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Commercial Assessment Conference by “Representative” 

Click on the Start button when you are ready to start your Conference.  

 

 

 
 
Enter your 12 digit Parcel ID number or Property Address. 

 
After entering your address or Parcel ID, choose your property by clicking once on the line 
below containing the correct address. 

 



 

Disclaimer: Your Conference is not officially filed until you submit the Conference 

 and you get a confirmation number.     Page 2 of 18 

                      
 

Information Verification: 

If the Ownership information, Property Address and Parcel ID described is the property you plan to 
submit an online Conference, click “Next”. 
If this is not your property, please re-enter correct property address and press “Verify”. 
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Before you continue, please read both the “Commercial Property Assessment” and the “Conference 
Process”: 

From this screen you will be able to download and complete the PVA Property Comparison Worksheet 
and the income-expense form. Please save a copy of each form to your computer before you begin your 
Assessment Conference. During the Conference, you will be able to upload the worksheets.  When 
ready, click the “I accept” button.  

 

 

 

 

When ready, click the “I accept” button. 
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This is what the Commercial Sales Comparison Worksheet looks like. 

Fill out the information below with three comparable sales, including property address, sale date and 
sale price.  
Save the Sale Comparison Worksheet when finished. During the Conference, you will be able to upload 
the worksheet. 
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Read the Property Assessment Conference Process. When ready, click the “I accept” button. 

 

When ready, click the “I accept” button. 

 
 
Who is the Conference being held with?  
If you are the representing the Owner as Authorized Representative, click the Authorized Representative 
icon. 
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You must Upload your Representative document(s) that gives you the right to represent the owner(s) of 
the property.  To accomplish this, press “Choose File” below to select the file on your computer that 
contains your Representative document – then press “Upload File” to complete the upload.  If you have 
multiple files, repeat the process.  The uploaded file(s) will be listed below.  Once complete, press 
“Next” to continue. 
 

 
You must Upload a Qualification document(s).  To accomplish this, first select your Qualification Type 
from the dropdown below.  Then press “Choose File” to select the file on your computer that contains 
your qualification – then press “Upload File” to complete the upload.  If you have multiple files, repeat 
the process.  The uploaded file(s) will be listed below.  Once complete, press “Next” to continue.  Note:  
The conference will be AUTOMATICALLY SUSTAINED without proper authorization and qualification 
documentation. 
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The Authorized Representative will need to fill in all the required fields.  
 

 
 This Message will pop up and ask “Is the Email you entered correct?  If you agree, click “OK.  To change 
– click “Cancel”. 
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Property Information: 
Please enter information to describe the type of business use for this property. 

 
When finished – click the “Next” button.   
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Supporting Information:  
Enter your “Opinion of Value” for the property being Conferenced.  
 
Write a statement explaining why you believe the assessment should be changed. 

 
 
 
When done click the “Next” button.  A message box showing your opinion of value will appear. 
Click OK to accept – or cancel to make changes. 
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Supporting Documents: 
Here you have the option to choose “Upload” and/or “Mail-In/Walk-In” documents supporting your 
assessment Conference.  You must choose Yes or No on each item 
 
Items to upload may be:  Appraisal, Income, Sales, Pictures or Other (Listing Contract, Property 
Insurance Policy, and anything else that will support your opinion of value including the comparison 
worksheet). 
NOTE: this is where you upload your Sales Comparison Worksheet and your Income-Expense Form. 
 

 
If you have documentation that you have not or cannot upload, Click on Yes on Mail-In/Walk-In 
Documents. 
 

 
All supporting documents must be received by 5/20/2019 by 4:00 PM EDT 
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1 Choose your document Type from the drop down menu 
2 Click on Choose File – browse to your file 
3 Click on Upload File. 
Repeat these steps until you have uploaded all files  
 

Click Yes if you have additional documentation that you need to MAIL-IN / WALK-IN. 
Mail-In/Walk-In Policy Guidelines: 

 In order to finalize your Online Conference, please immediately mail or hand-deliver your 
supporting documentation to the PVA Office. 

 All supporting documentation mailed or hand-delivered must be received by the PVA office by 
the legal deadline of May 20, 2019 by the close of business at 4:00 PM EDT 

 
When Finished – click “Next” 
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If you have not chosen Yes or No on each of the options and click Next – you will see this screen. 
 

 
Click on the appropriate Yes/No and follow steps listed above. 
 
If you choose No on each – the following message will appear. 

 
 
Click OK or Cancel 
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Conference Review: 
You have the option to edit any portion of the Conference at this time. If the information is correct, type 
your name in the “Signature” area and click on “Submit”. 
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Your Conference is now complete. 
It is recommended you “print a copy” of your Conference. 
The Confirmation Number will be needed to check the status of your Conference. 
If you encounter any problems and require additional support, please call (502) 574-6224 during regular 
business hours. 
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Please keep a copy of the Commercial  Conference form for your records. 
After printing – please click on Done. 
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Your Conference Record 
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Once your Conference is filed with the Jefferson County PVA’s Office, you can Check the Status of your 
Conference. Click on Check Conference Status, and enter your PVA Confirmation Number.  You can also 
access the Check Conference Status by visiting our website at https://jeffersonpva.ky.gov/ -PVA Online 
Conference 

 
Enter your confirmation number and click submit.  It is not necessary to enter the letters PVA. 

 

https://jeffersonpva.ky.gov/
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Possible Statuses 
First phase of the Conference – Acceptance of the Conference. 
 

 
 
Second phase of the Conference – being Reviewed 

 
 
Third phase of the Conference – a decision has been made and an email (if provided) has been sent and 
a printed copy will be sent through the mail. 

 
 
 
 
 


