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Tewksbury’s 
LA -3 Preparation

Sales Verification 
• Deed processing 

• Verify previous owner, the 
parcel, its size and general 
dimensions

• Does it match your GIS parcel

Begins with :



Non-arms Length Codes 
https://www.mass.gov/doc/property-type-classification-codes-non-arms-length-codes-and-sales-report-spreadsheet/download



Enter deed into CAMA

Staff reviews the deed, enters all 
pertinent information into the CAMA 
system and if it can be easily 
determined that the sale isn’t 
qualified, a non-arm’s length code is 
entered into the CAMA system.  

If the deed gives no indication that 
the parcel is not a qualified sale, then 
the deed is entered as a qualified 
sale.  

**If a note is needed to assist the 
non-qualified code, it is entered.



Things to consider:

• Anything the deed tells you – family sale, court ordered sale, bank 
sale, government sale, etc. 

• Notes are not applied to each sale only when information is important 
or can’t easily be determined

• Tewksbury enters deeds on an ongoing basis – staff retrieves deeds 
from Registry of Deeds and at the end of each month verifies all sales 
have been retrieved and entered.  



Sales Questionnaires:
Timely mail specific property questionnaire 



Continue throughout the year with sales verification
• Print each Property Record Card 

• Properties:  Search for online listings and perform MLS/CoStar reviews & makes notes on 
PRC  

• Multitude of information regarding the property from Bed/Bath counts, sometimes sizes 
of rooms, heat/ac, finished basements/attics, pools, market history of property, etc.  

MLS lists selling and buying agent's 
email.   Helps to send emails 
regarding properties.  



CoStar: 



Beware:   
Sales information 
not always what it 
seems
Virtually staged photos
Bedroom counts not same
Sq. foot not same
Photos and Remarks are intended to 
sell the property and may look and 
sound better than reality 

We make note of possible changes on 
the printed PRC in prep for our 
physical visit



Keep your Board & Management informed of the 
market you’re seeing.

You don’t 
want big 
surprises! 



Yup, it’s time for a physical property visit
Don’t wait – do the physical inspection early in the year 

We typically start physical inspections in March 



https://www.mass.gov/service-details/certification-of-real-and-personal-property-values

Before Physical inspection – Run LA-3
BLA website – LA3 Macro & Instructions

https://www.mass.gov/service-details/certification-of-real-and-personal-property-values


Macro InstructionsLA-3 Macro



Before physical visit, run a LA-3
• Realizing that values haven’t been adjusted, run a 
LA3 whether it’s a CAMA LA3 or the Macro, it gives 
information. 

• Review the Assessment to Sales Ratio –
• Rule out New Construction or other items with 
growth not yet entered.

• Make note of especially high or low ASR on the 
sales PRC - this makes us pay special attention 
to the property during the physical visit



Review checks in Macro

Fix these in your CAMA system now – start getting your LA-3 Sales coding clean



Physical 
Inspection

• Perform a full measure and list on the property.  

• Verify information on PRC and information from 
MLS, sales questionnaire and any conversations 
regarding the property.

• If property owner isn’t home but a neighbor is 
around, ask them questions about the sale, usually 
they know a lot, especially those in condominium 
complexes.

• Remember to review the site index or 
neighborhood classification and observe conditions 
on the property.   Take Photos.

• Also take note of property changes that were not 
part of the sale price – change to O code if 
necessary.  



No Sales Chasing 

Be sure to classify properties using 
your consistent benchmarks.  

Just because house sells high, don’t 
upgrade grade or condition if it’s not 
warranted or vice versa.  



Update CAMA & Rerun LA-3 Macro

• Take your sales reviews and enter all changes, capture any growth, update sales 
codes if necessary 

• Run LA-3 macro again and correct any errors. 

• Go through your list of sales individually and determine ‘N’ codes and anything else 
you may have missed.  Be sure to add important notes to ‘N’ sales.

• If ASR is still high or low – investigate more perhaps something was missed like 
sale to an abutter or sales price didn’t include something in new construction that is 
listed in PRC.  Maybe check the corporation databank to see if like entities.

• Continue cleaning your LA-3 



Prior to submittal of LA-3

Adjust values for Fiscal Year 

Run LA-3 macro again and ensure all changes 
have been made.

If necessary, keep running LA-3  macro till 
data is clean.

Now you’re ready to upload into Gateway



Good Luck! 
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Assessors annually submit a sales report 
called an “LA3” . The LA3 contains sales, 
greater than $1000, from the months 
included in their analysis.

LA3 Sales Report includes:

• Sales information including verification 
or sale codes 

• Current and Proposed assessments

BLA reviews the LA3 to:

• Review sale verification codes

• Generate and review ASR studies for 
minimum statistical requirements

What is the LA3?

LA3 Webinar for MAAO 2023

https://www.mass.gov/service-
details/certification-of-real-and-
personal-property-values

https://www.mass.gov/service-details/certification-of-real-and-personal-property-values
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Assessing 
Staff

Board of 
AssessorsVendor

Who does the LA3? 

LA3 Webinar for MAAO 2023
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Deeds and Certificates of Title are 
obtained from each communities 
County Registry of Deeds.  
https://www.masslandrecords.com/

Each deed is reviewed by the Assessor 
and entered in the CAMA (Computer 
Assisted Mass Appraisal) System in the 
property record card for the parcels or 
parcels described in the deeds legal 
description. 

Assessors use the Sale Comments/Notes 
field in CAMA system to record any 
comments relating to circumstances of 
sale and to explain NAL code

Sales Verification: 
Sales Questionnaires are sent. 
Sales Inspections are performed. 

A list of the sales should be reviewed by 
the assessing staff and Board of 
Assessors monthly. This will allow 
everyone to be consistently informed of 
what’s going on in the local market. 

Sales- Monthly Best Practices

https://www.masslandrecords.com/
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Valuation Review by Assessing Staff and Board of Assessors 

Final Sales Analysis using ratio studies

Value Generation- CAMA land and building tables updated

Initial Sales Analysis using ratio studies

Initial LA3 reviewed including NAL coding clean up and review of outliers

All database changes entered  (Permits, lot splits, property inspection changes)

All deeds of prior calendar year entered and sales verification completed

Sales- Annual Best Practices

LA3 Webinar for MAAO 2023
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An “arm’s length” sale is a sale 
between a willing buyer and a 
willing seller with no unusual 
circumstances involved in the sale. 
All non-arms length sales must be 
coded. 
https://www.mass.gov/service-
details/property-coding-and-sales-
reporting

Make sure your CAMA system 
tables for NAL and Property Use 
codes reconcile to our latest update 
to the Classification Code Booklet

More than 1 NAL code may fit a 
sale. Select the code that best fits 
the sale circumstances. 

Non- Arms Length Sale Codes

https://www.mass.gov/service-details/property-coding-and-sales-reporting
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Sale Inspections- BLA still recommends to go physically measure and inspect all sale 
properties in all property classes as close to the sale date as possible- Get Outside!!!

Deeds, Certificates of Title

Supplement sales inspections and legal instruments with:

Interviews with buyers, realtors, sellers, builders, appraisers

Online sale listing, Google, “Search it Up”, News articles

Sale Questionnaires- make them easy to return, tailor to property use

Multiple Listing Service, Cape Cod and Islands MLS, Berkshire County MLS

Realtor.com, Loopnet, CoStar, Zillow, etc.

Secretary of State Corporate Database  
https://corp.sec.state.ma.us/corpweb/corpsearch/CorpSearch.aspx

Things you hear from neighbors or in town hall (try to verify) 

Income and Expense Returns, Building Permits, Business Certificates/Use Permits

Sales Verification Resources

LA3 Webinar for MAAO 2023

https://corp.sec.state.ma.us/corpweb/corpsearch/CorpSearch.aspx
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Occurs when the assessor either knowingly or unknowingly makes changes to sale properties, and 
not to unsold properties, that achieve better ratio study results and/or alters the assessed values of the 
sales sample so that they no longer reflect the same market relationship. Refer to IAAO Standard on 
Ratio Studies 2013

Problems:

• Erodes the data quality of the property database,

• Calls into question to validity of the sales ratio study

• Degrades the effectiveness of the CAMA system “model”.

Indicators:

• Unreasonably low COD’s (measure of appraisal uniformity) 

• Changes in sale properties are not similar to changes in unsold properties.

Sales Chasing
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Subjective Data Fields

Grade

Condition/CDU

Depreciation/EYB

Building Style

Land Influences or 
Conditions

Sales Chasing

Non-Subjective Data Fields

# of Fireplaces

Sketch & SFLA

# of Bathrooms

Heating System

Type of Roofing and Siding

LA2 Webinar for MAAO 2023

Assessors should exercise caution when making any subjective changes in value 
to recently sold properties and must ensure that the same criteria is also applied to 
all similar properties. Assessors may make non-subjective changes such as adding 
the missing unfinished basement or central air conditioning. 
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• Assessment Date is always the January 1, preceding the Fiscal 
Year. The Base Year of sales that must always be used are from the 
prior calendar year.

Example: LA3 for FY2024

Assessment date 01/01/2023

The calendar year preceding the assessment date – (2022 
sales) are used as the  “Base Year” 

To determine if 24 months of sales are needed; review total property 
class counts and sale counts by class. 
• 2% of the class OR minimum of 10 sales, whichever is greater

Example: Class 104 has 330 parcels and 8 valid sales 
occurring in calendar year 2022. 

2% of the parcel count is 7 sales, however 7 < 10, 

so 24 months of sales are needed

The LA3 - Sales Analysis Period

LA3 Webinar for MAAO 2023
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When 24 months of sales are required there are 2 options:

A. Use sales from the Base Year and 12 months before the Base Year;

In our example for FY2024

The calendar year before the Base Year of 2022 is 2021 

Sales analysis period 01/01/2021 to 12/31/2022

or B. use Base Year and the 6 months of sales immediately before the base year 
and 6 months immediately after the base year;

In our example for FY2024 this would be 

July 2021 to December 2021 and January 2023 to June 2023

Sales analysis period 07/01/2021 to 06/30/2023

There can be several factors to consider when selecting which time period to add the 
additional 12 months of sales from (when required). In rapidly changing markets, the 
oldest sales may contain the most dramatic differences from the assessment date and 
the current market. Also, using the most recent sales data may show that market 
increases or decreases are continuing. 

Must use the same sales analysis period for all classes requiring 24 months of sales. 

The LA3 - Sales Time Periods

LA3 Webinar for MAAO 2023
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A. Use the DLS LA3 macros to review. https://www.mass.gov/service-details/certification-
of-real-and-personal-property-values

B. Use Gateway’s features to review sales and statistics. Two useful filter options exist on 
the LA3 Search/Update/Delete page:

• Repeat Sales Only displays multiple sales of the same property occurring during the 
time period under review. This highlights sales where the NAL code "R" might be 
appropriate.

• Duplicate Names Only displays sales where the Buyer and Seller have the same or 
similar names but the sale has not been coded as non-valid.

Other examples of review checks and best practices

• BLA Advisors appreciate sale comments!           Make them relevant and 
understandable. 

• Buyer and Seller names should be entered in the CAMA system following a standard 
protocol for the ownership type: Last, First not First Last), also when property in trust, 
life estate, multiple owners, etc.

• No blanks in the LA3 cells- check new condos and new parcels for:
• Current assessed values can’t be blank; must enter as zero “0”
• No blanks or “n/a” as seller/buyer names; all sales need grantor and grantee! 

LA3 Review Tips

LA3 Webinar for MAAO 2023

https://www.mass.gov/service-details/certification-of-real-and-personal-property-values
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• Look at Outliers. While the normal bell curve has a few outliers, some outliers are 
simply uninvestigated NAL sales. 

• NAL check: Do codes used make sense give the circumstances of the sale? 
• Look at A sales and if names are unlike, make a note of grantor and grantee 

relationship
• Check B sales that parties are affiliate, subsidiary, associate, parent company, 

holding company. 
• P codes; change in use: The use code on the LA3 should be the use as of the 

assessment date (not the date of sale). 
• L sales should have bank names as grantee or grantor. S sales should have bank 

name as grantor. 
• Review the names of all grantors and grantees on all valid sales, line by line, for 

“Estate of”, “Administrator”, “Executor”, bank names, names of exempt institutions, 
names that imply a relationship between the parties, etc. 

• Filter all NAL V sales to ensure they have at least one other V coded buddy parcel or 
enter comment to note the other parcels that were included in the sale. 

• Check that all NAL N sales have sale comments. 

LA3 Review Tips Continued

LA3 Webinar for MAAO 2023
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Price Quartiles- show Regression or Progression. Demonstrate the consistency of the level of assessment by 
stratifying by pricing groups. 

Quartiles- 40+ sales Halves- 20 to 40 sales

Simplified example (sample size is insufficient) to demonstrate regression:

Price Quartiles statistics should be between 90 to 110% and be within 5% of the class median.

How to check your price quartiles:

Run in your CAMA system reports, in the LA3 Macros, or upload your LA3 and run in DLS Gateway. 

All 3 may have slightly varying calculations however note that Gateway is what we use to determine the price 
quartile statistics. 

Price Quartiles

LA3 Webinar for MAAO 2023

jur_ 
code

sale _date parcel _id seller buyer st_  
num

st_  
alpha

st_ name prop_ 
type_ 

id

nal_ 
code

sale_price assessment
_value

proposed_
value

as_ 
ratio

outlier time_ 
trend

Comment Location ID

353 02/22/2022 4_58 BERRY, BILL CAKE, CASSANDRA 1 BROOK AVE 101 260,000 233,900 263,500 1.01 M_170577_939750
353 07/07/2022 100_100 PASTA, PETER CASSEROLE, CASEY 3 BAY DR 101 279,000 258,000 273,400 0.98 M_170577_939751
353 12/23/2022 36_91 SPAGHETTI, SAVANNAH TOMATO, TINA 9 POND RD 101 389,000 325,600 369,500 0.95 M_170577_939749
353 03/03/2022 23_2 LETTUCE, LISA JELLO, JACOB 4 OCEAN AVE 101 498,000 462,500 478,200 0.96 M_170577_939748
353 05/12/2022 62_93 MAPLE, MARVIN KETCHUP, KIM 8 BOGGY LN 101 750,000 675,400 704,300 0.94 M_170577_939746
353 06/16/2022 5_90 PITA, PAULA HUMMUS, HENRY 6 RIVER TERR 101 829,000 742,400 785,800 0.95 M_170577_939747
353 04/08/2022 85_145 APPLE, ANNE BURRITO, BETTY 5 LAKE ST 101 910,000 729,000 800,000 0.88 M_170577_939745
353 10/04/2022 96_701 TACO, TIMOTHY BURGER, BENJAMIN 7 BEACH AVE 101 1,045,000 186,000 930,000 0.89 M_170577_939744

Median 0.95 Price Q1 1.00
COD 3.26 Price Q2 0.96

Mean 0.94 Price Q3 0.94
WMean 0.73 Price Q4 0.88

PRD 1.30
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Date Quartiles

LA3 Webinar for MAAO 2023

Date Quartiles- show how the market changed 
over the sales analysis period. 
Helps to see if a time adjustment to sale would be 
helpful. 

Gateway features The Current Time Trend 
Analysis is used by BLA to check that the trend 
you used to time adjust the sale prices in your LA3 
is acceptable. 

The Proposed Time Trend Report is used by the 
Assessor to analyze the unadjusted sales and 
develop a time trend.  

DLS YouTube Video
https://www.youtube.com/watch?v=BPyRt4qWgvU

https://www.youtube.com/watch?v=BPyRt4qWgvU
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Find the correct LA3 report in your CAMA system. 

Extract the report in Excel for the dates of the sales 
analysis period for all classes.

Remember to include the GIS Loc ID and any sale 
comments

Sort the report by class (property type id) and sale 
date to remove the additional 12 months of sales in 
classes that did NOT require more than the base 
year for the analysis. 

Review and proof the LA3 - see tips in this 
presentation

Save the file. Make a note of file name and where 
you saved it!

Copy each sale row into the LA3 upload template 
then bulk upload into DLS Gateway

Know how many sales records you should have!

Producing your LA3

LA3 Webinar for MAAO 2023

Your LA3 must 
contain columns 

A – R
Ready for Review
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Found in Property Type Classification Code Booklet

The LA3 Format

LA3 Webinar for MAAO 2023
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Open your Excel sales file that was exported from your CAMA system. 

Copy all the sale rows in the LA3 Upload Template

Name and save the LA3 Upload Template to your desktop

Log into DLS Gateway and click the LA3 tab. Click Bulk Upload from the menu on the left. 

Follow the detailed instructions in the LA3 Upload Tips Guide found in the LA3 landing page in Gateway

Bulk Upload of the LA3

LA3 Webinar for MAAO 2023
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Your advisor has flagged a few sales that you need to make edits on. Research the sales and make the 
updated in all 3 relevant places.

1. Make the changes in your CAMA system

2. Make the changes in your sales file (Excel file)

3. Make the changes in DLS Gateway to your uploaded and unlocked LA3 using the Search/Update/Delete 
tool

Editing Sales in the LA3 

LA3 Webinar for MAAO 2023



20

Sometimes you need to start over with a new sales file. 

Your advisor can unlock the LA15 and LA3.

You have to delete the old sales file from 2 places in 
Gateway:

1st Delete the sale records from the Search/Update/Delete 
page

In Search/Update/Delete page, click Search

After all your sale records come up, scroll to 
the bottom of the page and click 

2nd Delete the Uploaded File from the Bulk Upload page. 

Click 

How to delete LA3 from Gateway

LA3 Webinar for MAAO 2023

2nd
1st
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The best places to get help with your LA3:

1. The LA3 landing page in DLS Gateway 

2. DLS Website 

https://www.mass.gov/service-details/certification-of-real-and-personal-
property-values

https://www.mass.gov/service-details/property-coding-and-sales-reporting

3. Your Bureau of Local Assessment Field Advisor

LA3 Resources

LA3 Webinar for MAAO 2023

https://www.mass.gov/service-details/certification-of-real-and-personal-property-values
https://www.mass.gov/service-details/property-coding-and-sales-reporting
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• Update your communities Local Officials Directory and do 
the Assessors Certification with your Town/City Clerk for the 
fiscal year you will be working on

• Revised & Omitted, Audited Personal Property, Amended 
New Growth LA13A

• LA3 

• LA15- auto populated by the LA3. 

• LA4 with a copy of your CAMA system LA4 uploaded in the 
Current Documents and Board of Assessor 
Authorization/Signatures

• LA13 with New Growth Template

• Classification Hearing

• Tax Rate

The Interim Year Approval Process- where does the LA3 fit in?

LA3 Webinar for MAAO 2023

Make life easier on your office- Submit all your 
Gateway Reports early for your Advisor to review,
including your LA3! 
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