
 

Office of the Town Manager Telephone: 207-582-4802 
Town of Chelsea 
560 Togus Road 

Chelsea, ME 04330 
      

 

 

Town of Chelsea Assessing Agent 
Request for Proposals 

 
The Town of Chelsea is now accepting proposals from certified Maine assessors to provide services as 
the town’s Assessing Agent.  The selected firm/individual shall be expected to commit to a minimum 
two-year contract, with an option to continue the contract for an additional two years.  Work will be 
performed under the general direction of the Town Manager and, ultimately, the town’s Board of 
Selectmen/Assessors.  The town has approximately 2,721 residents, 1500 Real Estate Accounts, 100 
Personal Property Accounts and a total valuation base of $169 million. 
 
The Assessing Agent Shall: 
 

1. Perform annual update of valuations to include new construction, alterations, additions and 
deletions to all residential, commercial, industrial, and personal property as of each April 1. 

 

2. Be available a minimum of two day each month at the Chelsea Town Office for scheduled 
meetings with taxpayers and to perform any other necessary assessing functions. 

 

3. Process all deeds and update electronic records (TRIO Billing System) and record cards including 
photos, when applicable. 

 

4. Read deeds and processes splits by creating new record cards for new lots and make all 
necessary valuation changes to update the records. 

 

5. Monitor land transfers for the possibility of Tree Growth, Farmland, and Open Space violations 
and calculate necessary removal penalties. 

 

6. Draft, to scale, all land splits, subdivisions, and map corrections onto the Town’s tax maps.  
Provides updates to mapping contractor and proofs changes prior to final map production. 
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7. Other undesignated days will be spent at the Town Office to perform all necessary assessing 
functions in a timely manner. 

 

8. Completes annual sales ratio study/turnaround document and Municipal Valuation Return in a 
timely manner with assistance from Town Staff.  

 

9. Process annual Tree Growth Report in a timely manner. 
 

10. Prepare Homestead Exemption Reimbursement application prior to filing deadline. 
 

11.  Appear at any required hearing to defend and offer opinion regarding property assessment 
within the Town. 
 

12. To defend any municipal assessment before the local Board of Assessment Review, State Board 
of Property Tax Review, or any court of competent jurisdiction 

13. To appeal the municipality's state valuation when the Board of Assessors deem such an appeal to 
be warranted 

14. Perform this work as an independent contractor and not as an employee of the Town. 
 

15. Provide Worker’s Compensation insurance to statutory limits for assessor’s employees, if 
applicable.  

 

16. Provide Commercial General Liability including Employers Non-Ownership Automobile Liability to 
statutory limits. 

 

17. Use the Town’s existing land and building cost schedules for calculating property values. 
 

18. Collect Personal Property forms and update computer records with additions or deletions. 
 

19.  Prepare and recommend tax abatements and supplements. 
 
The Town Shall: 
 

1. Keep the appointment schedule for designated days per month meeting with taxpayers. 
 
2. Troubleshoot assessing issues when feasible and arrange appointment with Agent, if needed. 

 
3. Provide a list of new construction for field work in form of Building Permit copies. 

 
4. Review all deeds and separate direct transfers from splits, then forward all to Agent.  

 
5. Accept new Homestead, Veteran and Blind exemptions, and forward same to Agent for 

processing. 
 

6. Maintain tables for computer record keeping, i.e. tree growth, veterans, homestead exemptions 
related to certified ratio percentage. 
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7. Aid in completing sales ratio study and Municipal Valuation Return. 
 

8. Provide a place to work at the Town Office and make available all necessary assessment records. 
 

9. Provide clerical assistance and other reasonable office functions necessary to the Agent to 
perform assessing duties. These duties include filing away work processed by the agent and Staff 
(property record cards, deeds, etc.). 

 
10. Maintain deed books and transfer tax books. 

 
11. Demonstrated expertise with TRIO Short Maintenance, CAMA and techniques for quality control 

and accuracy are also important criteria.   
 

12. Coordinate mapping updates with vendor to maintain accurate information for tax maps. 
 

13. Prepare Tax Commitment, verification lists, and summaries by the second Thursday in August 
for the Board of Selectmen to provide to the Tax Collector 

 
The Town and Bidder agree: 
 

1. This proposal does not include any drafting of tax maps or providing the Town with new paper 
tax maps. 

 
2. Travel or mileage expenses are the responsibility of the Agent and will not be billed separately 

to the town. 
 

3. The Agent shall provide a monthly invoice to the town in the amount of one twelfth (1/12) of a 
total year’s contract.   

 
4. A minimum six-month notice shall be provided if either party elects not to renew at the 

expiration of any written agreement. 
 
Other Bid Details: 
 

1. Each bidder shall provide a general description of their firm and its municipal qualifications. 
 

2. Each bidder shall provide names and phone numbers for representatives in at least three towns 
located within the state of Maine where it has performed assessing services. 
 

3. Each bidder shall provide a general description of the assessing procedures to be followed, 
presented in a form which will aid in evaluating its understanding of local governments and their 
assessing needs. 
 

4. Each bidder shall provide their complete cost for providing the services listed at the terms 
above.   
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Proposals are due at the Chelsea Town Office, 560 Togus Road, Chelsea, ME 04330, no later than 2:00 
p.m. on Wednesday, April 8, at which time they will be opened and read out loud.  They will be reviewed 
by the Board of Selectmen at their regular meeting to be held at 6:30 p.m. on April 9, to develop a list of 
candidates/firms that will be contacted for interviews.  It is anticipated a final selection will be made on 
or about May 22, 2020. 
 
The Town of Chelsea Board of Selectmen reserves the right to accept or reject any or all proposals, to 
waive informalities or technicalities, to further negotiate with a selected vendor, and to accept the 
proposal that it deems to be in the best interest of the town.  
 


