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BACKGROUND

Any person in the State of Washington responsible for valuing real property for purposes of taxation must be an accredited appraiser. To become an accredited appraiser, an individual must complete an "Application for Accreditation" form and submit it to the Property Tax Division of the Department of Revenue. In addition, an applicant must take and pass the accreditation examination or receive an exemption or waiver, which is requested by completing a "Request for Administration of Appraiser Examination" form and submitting it to the property tax division of the department. As a prerequisite to taking the examination for accreditation an applicant must submit evidence to the department that he or she has successfully completed at least thirty classroom hours of courses approved by the department in the basic principles of real property appraising. These courses must have been completed within two years of the date that the application for accreditation is submitted to the department. 

The department may waive the accreditation examination requirement for those applicants who provide evidence of any one of the following:

a) Attendance at a presentation of IAAO Course 1, or its equivalent, and successfully passed the course examination or successfully passed the course examination without having attended the presentation of the course.

b) Current certification or license as a real estate appraiser under the Certified Real Estate Appraiser Act.

c) Education and experience that is the equivalent to passing the accreditation examination. The education must include successfully completing a minimum of seventy-five classroom hours of courses approved by the department in the basic principles of real property appraising.  The experience must include a minimum of two years (twenty-four months), and not less than 2000 hours, of experience appraising real property.

An applicant requests a waiver of the accreditation examination requirement by completing an "Application for Accreditation" form and submitting it to the property tax division of the department. The department will determine if the applicant has shown the necessary qualifications that are the equivalent of passing the examination. Additional documentation or verification from the applicant's employer(s) or others may be required in making this determination.


An Accreditation examination, waiver or exemption is not required for persons who have either:

a) Been certified as a real property appraiser by the department of personnel prior to July 1, 1992.

b) Attended and satisfactorily completed the assessor's school operated jointly by the department and the Washington State assessors association prior to August 9, 1971.


When the Property Tax Division receives a new accreditation application the Education Coordinator records or verifies the applicant’s demographic information and the date on which the application was received.  The application is then forwarded to the Education Specialist for review. Upon completion of the review, the department issues an accreditation certificate, rejects the application with the reason or reasons for the rejection, or notifies the applicant of any further requirements that must be met prior to issuing an accreditation certificate.  


An accreditation certificate expires two years from the issue date.  To renew his or her accreditation certificate, an accredited appraiser must complete a renewal application and submit it to the property tax division of the department at least two weeks prior to the expiration date of the certificate. In order to receive a renewal of the certificate, the applicant must provide proof that he or she has attended a minimum of fifteen classroom hours of approved instruction within the two years preceding the expiration date of the certificate.  Prior to the expiration date of the certificate, an applicant may request an extension of time to submit the renewal application and complete the continuing education requirements. The time extension, of up to three months from the date of the original expiration, may be approved by the department upon a showing of good cause by the applicant. Good cause may include, but is not limited to, a showing of long-term illness or extended absence from work for valid reasons. 

The department must pre-approve all courses, seminars, or workshops to be applied toward the continuing education requirement. The department uses the following criteria to approve courses, seminars, or workshops:

a) Any course, seminar, or workshop directly related to real property appraising and offered by qualified personnel is approved for the full number of classroom hours involved.

b) Any seminar or workshop directly related to a topic or topics of general interest to an assessor's office and offered by qualified personnel is approved for a maximum of three classroom hours. No more than three hours out of the fifteen classroom hours required may be on a topic or topics of general interest to an assessor's office.


The continuing education requirement may be satisfied by participating other than as a student in educational process and programs approved by the department including teaching, program development, and authorship of textbooks or other written instructional materials. Approval of the number of classroom hours is based upon the subject matter and time spent in the preparation or development of the training or materials. In order to meet the continuing education requirement in this manner, the following criteria must be met:

a) The textbook or course author or the presenter is the developer of the textbook, course, or presentation materials.

b) The textbook or course author or presenter provides the department with a description of the work involved in preparing the textbook, course, or presentation, together with the amount of time spent in preparation and amount of time, if any, proposed to be spent in actual training or presenting.

c) The course author or presenter provides the department with a copy of the course or presentation outline showing the amount of time allotted to each topic covered in the course or presentation.


Courses, seminars, or workshops taken to satisfy the continuing education requirement for accredited appraisers must cover topics related to real property appraisal, such as:

a) Ad valorem taxation.

b) Arbitration.

c) Business courses related to practice of real estate.

d) Construction estimating.

e) Ethics and standards of professional practice.

f) Land use planning, zoning, and taxation.

g) Property development.

h) Real estate law.

i) Real property exchange.

j) Real property computer applications.

k) Mass appraisal.

l) Geographic information systems (GIS).

m) Levy process.

n) Boards of equalization.

o) Other subjects as are approved by the department.

No applicant will receive approval from the department for courses taken within any five-year time period that have the same or very similar content and are considered comparable, even if the course providers are different. Applicants requesting approval for continuing education hours for preparation and development of textbook, course, or presentation materials that have previously been approved by the department must provide information and explanation to indicate:

a) How the materials differ from the original approved materials.

b) The time and preparation involved in the revision of the original materials.


Each accredited appraiser is required to successfully complete fifteen classroom hours of a course or courses approved by the department in standards of appraisal practice and ethics. If completed after the applicant is accredited, the course or courses attended to satisfy this requirement may also be used to satisfy the general requirement for fifteen hours of continuing education every two years. An applicant for accreditation must either:

a) Have successfully completed fifteen hours of such a course or courses within three years prior to the date of application.

b) Successfully complete fifteen hours of such a course or courses within three years of the date of accreditation.


Any accredited appraiser whose accreditation certificate has expired, and who has not received an extension of time, is prohibited from appraising real property for purposes of taxation. After the certificate has expired, an applicant must show the following in order to renew the certificate:

a) For a certificate that expired less than two years prior to the date the renewal application is submitted, an applicant must show that he or she has satisfied the fifteen classroom hours of continuing education requirement within the previous two years. 

b) For a certificate that expired more than two years prior to the date the renewal application is submitted, the application will be treated as a new application for accreditation.  In addition, the applicant will be required to show that he or she has satisfied thirty classroom hours of continuing education within the previous four years.

The Education Specialist and Education Coordinator in the property tax division monitor accreditation compliance, produce reminders of approaching changes in an appraiser’s status and issue notifications to appraisers and assessors when an accreditation expires or is revoked.  In addition, they are responsible for approving all continuing education accreditation courses for the department, arranging appropriate facilities and instructors for conducting the department sponsored courses and processing course registrations and payments.  

Information related to accreditation applicants, accredited appraisers and accreditation continuing education courses is maintained using a Web application available department-wide. The system includes the ability to initiate the functions related to producing certificates, memos, letters and invoices using MS Word.

Accounting information related to payment for courses conducted by the department is maintained and processed using Quicken.

2 INTRODUCTION
2.1 Document Purpose

2.1.1 This test plan documents the testing activities for the Accreditation System Redesign project and reviews:

2.1.1.1 Existing project information.

2.1.1.2 Business Requirements and critical transactions to be tested.

2.1.1.3 Testing types and strategies to be implemented.

2.1.1.4 A proposed testing schedule.

2.2 Objectives

2.2.1 The objective of the Accreditation System test process is to ensure that the system delivered:

2.2.1.1 Meets or exceeds customer requirements. 

2.2.1.2 Meets or exceeds technical specifications. 

2.2.1.3 Functions consistently and reliably.

2.2.1.4 Does not adversely impact other systems or the existing technology environment.

3 ASSUMPTIONS 

3.1 The developers will have the application ready for testing on schedule. 

3.2 Security will be in place for the testers.

3.3 The assigned testers will be available for testing.

4 SCOPE AND OBJECTIVES
4.1 TEST ITEMS:


Test items include the items listed as functional requirements, screen requirements and report requirements in the Requirements Specification document and include the following:

4.1.1 Data Conversion

4.1.2 Accreditation System User Interface

4.1.3 Reports

4.1.4 Edits and validations

4.1.5 Messages

4.1.6 Security

4.2 FEATURES TO BE TESTED

4.2.1 Conversion of data from the existing system.

4.2.2 The following functionality for Applicants and Appraisers:

4.2.2.1 Search for an Applicant/Appraiser 

4.2.2.2 Add a new Applicant

4.2.2.3 Update Applicant/Appraiser Information

4.2.2.4 Track User Defined New Application Approval Event Dates

4.2.2.5 Track User Defined Renewal Application Approval Event Dates 

4.2.2.6 Track Accreditation Status Events (and dates)

4.2.2.7 Produce Applicant/Appraiser reminders and notifications for key accreditation events

4.2.2.8 Maintain history of reminders and notifications sent for Applicant/Appraiser

4.2.2.9 Add Initial Accreditation Application 

4.2.2.10 Update Initial Accreditation Application

4.2.2.11 Add Renewal Application 

4.2.2.12 Update Renewal Application

4.2.2.13 Produce Accreditation Certificates

4.2.2.14 Archive all information for an Applicant/Appraiser to paper and remove the Applicant/Appraiser from the system

4.2.3 The following functionality for Courses:

4.2.3.1 Search for a Course

4.2.3.2 Add a Course

4.2.3.3 Update a Course

4.2.3.4 Delete a Course

4.2.3.5 Register Participants for a Course

4.2.3.6 Delete Participants for a Course 

4.2.3.7 Modify Participant Information

4.2.3.8 Cancel Registration for a Participant

4.2.3.9 Track payment method and date

4.2.3.10 Track attendance 

4.2.3.11 Produce invoices by individual participant or county/employer

4.2.3.12 Produce Announcements

4.2.3.13 Produce Certificates

4.2.3.14 Produce Participant Lists

4.2.3.15 Produce Sign-in Sheets 

4.2.3.16 Produce Course Evaluation Forms

4.2.3.17 Produce Registration Confirmation Letters 

4.2.4 The following functionality for Assessors and Employers:

4.2.4.1 Search for a County Assessor or Employer

4.2.4.2 Add County Assessor or Employer

4.2.4.3 Update County Assessor or Employer information

4.2.4.4 Delete County Assessor or Employer

4.2.4.5 Produce reminders and notifications pertinent to the Applicants/Appraisers who work for them

4.2.4.6 Maintain history of reminders and notifications sent to Employer

4.3 FEATURES NOT TO BE TESTED

4.3.1 Accounting transactions for fees collected for Accreditation Examination or Courses.  These will be is maintained and processed outside of the Accreditation System using Quicken.

4.3.2 Using Email to distribute the MS Word documents produced by the system.

4.3.3 The User will verify the accuracy of the data conversion process using control reports and an online comparison of pre-identified Appraiser and Course accounts in both the old and new system.  No parallel processing will be conducted. 

5 APPROACH
5.1 The following approach will be used in testing the Accreditation System:

5.1.1 Application developers in the Information Services Division will conduct peer code reviews and perform unit testing.

5.1.2 Business analysts in the Information Services Division will perform system testing.

5.1.3 Business experts in the Property Tax Division will perform user acceptance testing.

5.1.4 Testing will mirror actual production as much as possible and data flow will be the same as the production process. 

5.1.5 Testing will encompass a full cycle for applicants and appraisers including initial accreditation, renewal, expiration, suspension, revocation and compliance status reporting.

5.1.6 Testing will encompass a full cycle for courses including establishment, announcement, registration, invoicing, attendance tracking and evaluation.

5.1.7 For the purposes of this testing process any of the following will be reported as an error:

5.1.7.1 The system does not do something that the requirements and design document state that it should.

5.1.7.2 The system does something that the requirements and design document state that it should not.

5.1.7.3 The system does something that the requirements and design document do not mention.

5.1.7.4 The system does not do something that the requirements and design document do not mention but should – based on customer feedback.  Issues that fall into this category will be clearly identified and brought to the attention of the project manager, as they may constitute a change in project scope.

5.1.8 Test cases will be stored at TBD.

5.1.9 Test results will be stored in the problem tracking database at TBD. 

6 ITEM PASS/FAIL CRITERIA 

The project team – Information Services and the customers – will complete all test cases.  Every failed test case will be recorded.  When a single coding error appears in multiple parts of the application, it will be recorded as multiple fails.  Application development rework will begin as soon as a test case failure is reported.  The application will not move to production with critical errors.  Minor flaws may be implemented with customer approval.

7 SUSPENSION/RESUMPTION CRITERIA
Test cases that do not run to completion will be evaluated on a case by case basis to determine if the testing must start over or resume at the point where the failure occurred.  In extremely long test cases checkpoints will be established for resumption in the middle of a test case where appropriate.  A test may be resumed in the middle when the error is not critical.


8 PROBLEM LOGGING/RESOLUTION

Errors identified through testing will be discussed with development team members and/or the Project Manager to verify that the observed behavior constitutes an error. The tester will log identified errors into the problem tracking database. When the development team corrects an error they will record the resolution into the problem tracking database and notify the test team.  The function will then be retested using the same Test Script that detected the error and the tester will enter validated fixes into the problem tracking database.  

9 TEST DELIVERABLES
9.1 The testing process will produce the following documented deliverables:

9.1.1 Test plan

9.1.2 Test cases

9.1.3 System and user interface test cases

9.1.4 User acceptance test cases

9.1.5 Accurate ongoing reporting of testing status via the problem tracking database

9.1.6 A test report delivered at the end of the testing phase and detailing the overall results of testing process.

10 RESOURCES

10.1 ENVIRONMENTAL NEEDS

Each division’s security contact will grant the necessary application access to the testers.  The IS project manager in cooperation with the developers will ensure that access is granted in accordance with the Security Requirements section of the Requirements Specification document.

The development team will:

a) Setup the application on the Demo server and grant testers appropriate levels of access.  

b) Provide a copy of the Problem Tracking database so that each tester can record errors from their workstation. 

Testing will take place at the developer, tester or customer’s usual workstation.  No additional desktop equipment or software is required to conduct the testing or run the application.


10.2 ROLES AND RESPONSIBILITIES

	Role
	Responsibilities
	Resource Name(s)

	Management
	· High-level problem solving

· Mediation of issues

· Interface of activities with different business units
	Mint Vu

Peri Maxey

	Business Analyst
	· Interview Users

· Create Business Requirements

· Create system test cases

· Assist in the creation of user acceptance test cases
	Shannon Marshall

	Developers
	· Conduct peer code reviews

· Complete unit testing 

· Deliver complete builds of the application

· Provide Testers with feedback regarding changes, new functionality

· Provide expertise and knowledge of the application-under-test

· Eliminate agreed upon errors
	Wes Thurmond

Kim Vo

Colin White

	Testers
	· Plan testing activities

· Execute system test cases

· Find, report and track errors discovered during system testing 

· Analyze results
	Shannon Marshall

	Users
	· Describe and review Business Requirements

· Describe and review user profiles

· Create user acceptance test cases

· Perform user acceptance testing

· Find and report errors discovered during user acceptance testing
	Velinda Brown

Linda Cox

Peri Maxey

	DBA
	· Provide access rights to database

· Assist with extraction of data for testing purposes

· Refresh test database to beginning state
	Wes Thurmond

	Network Administrator
	· Provide network access privileges

· General troubleshooting and knowledge

· Provide a stable testing environment
	Brian Smith

	Data Management Group
	· Consult for database design and ER modeling using visible analyst
	Steve Wolford


11 SCHEDULE

Testing preparation will occur for three days beginning on TBD.  Actual testing will begin on or about TBD and be completed on or before TBD for system testing.  Customer acceptance testing will be conducted between TBD and TBD to allow the application to move to development on schedule.

Application developers will conduct the unit testing as their development and changes are completed.     

12 RISKS & CONTINGENCIES

12.1 Testing is contingent on:

12.1.1 Coding having been completed.

12.1.2 The application being made available on the Demo server.

12.1.3 Staff being available to complete testing activities.

12.2 The following risks apply to the  testing process:

12.2.1 Test case developers may overlook critical business requirements.

13 APPROVALS and DISTRIBUTION 

Required Approvers:

	Name
	Division
	Title

	Peri Maxey
	Property Tax
	Technical Programs Manager

	Velinda Brown
	Property Tax
	Education Specialist

	Colin Corbin
	Information Services
	IS Manager

	Mint Vu
	Information Services
	IS Project Manager


Document Distribution:

The test plan document will be distributed to the following individuals:

	Name
	Division
	Title

	Peri Maxey
	Property Tax
	Technical Programs Manager

	Velinda Brown
	Property Tax
	Education Specialist

	Linda Cox
	Property Tax
	Education Coordinator

	Colin Corbin
	Information Services
	IS Manager

	Mint Vu
	Information Services
	IS Project Manager

	Wes Thurmond
	Information Services
	Lead Developer

	Kim Vo
	Information Services
	Developer

	Colin White
	Information Services
	Developer
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