





























































































































ORAP Formula: Monies are from an appropriation from the general fund equal to
0.0165 percent of the state's equalized valuation. The funds are primarily
used for acquisitions which benefit the general public at large such as state
parks, wild rivers and scientific areas. Funds are also used for debt service
on recreational bonds, local park atds, state park operations and youth camps.

Seqregated Conservation Fund: Monies from several major accounts: fish and
game, forestry, state parks, southern forests, snowmobile and motorcycle
outdoor recreational funds (MORP). The MORP funds are used only for local
alds; the other funds may be appropriated for land acquisition.

PUBLIC LANDS IN WISCONSIN

Unit Acres % of Total Area
Federal 1,665,553 5%
Trust Lands 86,026 .002%
ONR 1,114,587 3%
County 2,320,817 7%
Other 221,224 .006%
Totals ‘ 5,408,207 15%

*35,849,277 Acres in Wisconsin

BASIC ACTS CREATING THE ACQUISITION PROGRAM

1. 1927 Conservation ‘Act

- consolidated previous acts and authorities (since 1876) into an
acquisition po1jcy

2. 1961 ORAP ACT

- 1 cent tax on cigarettes over a 10-year period to raise $50,000,000
- fell far short of its goal (about $10 million), now goes to General
Fund.

3. 1969 ORAP-200 Act

- approved by Wisconsin voters
- sale of bonds for acquisition/development and pollution abatement
- 72% of revenue goes to pollution abatement

4. 1981 ORAP-2000 Act

- Continued bonding authority for another 10 years
- created ORAP formula
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Step 1

Liafson Contacts - Property managers are required to perfodically contact
1andowners Jocated within the boundaries of Department projects. This is a
Natural Resources Board policy (M.C. 2210.03). If a Yandowner expresses a
desire to sell property to the Department and previous policy decisions
indfcate the Department would 1ike to acquire it, the landowner should be
informed of the Department's interest and acquisition procedures.

Step 2

Appraisal Request - The property manager should prepare an appraisal
reques%. The form and content of this request is the district's decision.
Included is a sample of an appraisal request fact sheet which should assist in
this process. The accuracy of information on the fact sheet or appraisal

request is extremely important,

Step 3

Area Approval - The appraisal request may be submitted to the district |
office for approval. The procedures at each office vary, This step may
require the approval of the area director, area staff specfalist and/or area

land agent. :

Step 4

District Approval - The appraisal request may be submitted to the
district office for approval. This procedure varies by district. District
approval may include the district director, assistant district director,
functional staff specialist, and district land agent.

Step 4A

Central Office Approval - The appraisal request may require the approval
of the functional bureau and the Bureau of Real Estate. Memoranda from the
division administrator's office set forth these requirements. The district
land agent, area land agent, and district functional staff specialfst will be
familiar with these requirements.

Step §

Aggraiac! Assignment - Upon final approval of an appraisal request, the
appraisa e assigned to a land agent and/or a private contract
appraiser, This assignment will be made by the area or district land agent.

Step 6A
Staff Apprafsal - Staff appraisals are prepared by a land agent.

Step 68

Contract Appraisal - Contract appraisals are prepared by qualified
independent fee appraisers. The district or area land agent will complete the
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contracting process. The decision to contract will be based on workload
levels, conflicts of interest, complexity of appraisal problem, and value of
property to be valued. Parcels to de acquired in excess of $100,000 require
two appraisals, one of which must be prepared hy a contract appraiser,

Step 7

District Appraisal Review - Upon completion of an appraisal, it will be
reviewed Dy the district land agent. The district has final review authority
on appraised values of $20,000 or less. The district will approve just
compensation on these parcels. '

Step 8

Bureau of Real Estate Appraisal Review - Parcels with an appraised value
in excess of $ZU, 000 will be reviewed Dy the Bureau of Real Estate. The
Sureau of Real Estate review appraiser will approve just compensation on these

parcels.

Step 9

Central Office Optioning Approval - A1)l appraisals with just
compensation established will be circulated to the Bureau of Real Estate and
the property's functional bureau for approval to proceed with negotiations and
Optigning. At this time fund availability and purchase priorities are
verified,

Step 10

Field Notification - Upon receipt of approvals in step 9, the Bureau of
Real Estate will notify the district land agent and the area land agent. They
will inform the negotfator of this approval, It should be noted, optioning
approvals are fssued for a limfted period of time. This time period may be
extended by contacting the Bureau of Real Estate, The time limit {s required
for expenditure accounting.

Step 11

Negotiate with Landowner - Upon notification of the approval to option
(step iU). the negotiator shall meet with the landowner as often as
necessary. Guidance on the negotiation process is available in the Land
Acquisition and Sales Handbook (Chapter 30) and from the district and bureau

real estate staff,

Step 11A

Relocation Notification - If the landowner or tenant have rights under
the relocation statutes, they are to be advised and provided with brochures.
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Stap 12

Sign Option - Upon mutual agreement of all landowners with rights in the
appraised parcel, they shall sign an option (Form 2200-4), The option grants
the state the right to approve the purchase of the parcel during a specific
period of time at a set price. An option checklist and the real estate staff
specialists are available to assist you with this process.

Step 13A

Option Notification - Immediately after optioning (one working day) a Land
Transaction Option Notice (Form 2200-105) shall be distributed by the
negotiator as indicated in the Land Acquisition and Sales Handbook (Page 41-1,
{tams B-1 and B-2),

Step 138

Prepare Option Package - Immediately after optioning and within three
workTng days, the required option documentation shall be submitted with the
option to the office of the area director. The required documentation is
identified in the Land Acquisition and Sales Handbook (Pages 41-1 and 41-2,
item B-3). This information shall be prepared by the negotiator, property
manager or area land agent. The area procedure may require the option package
to be forwarded through the area staff specialist and area land agent.

Step 13C

Prepare Relocation Plan - If individuals, farms or businesses are to be
dislocated as a resuTt of the purchase, a relocation plan will be prepared at
this time. The plan will be prepared by the area or district land agent.

Step 14

Area Approval of the Option - The area director shall make a
recommendation of the proposed purchase and sign the Tract Appraisal Report
(Form 2200-12). The area director will forward the option package to the
district within three working days after the option is signed.

Step 15

District Approval of Option - Within four days, the district will
forward the option package with its recommendation to the Bureau of Real
Estate,

Step 16

Option Documentation for NRB and Governor - The option package will be
prepared and documented for presentation to the Secretary, Natural Resources
Board and Governor. Documentation will be drafted by the Bureau of Real
Estate. Internal processing requires the approval of the functional bureau,
Bureay of Real Estate, Bureau of Legal Services, division administrator, and

Department Secretary.
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Steo 17A

Natural Resources 8card Approval - Any purchase with a price over
$150,00T, a high unft vaTue, excessTve fmprovement value (35% or more) or
lands outside approved praject boundaries require presentation to the Matura)
Resources Board as an item on the iagenda, The NRB must approve of the

purchase,

Step 178

NRB Ratification - Purchases which do not require fndividual NRB action
require their approval through a vote ratifying the Department Secretary's
actions,

Step 18

Governor's Approval - The governor must approve of all fee title
purchases and sales proposed by the Department. Upon receipt of this
approval, the Bureau of Real Estate notifies the landowner of the Department's
intent to exercise their option., ONLY after this time {s the Department
legally bound to purchase the optioned real estate.

Step 19

Close Transaction - The Bureau of Real Estate's closing officer will
coorginate the closing of the purchase. Most closing actions are accomplished
througn the mail. If a personal closing {s required, contact the clesing

officer,

Step 19A v

Relocation Claim Filed - If the landowner or tenant have a relocation
claim, 1t shouTd be submitted at this time for payment.

Step 20A
Secretary of State Filing - After the purchase {s closed, the original
g$g¥ of :s.nﬁzsa and tit!o.policy are filed with the Secretary of State's
ce. '
Also,

Local Unit of Goverrment - The local unit of government (town, village,
or ¢Tty) 1s notified of the Department's purchase. The Bureau of Real Estate

takes these actions,

Step 208

Permanent File - After closing, the Bureau of Rea) Estate establishes &
permanent file for each purchase.




Step 20C

Rea) Estate Taxes--Year of Closing - The state will make a real estate
tax payment Tor al] purchases for the year of closing. For purchases in
excess of $10,000, the tax 1fability of the landowner will be prorated as of
the closing date.

Step 21

Aid in-Lieu of Taxes - The Department will make aid in-11eu of real
estate tax payments to the local unit of government in each year after the tax
payment in Step 20C.
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APPENDIX E

Suggestions for Public Relations Activity

Publications Needed:

*

Brochure for landowners describing land acquisition process.
Consider other brochures such as:

* Estimating the Fair Market Value of Your Property
* Giving Land to DNR
* Historical Perspective on DNR Land

Training materials for field staff:

* Completing fact sheets,
* Contacting landowners, and
* Negotiation skills.

Training materials for appraisers:

* IBM-PC diskette with required format for appraisal
reports, '
* Information on other specifics related to the reports.

Consider creating "The Land Acquisition Quarterly Newsletter":

* Recognize employees for outstanding acquisition work,

* Regularly report the highlights of accomplishments, give
status reports of parcels of major significance,

* Co-produce it with the disciplines.

Better status reports, tailored to information needs of
disciplines.

"Popular version" documentation of the acquisition process as
well as the formal service manual.

Activities

*

Develop and go "on the road" with Land Bureau's slide/tape
presentation. Make special effort to notify disciplines of
availability for staff meetings, public meetings, special
interest group meetings, etc.
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Initiqte "public affairs" seminars, mini—training sessions,
for Bureau personnel, such as "tips on how to deal with the
public," public speaking, case examples, etc.

Customer surveys or focus group meetings to measure successful
performance and get ideas of areas for improvements.

Mount a campaign to think "public relations" within the
Bureau. Consider a half day seminar on customer-relations,
such as "Service America."



APPENDIX F

Summary of Acquisition Training Recommendations
from Report

FOR DNR STAFF
From Chapter 1

Recommendation 1.8: The Bureau, in cooperation with discipline
coordinators, should develop documentation to fully explain the land
acquisition process in at least two formats. The first should be a
formal service manual outlining all required procedures, made available
to Bureau staff and discipline coordinators. The second should be a
more "popular" version, more intelligible to general DNR employees and
landowners. (See Appendix D for an excerpt of a packet prepared by the
Wisconsin Department of Natural Resources.) ‘

To facilitate this documentation process and to work on other
elements of implementing the recommendations of this study, the Bureau
Administrator should employ a management analyst.

Recommendation 1.11: The Assistant Commissioners for Administration and
Operations and the Deputy Commissioner should affirm the Commissioner's
Office position on the management of professional service funds in the
Bureau as opportunities arise. The Bureau should include this
information in its training programs for discipline staff.

Recommendation 1.13: The Bureau Administrator and the Assistant
Commissioner for Administration should undertake an internal DNR
campaign to discuss uses of the various acquisition accounts, similar to
the Fish & Wildlife campaign to explain the use of the Game & Fish Fund
to anglers and hunters throughout the state.

Recommendation 1.16: The Bureau Administrator and the acquisition
manager should involve the regional land specialists in the acquisition
work of the Bureau by doing some of the following: greater involvement
in the mission and goal-setting for acquisition; visits or phone calls
by realty specialists whenever the realty specialists are in the region;:
provide them information about acquisition so they might be better
advocates in the field; use them as a sounding board for training
developed for field staff and as a "barometer" of sentiment in the
field; make better use of quarterly staff meetings to integrate the
workforce; have acquisition supervisor phone them weekly with news they
could pass on at regional weekly staff meetings, etc.

Recommendation 1.17: Several recommendations in this report will
potentially help the Bureau's image. A combination of service
orientation, interpersonal skill improvement, documentation of
procedures, training for discipline staff, accessibility, and
performance should go some distance toward improving the Bureau's image.
(See Appendix E for public relations ideas.)
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From Chapter 2

Recommendation 2.2: Include in a training program for field staff,
guidelines for early discussion with landowners developed by the Bureau
based on statutes and real estate experience.

Recommendation 2.7: Guidelines for completing fact sheets should be
updated and then reviewed annually by the acquisition manager. If
necessary, they should be updated to accord with evolving appraisal
requirements and distributed annually to discipline coordinators,
regional land specialists, and field personnel who complete fact sheets.

(It must be emphasized to field staff that all buildings and
features on the site must be noted on the fact sheets, since they are
important for appraisal purposes even though they may not be important
for natural resource purposes. Such information will enhance the
Bureau's ability to provide the acquisition service.)

Recommendation 2.8: The acquisition manager should develop and conduct
annual training sessions on the acquisition process as a whole for
discipline personnel. (See Appendix F.) These could include both basic
and advanced sessions. The basic session would provide new field staff
with orientation to the process; the advanced session would cover
developments during the year.

Discipline schools or quarterly meetings would be good
opportunities. Specially planned meetings would also be helpful. At
these sessions, revised guidelines for fact sheet completion could be
distributed and general feedback on fact sheet problems could be given.

By December 31, 1988, all discipline staff involved in land
acquisition must complete the training session to be developed and
offered by the Bureau.

Recommendation 2.25: Bureau staff involved in training discipline staff
on acquisition procedures should include a discussion of exactly what
"appraisal standards" means so that the various meanings are clearly
understood by DNR employees outside the Bureau.

Recommendation 2.32: The appraisal review supervisor should clearly
document conditions under which an appraisal value submitted by a
contract appraiser will be administratively altered so that discipline
and other acquisition staff can understand the procedures.

The Assistant Commissioner for Administration and the Assistant
Commissioner for Operations in consultation with the Bureau
Administrator should set up an appeals mechanism for discussing
appraisal values in dispute. The two assistant commissioners should
determine who is to be involved in the problem-solving and conduct the
activity.

Recommendation 2.43: The acquisition manager and the management analyst
should review either files or records in the "Automated Inquiry System"
regularly (at least quarterly) to note where performance delays are
occurring. In the short run, these "real time" timeframes can be used
as an informational item in training sessions, in the brochure for
landowners, or other promotional pieces.

-2



For Appraisers

Recommendation 2.28: The inefficiency of having 50% of the appraisers
revising appraisal reports must be addressed by the appraisal review
supervisor in consultation with the Bureau Administrator and possibly an
outside expert. Some possibilities are: improved training for
appraisers on DNR requirements, clearer directions at the time of
appraisal assignment, reviewer comments on minor items rather than
appraiser's revising the report, regular feedback to appraisers so that
similar mistakes are avoided in the future, etc.

The acquisition manager and/or supervisor, discipline coordinators,
and regional land specialists should be asked to participate in
appraiser training sessions to give overviews of the whole DNR central
office and field acquisition process, and how the appraisal reports fit
133 W

Other Possible Training Materials

* "Quiz" from Survey sent to Field Staff

* Steps in Acquisition and Problems, from the Preliminary Review
Report

* Diagram of the "Funnel Phenomenon"
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APPENDIX G

Sample Screens
from
Automated Acquisition Inquiry System
in Bureau of Lands

CLIENT: DNR PROGRAM NUMBER: LAINQR20
SYSTEM TITLE: LAND DATE: 4/01/86 SCREEN: LAINQS20A

{ Py 3 4 S 6 7 8
12345678901234567890123456769012345678901234567890123456799012345676901234567890
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MR/DD/YY ACRUISITION INGUIRY LAIN@S20A

Flease Seclet [nquiry Option By: 99

Acquisition Number.......... 99999
Adainistrator....veeeeesavse 99
Appraiser EodRiciceiiseansgan XXX
Appropriation Code.....eauus XXX
Appropriation Typ€..icevseees X
Appropriation Year(s)....... 99-99
loterest:sssvaneninsovvnwnain X
Means of Acquisition........ X
Mgmt Pgm/Froject Number..... XXX99999
Name / Address Number....... 99999999
Negotiator Codeisevrvvannaas XXX
PrABTiYYeasssvsanvsinivussan X
Region: vasesissussdsvigvaesi 7
CHdi | 1 N T T I T
DATEScs e ain vieee 99 99 9999 TO 99 99 9999
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CLIENT: DNR FROGRAM NUMBER: LARPTROO

SYSTEM TITLE: LAND DATE: 4/01/88 SCREEN: LARPTS00A
1 2 3 4 S & 7 8
12345678901234567890123454789012345678901234567890123454678%0123456789012345467890
{1 MM/DD/YY LAND ACQUISITION REPORT MENU LARFTS00A
3
4 FLEASE SELECT OFTION: 99
o1
b1 {. Acquisition Status Report
71 2. Active Land Acquisition Parcels
8! 3. Acquisition Financial Sunmmary
9! 4. Anrual Acguisition Completion Report
101 5. Annual Acquisition Financial Report
11 6. Weekly or Yearly Summary Report
124 7. Negotiation Workload Report
4] 8. Aca. Number Master List by County
14 Q. Acg. Number Master List by Acqg. #
154 1G. Master Repart Generatar
161
173
18! .
191
20!
21!
ée!
23!
24

1234567891 2345678901 2745678501 22456789012345676890123456789012345678901234567890
S p g 4 ] 6 7 8





