
Property Characteristics

You will be required to enter the characteristics for the property that is the subject of the appeal. Select the 
months applicable for the characteristics from the drop down lists. This will typically be January and 
December, but if the information is only applicable to a portion of the year that can be indicated here.



Enter information as applicable for the property. 

Select the Property Use by clicking on the menu button to the right of the field to open the selection 
menu; enter a brief description of the property type in the search field and click Find. Then click the 
most appropriate use found for the property and click Select.

Depending on the property type selected, additional required data fields may appear. 

Enter as much information as needed, but at a minimum all fields indicated as required must have 
information entered in order to submit the filing.
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Commercial Income/Expense

The Commercial Property Income and Expense section is designed for more convenient submission of a 
property's financial information. Enter as much financial information as possible, but at a minimum 
provide the information for the required fields.

You can click on the Instructions link for financial term definitions and detailed instructions on financial 
information submission.

Please note that operating expense information should not include real estate taxes, as the tax expense 
should be entered in it's own field.



Commercial Comparables

Rental or sale comparable information can be submitted in the Commercial Comparables tab. Once the 
rate for the comparable is entered, a field appears where the corresponding PIN can be indicated. Up to 
five can be submitted, but three are required.

If not submitting comparable information, please enter "0" in each of the required rate fields.




