INSTRUCTIONS FOR PREPARING APPENDICES
NOTE THAT THESE HAVE CHANGED FROM THE AARON & WRIGHT TEMPLATES
PLEASE ONLY USE THESE VERSIONS


It is critical that all appendices, including maps, photographs and supporting documentation that is to be included in the report, be submitted with the draft report.  Include all documents that you relied on in documenting critical physical data regarding the property and site (i.e., property and building size, date of construction, etc.) and drawing your professional opinion.  Appendices should be sufficiently labeled and organized so anyone producing the report can efficiently determine which appendix the document belongs and in what order the documents should be included within an appendix.  The following naming protocol is preferred:

0516000### PCA APP 1 – Property Maps   
0516000### PCA APP 2 – Photographs   
0516000### PCA APP 3 – Cost Tables
0516000### PCA APP 4 – Personnel Qualifications 
0516000### PCA APP 5 – Supporting Documentation
0516000### PCA APP 6 – Client Forms and Checklists 

Appendix 1 	You should always have a property location map and a property diagram.  The maps should be added to the following template

Appendix 2	A minimum of 24 pictures should be included in an ESA.  Many properties will require significantly more.  Use the following template provided.  Photographs generally include are as follows:

· Property improvements – A picture should be taken of the four sides of the subject building.  If there are multiple buildings, pictures should be taken of representative buildings.

· Salient components – A picture should be taken of each typical salient component such as pavement, roof, HVAC systems, water heaters, electrical wiring, electrical load protection, ADA parking spaces, etc.

· Immediate Needs – A picture should be taken of every item you will be calling out as an immediate need.  Often both a close-up and a general picture are helpful.  Use an item such as a pen beside cracks if you are trying to show scale.  The photographs should be sufficient enough that the lender or borrower should be able to find the issue so it can be addressed.

Appendix 3	Production will handle making PDFs of the cost tables after the review is complete

Appendix 4	Production will handle obtaining the needed resumes 

Appendix 5	Supporting documentation should include the following:
· Completed Pre-Survey Questionnaires
· A print out of any online assessor/appraisal district information
· Survey (print to an 8x11 PDF) if provided
· Any roof or other inspection reports
· Contractor bids
· Warranties
· FEMA Firmette Flood Map as printed from the website

Appendix 6	Complete any client forms and checklists you are provided 

The following items can be globally searched and replaced (Edit then Find/Replace from toolbar) to fill out the template.  Copy and replace with project specific data using the find/replace function in Word:

Walgreens Store #10293      (if no name is given, use property type such as Apartment Building)
173 Market Street
Potsdam, NY 13676
[bookmark: OLE_LINK1]0516001663   (only include the 051600####)
[image: BBG Assessment Logo]


Walgreens Store #10293 			BBG PROJECT NO.: 0516001663
173 Market Street
Potsdam, NY 13676

	[image: New Picture (2)]



	Property Location
	[image: http://www.polyvore.com/cgi/img-thing?.out=jpg&size=l&tid=59245434]


	Map Source – Mapquest
	



	

	PROPERTY DIAGRAM
	[image: http://www.polyvore.com/cgi/img-thing?.out=jpg&size=l&tid=59245434]


	Map Source – Google Earth
	



	

.
	

	1. Northeast elevation of building.
	2. South elevation.

	[bookmark: _GoBack]
	

	3. Southwest elevation of building.
	4. Rear of building with brick trash enclosures.

	
	

	5. Drive-up canopy.
	6. Facade detail, north side.

	

	

	7.  Facade detail, east side.
	8.  Main pylon sign.

	
	

	9.  Sidewalk, curb, and storm drain.
	10.  ADA parking spaces.

	
	

	11.  Landscaping and curbing.
	12.  Main parking lot with ADA markings.

	

	

	13. Main parking lot.
	14. Pad-mounted electrical transformer.

	
	[image: IMG_4123]

	15.  Natural gas meter and Siamese connection.
	16.  South driveway with retention pond beyond.

	[image: C:\Users\steve_000\AppData\Local\Microsoft\Windows\INetCache\Content.Word\IMG_4152.jpg]
	

	17. Retention pond.
	18.  Staining from drain.

	

	

	19. Roof membrane.
	20. Roof membrane and parapet.

	
	

	21. Rooftop package HVAC units.
	22. Metal roofing on canopy.

	
	

	23. Store interior.
	24. Entry door system.

	



	

	25. Store interior.
	26. Typical lavatory fixtures.

	
	

	27. Fire alarm panel
	28. Sprinkler riser.

	
	

	29. Fire extinguisher, pull station, lighted exit sign.
	30. Underside of roof deck, emergency lighting.

	

	[image: C:\Users\steve_000\AppData\Local\Microsoft\Windows\INetCache\Content.Word\IMG_4093.jpg]

	31.  Water heater.
	32.  Main electrical switches.

	
	

	33.  Typical electrical panel.
	34.  

	
	

	35.  
	36.  

	

	

	37. 
	38. 

	
	

	39.  
	40.  

	
	

	41. 
	42.  

	

	

	43. 
	44. 

	
	

	45. 
	46. 

	
	

	47. 
	48. 

	
	

	49. 
	50. 

	
	

	51. 
	52. 

	
	

	53. 
	54. 

	
	

	55. 
	56. 

	
	

	57. 
	58. 

	
	

	59. 
	60. 
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