh the importance of 
each approach against the other and lead the reader to a specific value conclusion 

 
b) Any wide discrepancies must be explained. 

 
c) If applicable, consider any impact of the highest and best use analysis (i.e., if the subject 

improvements represent an over- or under-improvement of the highest and best use of the 
site as if vacant).  Discuss its sale price in light of the value indications (explain any 
significant discrepancy). 

 
d) In conformance with the Standard, sale and/or listing activity relating to the subject 

property must be addressed (“Agreement for Sale/Option/Listing” and “Prior Sales” 
sections, Lines 1695-1707, 2003 edition). 

 
e) Demonstrate by SOUND LOGICAL REASONING the facts and steps leading to the 

final conclusion of value, concentrating on the strengths and weaknesses of each approach 
and the general validity thereof in light of the value estimates from the appraisal 
approaches. 

 
f) State final estimate of value and effective date thereof. 

 
g) Indicate the exposure time linked to the value estimate, in accordance with the Standards 

(“Exposure Time” section, Line 1428, 2003 edition).  The opinion as to exposure time 
must be justified in relation to the average historical marketing periods described on the 
"Regional and Area Analysis" page (AIC Form 9).  

 
Normally, the one page is sufficient for this discussion. 
 
 
12. CERTIFICATION (AIC Form 34) 
 
Enter the date of inspection, effective date of appraisal, value conclusion, signature, and date of 
signature on the “Certification” page (AIC Form 34).  Be sure to include all three dates and to 
sign this page – if you do not sign, your report will be returned ungraded.   
 
Modify as required.  For example, if you have an interest in the subject property (e.g., 
appraising your own house), you must declare that interest. 
 
This is the last numbered page of the report. 
 
 
13. ADDENDA 
 
The report must include the schedules specified below, either in the Addenda or in the body of 
the report.  Some suggestions for the Addenda are as follows: 
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• call them "items" or “schedules”, not exhibits. The term "exhibit" is usually reserved 
for court purposes. 

• must be presented professionally. 
• use 8½" x 11" paper throughout. Use photocopier machines to reduce large originals.  

Avoid bulky fold-out schedules. 
• All maps and plot plans must show north direction, ideally oriented to the top of the page 

or towards the spine of the report.  Make sure road names can be read. If the scale is 
such that the detail cannot be read by the reader, supplement the larger maps with 
"blow ups" of the specific areas needed.   

 
a) City or regional map showing north, subject neighbourhood, subject property, (in 

colour), central business district, other prominent landmarks (e.g., area universities, 
hospitals, etc.) Mandatory 

 
b) Neighbourhood map showing north, subject property (in colour), boundaries, and other 

pertinent points of interest such as schools, shopping areas, churches, playgrounds, parks, 
bus stops, etc.   Mandatory 

 
c) Plot plan showing all sides of lot, as well as location of improvements on lot, dimensions, 

setbacks, sideyards, easements, major site improvements, street/lanes, etc.   Mandatory  
Optional: show building’s exterior dimensions. 

 
d) Floor plans showing exterior dimensions of building and interior dimensions of rooms, 

layout, windows, entrances, etc.  If the subject basement is partially or fully finished, a 
basement floor plan must also be included.  If subject has a detached garage, you do not 
need to include garage plan.  Mandatory 

 
e) Map showing the location of the comparable land sales in relation to the subject property. 

Mandatory  
 

f) A cost summary sheet showing details of the cost manual calculations.  If a computerized 
costing service is used, include both the input and output forms. Mandatory 

 
g) Map showing the location of the comparable improved property sales in relation to the 

subject property (it is acceptable to use the neighbourhood map for this purpose). 
Mandatory 

 
h) Photographs of the comparable improved property sales. Mandatory 

 
i) As part of the addenda, submit copies of the pertinent pages of transfer and mortgage 

documents (vendor take-back and assumed only) for all comparable sales used in the 
Direct Comparison Approach section of the report.  This provision does not apply to 
paired sales or resale properties used to support adjustments, however as indicated 
elsewhere, these sale properties must be adequately described. Mandatory  

 
j) Additional photographs of subject (optional)  
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k) Neighbourhood photographs (optional)  

 
l) Contractors’ written cost estimates (optional) 

 
m) Such other material as tables, graphs, easement agreements, lengthy legal descriptions, 

lengthy zoning bylaws, etc. which the writer considers necessary or helpful to assist the 
reader in visualizing property and/or understanding conclusions (optional). 

 
n) Include Scope, if not included in introductory section. 

 
TO BE ACCEPTABLE, ALL ADDENDA MATERIAL MUST BE PRESENTED IN A 
PROFESSIONAL MANNER, IN THE SAME SEQUENCE AS THE NARRATIVE 
SECTIONS OF THE REPORT. 
 
 HINTS FOR SUCCESS 
 
Note that you are required to address all standards requirements, regardless of whether or not 
they have been specifically discussed in this guide. 
 
 
 
14. SPELLING, GRAMMAR, AND COMPOSITION 
 
Reports may be failed if spelling or grammatical errors are excessive, or if they are extremely 
poor in composition.  The report must flow logically, whereby the reader is led to the 
conclusions reached by the candidate.  A demonstration of professional report-writing skills 
within the context of a structured format is expected.  
 
 HINTS FOR SUCCESS 
 
When proofreading your own report, read it out loud, as this helps to highlight difficult-to-read 
sections.  When you have completed your report, it is often very useful to have a friend read it 
over and provide you with questions and comments.  This friend should not be an appraiser, as 
you are writing to an assumed uninformed, non-appraiser client. 
 
15. NEATNESS AND APPEARANCE 
 
Reports must be professional in appearance. 
 
 
16.  CONSISTENCY 
 
The report must be consistent between sections of the report so that the information established 
early in the report, which comprises the foundation of the subsequent appraisal analysis, is 
consistent.  It is essential for the professionalism of the narrative presentation, and for the 



 

 - 24 - 

credibility of the analysis presented, that information be consistently presented in the report.  The 
following highlights some critical areas where this is important, many of which should appear 
obvious to most people. 
 

• Transmittal Information and Summary of Salient Facts must be consistent with the body 
of the report. 

• The listing period of comparable real estate as indicated in the City, Area, and 
Neighbourhood analysis sections of the report must be consistent with the opinion of 
exposure period in the Reconciliation of Value Indications and Final Estimate of Value 
conclusion of the report. 

• The subject's factual data on setbacks, etc., must be consistent between the conformity 
analysis in the Zoning or Land Use Control section, and the Plot Plan in the report. 

• The details of the condition of the building, described under the Description of 
Improvements section of the report must be consistent with the subsequent Depreciation 
Analysis section.  This includes the estimates of effective age and economic life. 

• The summary of the values in the Reconciliation of Value Indications and Final Estimate 
of Value section of the report must be consistent with the value conclusions stated for 
each individual approach to value. 

• The effective date of appraisal must be consistent between the Transmittal Information, 
the Definition of the Appraisal Problem, the effective date for adjustments, the Final 
Estimate of Value, and the Certification pages. 

• The Assumptions and Limiting Conditions must be consistent with, and repeat, any 
assumptions stated in the body of the report. 

• The information in schedules in the addenda of the report must be consistent with the 
references made to them in the body of the report. 

 
 
17. CRITICAL REQUIREMENTS 
 
A list of CRITICAL ERRORS, or major faults which would result in the failure of the report, 
are included in Addenda B at the end of this guide. 
 
 
FINAL ADVICE 
 
This guide has explained the requirements to pass the demonstration appraisal report and has 
suggested methodologies and procedures (Hints for Success) that past experience has shown to be 
successful.  Do not forget the objective — to produce a professional appraisal report to estimate 
the market value of the subject property, which applies the basic theories of appraisal analysis.  
This is not the vehicle to promote innovative or controversial appraisal theories or applications -- 
this demonstration appraisal report is a test of your ability to apply standard appraisal theory in as 
straightforward a situation, and for as routine as possible a subject property, that can be found in 
your chosen market. 
 
Keep the report simple and straightforward.  Follow standard, professional report writing rules.  
Reflect correct rules of grammar and spelling of words in Canada.  Take pride in the presentation 
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and appearance of your report. 
 
The final report represents a significant effort on your part, culminating a lot of writing and 
research time.  Ensure that you use suitable binding for the report such as cerlox.  Do not use 
duotang or a three ring binder for the report as they are often subject to damage, opening up and 
pages out of order, due to the need for frequent handling and mailings. 
 
KEEP A COPY OF YOUR FINAL REPORT.  Although it is rare, it is possible that reports can 
be lost due to their multiple handling and mailings.  Given the effort you have put into the final 
product, protect yourself by making and keeping a copy of the report. 
 
 
CHECKLIST: Items to consider before submitting your demonstration report. 
 

• Read the “Critical Requirements in Demonstration Appraisal Reports” section found in 
Addenda B in this Guide.   

• After completing your Demonstration Appraisal Report, have a colleague or a person 
employed in the appraisal industry proofread your report. 

• Make a copy of your report for your files. 
• Print out and complete an “Application for Appraisal Report Credits” and include with 

your submission. 
• Print out and include two copies of the “Demonstration Appraisal Report - Grading 

Sheet”. 
• Enclose payment for Marking Fee of $295 (includes GST): Visa or Mastercard w/expiry, 

Certified Cheque, or Money Order.  (note: for students in the Single-Family Guided Case 
Study course, this marking fee is included as a part of the tuition) 

• Submit your completed Report via courier (please do not mail) to: 
  Demonstration Appraisal Reports 
  UBC Real Estate Division 
  202 - 2035 Main Mall 
  Vancouver, BC, V6T 1Z2 
  Tel:604-822-8444
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ADDENDA A 
Marshall & Swift’s “Swift Estimator” Program 

 
Marshall & Swift’s “Swift Estimator” program allows appraisers to carry out cost calculations 
on-line. Marshall & Swift has offered students in UBC Real Estate Division courses the 
capability to carry out three free calculations as a demonstration of this on-line costing service 
and to help facilitate the completion of the demonstration report requirement.  To use this 
service, follow the instructions below: 
 

1. Go to http://www.swiftestimator.com/ 
2. Click on “New Users Click Here To Sign Up Now” 
3. Read “Licence Agreement” and then click “Yes. Accept”. 
4. On “Subscription Plan” page, enter JBUBC as “Priority Code”. Click “Next” to 

continue. 
5. Enter your customer information. Note that you must provide credit card information 

in order to be able to use this software, even for demonstration purposes. Click on 
“Next” to continue. 

 
6. Once your information has been accepted, click on “Logout from Swift Estimator” to 

exit the program. 
 

You now need to contact Marshall & Swift to establish your status as a UBC Real 
Estate Division student. You will be given 3 free calculations, along with 
recalculations for up to one week for each.  After these first three uses, you will be 
charged $6 for residential calculations and $10 for commercial calculations. Note that 
you will be prompted regarding the charge for a given calculation before it is charged 
to your credit card, so that you can decline if you do not wish to continue. 

 
You can register with Marshall & Swift by telephone at 1-800-544-2678 Monday 
through Friday between 6:30 - 4:30 PST. You will need to provide your first name, 
last name, postal code, and the email address used when signing up. You will need to 
quote the source code “JBUBC” and state whether you want to use the Residential or 
Commercial Estimator, and the Marshall & Swift representative will attach the three 
calculation free subscription to your account. Alternatively, you can email this 
information to csinquiry@marshallswift.com, and the account will be updated within 
24 hours. 

 
7. Once you are registered, you can go to http://www.swiftestimator.com/, click on 

“Current Users Login Here”, and then “Create a New Estimate”. From there, follow 
the prompts and fill in the information requested in order to develop your cost 
estimate. (Note: when you are entering your postal code data, do not include a space, 
e.g., V6T1Z2) 
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ADDENDA B 
Critical Requirements in Demonstration Appraisal Reports 

 
“Critical requirements" in a demonstration appraisal report are specific, individual 
requirements, which, if omitted or done incorrectly, will result in the section of the report, and 
the report itself, being graded as unacceptable for credit (i.e., an automatic failing grade).  
 
The following lists critical requirements for the demonstration report, following the major 
sections outlined earlier in this Guide. 
 
The list does not include less significant errors or omissions that, in combination, will impact 
the grading decision.  The list is not all-inclusive, but illustrative.  This list of critical 
requirements acknowledges that graders will need to apply common sense and professional 
judgment in the grading process.  Some errors are specifically noted as non-critical, which 
means they are not significant in themselves to cause an automatic failure. 
 
CRITICAL FAULTS RESULTING IN FAILURE 
 
Introductory Section of Report  
 

1. Omission of one or more of the following Guide requirements:  
• Cover Identification and/or Title Page 
• Letter of Transmittal/Transmittal Information Page 
• Photographs of Subject Property 
• Table of Contents 
• Summary of Salient Facts and Important Conclusions 
• Definition of the Appraisal Problem 
• Assumptions and Limiting Conditions 

 
2. Failing to declare, in the Assumptions and Limiting Conditions, when the author has an 

interest in the property.  
 

3. Omission of signature on Letter of Transmittal. 
 

4. Omission or significant error in one or more of:  
• purpose of the appraisal 
• legal description 
• recent sale of the subject not discussed in the Reconciliation of Value Indications 

and Final Estimate of Value section or not used as one of the comparables in the 
Direct Comparison Approach 

• statement and definition of property rights appraised 
• incorrect effective date of appraisal (must be within five years of the date of 

registration) 
 

5. Report is based on interest other than fee simple.  
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6. Omission of a limiting condition stating the appraiser's assumptions concerning the 
condition of the subject when the date of inspection has any variance whatsoever (even 
one day) with the effective date of appraisal.  

 
7. Omission or inadequate discussion of scope of the appraisal.  

 
 
Regional and Area Analysis  
 

1. Omission of the section.  
 

2. Omission of or inadequate real estate summary.  
 
 
Neighbourhood Analysis and Trends  
 

1. Omission of the section.  
 
 
Land Description and Analysis  
 

1. Omission of the section.  
 

2. Omission/substantial error in one or more of:  
• dimensions 
• area 
• topography, drainage, and load-bearing characteristics 
• availability of services 
• rights of way or easements 

 
 
Description of Improvements  
 

1. Omission of the section.  
 

2. Omission/substantial error in one or more of:  
• age/condition  
• recent history dimensions  
• construction details or equipment details [Note that it is not critical to state the 

source of this information.]  
• observed depreciation/condition details under the depreciation headings of Physical 

Curable, Physical Incurable Short-Lived, Physical Curable Long-Lived, and 
Functional [Note that it is not considered a critical error to break-down Functional 
into Curable and Incurable.]  Estimate and justify effective age and economic life.  

• list of site improvements [Note that it is not critical to provide details such as the 
area of pavement, etc.].  
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Assessment and Taxes  
 

1. Omission of the section. 
 

2. Omission or substantial error in assessed value. [Note that it is not critical if there is no 
explanation of how the assessed value is derived.]  

 
3. Omission or substantial error in the current tax amount. [Note that it is not critical if the 

tax calculation is not shown unless the report does not have enough information to permit 
the grader to verify that the tax amount has been correctly calculated.]  

 
4. Omission of a trend analysis of previous years' taxes (three years). [Note that omitting an 

analysis of mill rates is a critical error unless the report clearly states that there was no 
change in assessed value over the period analyzed. In this case, the section would be 
graded as “Fair” with an optional comment provided.]  

 
5. Omission or significant error in describing local improvement charges if local 

improvement charges are applicable.  
 
 
Zoning or Land Use Classification  
 

1. Omission of the section.  
 

2. Omission/substantial error in one or more of:  
• designation 
• permitted/discretionary uses 
• basic requirements 
• conformity analysis 
• statement of conformity conclusion  

 
 
Highest and Best Use Estimate 
 

1. Omission of the section.  
 

2. Omission of the definition of highest and best use. 
 

3. Inadequate analysis of the site as if vacant.  
 

4. No concluding statement of the highest and best use of the site as if vacant.  
 

5. Inadequate analysis of the adequacy of existing improvements.  
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6. No final highest and best use conclusion after analysis of the existing improvements.  
 
 
Cost Approach - Land Value  
 

1. Omission of the section.  
 

2. Does not meet minimum requirement of three comparable sales (3 for single-family 
dwelling).  

 
3. Does not explain the use of more than one sale from the same vendor.  

 
4. Two or more sales are from the same vendor to the same purchaser, which results in non-

adherence to the minimum number of independent sales.  
 

5. Comparable data omits one or more of:  
• instrument number 
• date of sale 
• date of registration vendor 
• purchaser 
• legal description 
• land size 
• zoning 
• consideration 

 
6. Omission of the data comparison chart.  

 
7. Omission of the adjustment chart.  

 
8. Adjustments are needed and are applied, yet justification is omitted or illogical.  

 
9. Adjustments appear to be needed, but are not addressed in the report.  

 
10. Adjustments are based on the opinions of salespeople, appraisers, or others who did not 

have any professional involvement in the transaction.  In using paired sales analysis, both 
sales must be time-adjusted to the effective date of the appraisal when adjustments are 
based on dollar amounts.  When adjustments are based on percentages they may be 
adjusted to the most recent sale date of the paired sales.  

 
11. The majority of sales do not precede the effective date of appraisal.  

 
12. No clear conclusion as to the land value estimate is provided.  

 



 

 - 31 - 

Cost Approach - Cost Analysis  
 

1. Omission of the section.  
 

2. Cost estimate is not supported based on the minimum requirements of the Guide:  
• the comparative method, if used, is not adequately explained with adjustments 

supported  
• less than two contractors' estimates are used  
• a cost manual/costing service that is not nationally recognized is used  
• details of the application of the cost manual are inadequate to demonstrate that the 

candidate fully understands how to apply the cost manual  
• the output sheet form computerized costing service is omitted   
• if used, the details of the unit-in-place or quantity survey method are insufficient.  

 
3. Uses replacement cost new instead of reproduction cost new for the main improvement.  

 
4. Cost estimates do not correspond to the effective date of appraisal.  

 
5. The reproduction cost new indications are widely divergent and the report omits a 

reconciliation or the reconciliation is illogical.  
 

6. There is no clearly stated conclusion as to the subject's reproduction cost new estimate.  
 
 
Cost Approach - Depreciation Analysis 
 

1. Omission of the section.  
 

2. Does not apply observed condition method to the main improvement. [Note that the age-
life method is acceptable for other improvements.]  

 
3. For physical depreciation repair, the report omits an example of how it may arise in the 

subject or omits an arithmetic calculation.  The report omits an actual example of repair 
depreciation.  

 
4. Omission of an analysis of short-lived depreciation.  

 
5. Contains a technical error in the short-lived table.  

 
6. Contains a technical error in the long-lived calculation.  

 
7. Does not satisfy minimum requirement for functional depreciation curable.  

 
8. Does not satisfy minimum requirement for functional depreciation incurable.  

 
9. Does not explain how external depreciation may arise in the subject or does not provide a 
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correct arithmetic example of locational depreciation. 
 

10. Does not provide a clear statement of the indication of value derived from the cost 
approach.  

 
 
Direct Comparison Approach  
 

1. Omission of the section.  
 

2. Does not meet minimum requirement of three comparable sales.  
 

3. The majority of sales do not precede the effective date of appraisal. 
  

4. The report uses a recent sale of the subject property as one of the three comparables. 
[Note that it would not be considered critical if the candidate uses three sales plus the 
subjects’ recent sale as a fourth comparable.]  

 
5. Comparable data omits one or more of:  

• instrument number  
• date of sale  
• date of registration  
• vendor  
- purchaser  
• legal description  
• land size  
• zoning  
• building size  
• consideration  

 
6. Omission of photograph of one or more of the comparable sales.  

 
7. Omission of the data comparison chart.  

 
8. Omission of the adjustment chart.  

 
9. Adjustments are needed and are applied, yet justification is omitted or illogical.  

 
10. Adjustments appear to be needed, but are not addressed in the report.  

 
11. Adjustments are based on the opinions of salespeople, appraisers, or others who did not 

have any professional involvement in the transaction.  
 

12. Adjustments are cost-based in lieu of being market-derived.  [Note that it is acceptable for 
a cost analysis of an adjustment to be used in support of market-derived information. It is 
acceptable to base an adjustment based on a cost of repair if the information is obtained 
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through an interview with a party to the transaction.]  
 

13. Does not satisfy the minimum requirement of support for time adjustment and one other 
feature, with two indicators of the amount of the adjustment for each. 

 
14. Does not clearly state the conclusion of value from the direct comparison approach.  

 
 
Reconciliation of Value Indications and Final Estimate of Value  
 

1. Omission of the section.  
 

2. Illogical reasoning leading to the conclusion.  
 

3. Failure to include or unsupported estimate of exposure time in accordance with The 
Standard.  

 
 
Certification 
 

1. Omission of the section.  
 

2. Non-compliance with one or more of the requirements: 
• certification that report was prepared in conformity with the Standard 
• certification that the statements of fact in the report are true and correct 
• certification that the reported analyses, opinions and conclusions are limited only by 

the assumptions stated in the report and are the personal, unbiased, and professional 
analysis, opinions, and conclusions of the appraiser 

• certification that the appraiser has no present or prospective interest in the property 
and no personal interest or bias with respect to the parties involved [Note that the 
candidate is permitted to appraise a property in which he or she may have an 
interest as long as this certification is appropriately amended.]  

• certification that compensation, if applicable, is not contingent upon the value 
reported  

• statement of personal inspection including the date of inspection 
• certification that no one provided significant professional assistance  
• statement of effective date of appraisal statement of value conclusion  
• signature of appraiser with date provided 
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Addenda  
 

1. Omission of one or more of the mandatory elements:  
• city or regional map 
• neighbourhood map  
• plot plan 
• floor plans 
• comparable land sales map 
• comparable improved sales map 
• deeds/mortgages for comparable land and improved property sales  
 [Note that these items can be in the addenda or placed within the body of the report.]  

 
2. Addenda information significantly contradicts data information in the body of the report.  

 
 
Spelling, Grammar, and Composition  
 

1. Errors are such that the credibility of the report is affected or that the reading of the 
report is tedious and excessively demanding on the reader.  

 
2. Arithmetic errors that have a significant impact on the value conclusion of any approach 

to value (i.e., the impact of the error would not be lost by the rounding performed). 
 
 
Neatness and Appearance  
 

1. The report is in such condition that it is unprofessional in appearance and general style.  
 
 
General  
 

1. Significant inconsistencies in information, opinion, or conclusions within or between 
sections of the report.  

 
2. A major error in logic of analysis that significantly impacts the value conclusion of any 

approach to value.  




