
 
 

REQUEST FOR PROPOSALS (RFP) 
MUNICIPAL ASSESSING SERVICES  

TOWN OF CONWAY, NEW HAMPSHIRE 
 

A. INTRODUCTION 

The Town of Conway, NH is soliciting proposals from professional assessing contractors 
to serve as the Assessing Agent by performing municipal assessing services on behalf of 
the Board of Selectmen for a two-year period commencing April 1, 2025 and ending 
March 31, 2027. 

Conway understands the capacity of contract assessors is limited throughout the State. 
While preference may be given to firms able to accommodate all of the Towns assessing 
needs, it is encouraged for those able to complete a certain function or set of services to 
also apply, such as addressing commercial assessing needs.  

B. GENERAL INFORMATION 
 
The Town of Conway has a population of 9,822 with 8,685 taxable non-utility parcels, 
526 current use parcels with 25,954 acres of non-taxable land in current use or 
conservation, and 648 commercial properties. (For additional valuation information, see 
attached 2024 MS-1 Form.) 
 
The Town utilizes UNIVERS assessing software and Avitar tax collection software. The 
most recent town-wide revaluation was completed in 2023 by the Town’s previous 
Assessing Agent – Corcoran Associates as a statistical update Prior to that, the last 
complete revaluation took place in 2019. During 2024, the Town has compiled cyclical 
data updates on approximately 1600 parcels as part of an annual review of 20% of the 
total number of assessed units.  
 
The Town’s Assessing Office staff consists of one full-time Assistant Assessor and one 
part-time assessing clerk who processes most applications for exemptions and tax credits 
while handling customer service inquiries. They will also do most of the data entry into 
the Town’s computer systems as directed by the Assessing Agent, as well as scheduling 
appointments and assisting as needed. The town also employs one part-time measure and 
lister who will conduct the residential cycle program with help from the assessing agent. 
 
One of the goals of this solicitation is to develop a long-term relationship with the 
successful assessing contractor whereby multiple future contract extensions including a 



revaluation contract will be done in two-year increments by mutual agreement without 
the need for further solicitation; (assuming each party is satisfied with the business 
arrangements).  
 
It shall be understood by both parties that contracted assessing services will be done 
according to NHDRA Rev. 600 rules, unless deviation is otherwise approved in writing 
by the Town. It is understood that property assessment is by its nature an intrusive 
activity. The Contractor shall always treat citizens with courtesy and respect. Duties shall 
be performed in a manner that reflects the sensitive nature of the intrusion the process 
presents to the typical taxpayer. Contractors are representatives of the Town of Conway; 
as such they shall provide proper identification on their person and vehicles, in addition 
to performing all duties in a professional manner. 
 
All correspondence prepared by the Contractor for distribution to taxpayers shall be 
reviewed by the Town prior to mailing. 
 

C. PROPOSAL FILING AND REVIEW PROCESS 
 
Sealed proposals shall be mailed or delivered to the Town Administrator’s Office at the 
address listed above on or before April 7, 2025, at 4:00pm. Proposals shall be opened 
publicly in the Conway Town Hall Conference Room at that time. Understanding that 
spring can be a bust time in assessing, the Town asks that an intent to submit an RFP 
response be sent as soon as known. 
 
Proposals must be submitted in a sealed envelope and clearly labeled "SEALED Proposal 
for Assessing Services.” Proposals will become part of the Town's public files without 
any further obligation on the Town's part.  
 
Awards shall be made based on the proposal that in the opinion of the Board of 
Selectmen is in the best interest of the Town. The Town reserves the right to reject any 
and all proposals. The Town reserves the right to request additional information for 
clarification from Proposers during the evaluation process, and/or to allow corrections of 
errors or omissions. 
 
The Town encourages all qualified applicants to apply regardless if the RFP can be 
addressed in full or if only a portion of the specified work could be accomplished. To be 
able to accommodate the assessing needs of Conway, applicants are encouraged to offer 
creative solutions and multiple contracts may be awarded to fill the need.  
 
 



D. REVIEW CRITERIA 
 
Review of all proposals will include, but not be limited to an assessment of the following 
criteria: 

I. Experience in the field of municipal assessing; 
II. Qualifications of staff; 

III. The ability of the firm to perform assessing services in a timely and professional 
manner; 

IV. The degree to which staff are available to answer questions from citizens and 
Town officials; 

V. Communication and public relations skills; 
VI. References; 

VII. Cost. 
 

E. PROPOSAL REQUIREMENTS 
 
The Proposal should address all the points outlined in this RFP. It should provide a 
simple, concise, and straightforward description of the firm’s capabilities to satisfy the 
Town’s requirements. At a minimum, the Proposal should: 
 

1. Identify the size of the Proposer’s firm and its experience with NH municipal 
government agencies in matters pertaining to assessing services. 

2. Include the location of the office from which services will be provided. 
3. Name a minimum of three (3) references of comparable NH municipalities 

previously served. 
4. Address the firm’s (and/or staff’s) capabilities and experience in performing the 

services listed in Section F below. 
5. Identify and list the experience and qualifications of staff to be assigned to 

Conway. 
6. Identify the experience and qualifications of staff qualified to assess commercial 

properties. 
7. Include price proposals for years one and two with costs itemized for each of the 

categories listed below in Section F – Scope of Services. (Specify if costs are to 
be billed on a lump sum or time and materials basis, with estimates for total costs 
over the course of each contract year.) 

8. Be signed by an official authorized to bind the firm. 
9. Specifically note any exceptions to the RFP of the service to be provided by the 

firm, and/or any service to be provided by the firm not mentioned in the RFP. 

  



10. Provide documentation of insurance coverage (in sample format as part of a 
proposal and a certificate format upon selection by the Town) in the following 
amounts: 

a. General Liability with a minimum limit of $2,000,000 
b. Automobile Bodily Injury with minimum limit of $1,000,000 
c. Property Damage with minimum limit of $500,000 
d. Worker’s Compensation as required by NH law 

Please Note: The limits of insurance may either be met as stated above, or in 
combination with an umbrella or excess liability policy. Also, the Town of Conway is to 
appear as an additional insured on the contractor’s general liability and automobile 
liability Certificates of Insurance. All insurance may not be canceled or modified without 
thirty (30) days written notice by registered U.S. Mail to the Conway Town Manager. 

F. SCOPE OF SERVICES 
 

1. The primary functions of the Contractor will include: 
a. Provide oversight, as needed in the processing of exemptions and 

credits, current use, land use change tax, timber and gravel yield taxes, 
and other related statutory assessing obligations. Town Staff manages 
the majority of processing these requests. 

 
b. Generate current fair market values (to be equalized as may be 

necessary) for subdivisions, lot mergers, and lot un-mergers, with the 
assistance of Town Staff. 

 
c. Investigate and verify the circumstances surrounding all sales during the 

contract period. Field inspections to be primarily completed by Town 
Staff.  

 
d. Make written recommendations to the Board of Selectmen on the 

disposition of abatement applications. Field inspections to be primarily 
completed by Town Staff.  

 
e. Update assessment records in a manner consistent with RSA 75:8 

through 75:8-b and consistent with the Assessing Standards Board of 
Assessing Equalization Standards Board requirements for equitable 
assessments. 

 
f. In coordination with Town Staff, prepare assessing-related data for 

documents including, but not limited to: Semi-Annual Tax Warrant; MS-
1 Summary Inventory Valuation; PA-45 Residential Monitoring Report; 
Parcel Count Request; in accordance with NH-DRA timeframes, 
otherwise file for extensions as may be needed upon approval of the 
Town.  



g. During a typical cycle, ensure 20% of commercial properties and utility 
assets are measured and listed annually. The Town currently seeks to 
perform a revaluation in the 2027 to 2028 timeframe. Please address 
capabilities of completing a revaluation to include all commercial 
properties and approximately 80% of residential properties 

 
h. Investigate and verify the circumstances of all sales, correct any 

inaccurate data elements, and reassess the updated parcels accordingly. 
 

i. Assist the Town as needed in response to appeals to the New Hampshire 
Board of Tax and Land Appeals and/or Superior Court. Represent the 
Town in abatement appeal hearings and court proceedings, including 
discovery periods as needed. 

 

j. Meet with State Monitors to ensure the Municipality is in compliance 
with certification requirements of DRA. 

 
k. Perform annual assessment to sales ratio studies for the purpose of 

informing the Selectmen of the need for a full revaluation, partial 
revaluation, or statistical update to be compliant with RSA 75:8 Revised 
Inventory. 

 
l. Provide annual updates as needed on the recommended values for public 

utility and special use property as of April 1 of each year of the contract 
for ad valorem tax purposes. 

 
2. Management functions of the Contractor: 

a. Assessing software management. The Town is working to update 
applicable software prior to revaluation in 2028. The Contractor must 
assist in management the software update.  

 
b. The Town of Conway has two current staff members working toward 

their Assessor certifications. The firm is expected to train and assist with 
the progression of certifying Town Staff to include signing-off, when 
appropriate, for completion of certification goals.   

 
c. Maintain regular (and consistent) office hours to meet with citizens and 

address applicable Town staff needs, to include training; for a minimum 
of four to six days per month, according to a schedule developed by the 
Town and the Contractor at the beginning of the contract period. It is 
expected that all taxpayer inquiries will be addressed professionally, 
promptly, and with great courtesy. 

 
d. Hold periodic meetings with Town staff to review the status of assessing 

issues and meet with the Board of Selectmen upon request. 



e. Perform annual ratio studies of all stratums and interpret to the 
Administration and Board of Selectmen. 

 
f. Oversee all individuals utilized for data collection and review related 

work for quality and accuracy. Assistance from the Contractor for data 
entry may be negotiated as necessary. 

 
g. The DRA has issued an Interim Order of Notice (Docket No. 30979-

24RA) for the Town to develop a reassessment plan and file a ration 
study by May of 2025. The Contractor should specify their willingness 
and capacity to address this and future DRA determinations. 

 
3. With Contractor oversight, the primary responsibilities of Town Staff include:  

a. Perform field inspections to collect data for all new residential 
construction and properties based upon building permits. 

 
b. Perform field inspections, measuring, and other studies as may be 

necessary to review all abatement applications.  
 

c. Check inspection data against existing records. Reconcile any 
differences between the inspection data and the existing database. 
Correct any incorrect data elements in the existing database, reassess 
corrected parcels and update digital images as needed. 

 
d. Identify specific the Town’s annual assessment review targets to equate 

to no less than twenty percent (20%) of the land parcels within the 
municipality for field verification of property conditions and the 
calculation of equalized valuation updates. The Town will play the 
primary role in measuring and listing of residential properties, assistance 
from the Contractor may be negotiated as necessary.  

 
e. Perform measuring and listing on all properties that have transferred 

during the period and investigate and verify the circumstances 
surrounding all sales. Correct any incorrect data elements and reassess 
corrected parcels. 

 
f. Gather and forward to the Town’s tax map contractor (AXIS GIS 

Technologies) all information needed to update town tax maps on an 
annual basis, according to the schedule established by the Town. 

 
g. Update digital images as needed and manage tax bill mailings. 

  



 
G. ADDITIONAL INFORMATION 

 
1. The Town had intended to do a statistical revaluation in 2026 on commercial 

properties due to real estate market conditions resulting in assessed value 
inequities and a preliminary sales study that indicates the average value has 
increased by more than 10% since 2023, with a range of 12% for vacant land, 
11% for Residential properties. Interested assessing firms should make note in 
their proposal of their recommendations for dealing with this issue and the 
estimated fees involved in either years 1 or 2. 
 

2. Questions or clarifications about this RFP should be addressed in writing to Corie 
Hilton, Assistant Assessor, at chilton@conwaynh.org.  

mailto:chilton@conwaynh.org













