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CHIEF APPRAISER INSTITUTE REGISTRATION INFORMATION 
 
Who must attend the Chief Appraiser Institute (CAI)? 
Texas Property Tax Code Section 5.042 states: 
• Section 5.042, Texas Property Tax Code, applies only to a chief appraiser appointed 

on or after July 1, 2006. 
• A person may not serve as a chief appraiser for an appraisal district unless the person 

has completed the course of training prescribed by Section 1151.164, Occupations 
Code and approved by the TDLR. 

• A person may serve in a temporary, provisional, or interim capacity as chief appraiser 
for a period of up to one year without completing the training required by this section. 

• This section does not apply to a county assessor-collector who serves as chief 
appraiser under Section 6.05(c). 

 

Registering for CAI 
For a new chief appraiser, required by the Texas Occupations Code to undergo the 

specified training of the Chief Appraiser Institute, admission will be on a priority basis.   
 
Confirmation will be sent to the student via email, fax or mail.  TAAD considers you 
officially registered when we have received payment for the course and a signed copy 
of the “terms and conditions.”  If you will pay using a purchase order, please advise TAAD 

in advance.   
 
For an applicant who is not a new chief appraiser, acceptance will be on a case by 
case review (see below), considering a number of factors, including space-available.  
 
The registration form serves as the CAI invoice.  TAAD does not issue separate invoices for 

student registrations. 
  

Terms and conditions 
Each registrant must acknowledge and sign a “terms and conditions” statement which 
outlines the policies contained in this document and confirms his/her understanding of 

expectations and requirements.  No application is complete without this signed 
statement.  
 

Deadlines for registration, notification 
Newly-hired chief appraisers may register until the first day of class; acceptance is 
contingent on space availability, however.  Registration deadline for other registrants is 

August 1, and classes are held in September and October.   For all applicants who meet 
the August 1 registration deadline, those accepted into the CAI will be notified by August 
16. 
 
If classes are held in October and November, deadlines will be one month later.  

 

Registrations faxed after deadline 
If an applicant faxes a registration form to TAAD, this constitutes an official registration 
and obligates payment for the registration.  TAAD suggests caution when considering 
filing a late registration. 
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Before Attending Class 
Being prepared for class will make it a more rewarding experience for the student and 

will help to lessen anxiety!  Check in advance – will you need a calculator or additional 
publications or materials for class? 
 

Course materials 
Class materials will be available at the beginning of class each day.   

 

Course Time Schedule 
Generally, sessions start at 8:30 a.m. and end by 5 p.m. each day.  If in doubt, ask your 
instructor, because occasionally an instructor may suggest a slightly different schedule to 
complement the class environment. 
 

Class Attendance Policy 
Participants must attend all sessions of the institute from start to finish in order to receive 
credit.  Participants who leave early will not receive a completion certificate or credit. 
Participants who are absent from any session or part of a session will be required to make 
up the missed session(s) in the following year’s institute.  

 

Make up Class Policy 
A participant will be allowed to make up a session(s) missed by enrolling for that 
session(s) in the following year’s institute.   There will be a $50 per session fee for making 
up missed sessions.   A certificate of completion for the CAI will be issued to the student 
upon completion of the missed sessions.  

 
Make up classes will be allowed only in the CAI of the immediately following year after 
the absence. 
 
   

Class Etiquette Policy 
Beepers, pagers, cell phones, house phones, computers, text-messaging devices, 
Blackberries, PDA and other electronic devices must be turned off and only used during 
break(s).  Breaks are usually scheduled at least twice a day.  Please give your full 
attention to the instructor; do not engage in other activities during the class as failure to 
do so may result in the loss of certification or continuing education credits. 

 

What to Bring to Class 
Students should bring with them:  

• Any textbooks required for class 

• A silent calculator (12-digit display) 

• Your favorite writing utensils 

• Light sweater or jacket, just in case 
 

Suggested Dress Code 
Casual business attire is suitable for all courses.  Since you can’t predict the temperature 

of the classroom, bring a sweater or jacket if you’re concerned you’ll get cold. 
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Reporting to TDLR: Continuing Education?  
CEs will be reported on behalf of all TDLR registrants in attendance already certified as 
an RPA, RTA or RTC.  TAAD reports your confirmation of CEs to TDLR as soon as possible 

after each session is completed.   

 

Replacing a lost certificate  
There is a $5 charge to replace a lost CAI completion certificate.  
 

Cancellation and refund policy 
To be eligible for a partial refund, notice of the cancellation must be received in writing.  
A refund, less an administrative fee, will be issued.  Please refer to the registration packet 
for a list of the specific dates and cancellation penalties.    
 

No-shows 
If you have not notified TAAD in writing by seven days before class starts that you will not 
attend the CAI for which you have registered, you will be marked as a “no-show”.  There 
are no refunds for no-shows. 
 

Inclement weather 
TAAD intends to offer classes as advertised.  In case of inclement weather, the decision 
to continue or cancel classes will be made on a case by case basis, and students will be 
notified immediately. 
 

Location 
TAAD uses the classroom in its office at 7700 Chevy Chase Drive, Austin, as the site for all 
its CAI sessions.  
 

 

CHIEF APPRAISER INSTITUTE STANDARDS FOR ADMISSION 
 

Applicants will be approved or declined for the CAI program based on the following 

criteria.   
According to the Occupations Code Section 1151.164, the CAI program is required 

training for those persons serving in a temporary, provisional, or interim capacity as a new 
chief appraiser in Texas.  Therefore, these persons will be accepted and have priority 
over other applicants.   

 

Criteria for other than newly-hired chief appraiser applicants 
• Candidate must be currently serving in one of these positions: deputy or assistant 

chief appraiser, director, manager, supervisor, or senior appraiser at a TAAD-member 
Texas appraisal district.   

• The candidate must be a part of his/her district’s succession plan.  
• The candidate must be either an employee of a TAAD member district or an 

Associate member of TAAD; employees of TAAD Member Districts will have priority 

over Associate members 
• The candidate must have a minimum of five years’ appraisal experience 
• The candidate must have an RPA.  An alternative would be an RTA or RTC, and 

working toward an RPA. 
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For applicants who are employed by a contractor and acting as an interim or 

temporary chief appraiser 
• TAAD will establish a “contractor” fee each year 
• TAAD will limit to 5 the number of spaces possible for contractors, based on 
availability 
• Employees of current CAD member districts will be a priority in the selection of the 5 

contractor spaces   

• Include this info on application form: 1) Are you attending as part of your CAD’s 
succession plan?  2)  Are you a new CA required by law to attend this training?  3)  Are 
you an employee of a firm contracting with your CAD to provide CA services, and are 
you actively engaged in the job duties of chief appraiser for the CAD listed on this 
application? 

 

A CAI application review committee will be appointed to review all applications 
and may accept or decline applicants based on one or more of these criteria at 
their discretion.  A strong background in leadership and property tax administration 
based on professional ethical standards is required for admission into the CAI 
program.   

 

Class size 

CAI class size may be limited by venue and will not exceed 32 students.   
 
 
 
 

 
 


