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	Unimproved
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	Co
	
	Rte
	
	Parcel No.
	
	
	
	
	
	



	Appraisal Approved
	
	
	Revised?
	
	
	Appraised Value
	

	
	Date
	
	
	
	
	
	

	Assigned to Acquisition Agent
	
	
	First Written Offer
	
	
	Settlement  $  
	

	
	Date
	
	
	Date
	
	
	



	
	
	Manual Section; Gov. Code; CFR
	YES
	
	NO

	1.
	Did the acquisition agent appraise if the total fair market value exceeds $10,000?
	8.01.03.00;
8.01.08.00
	
	
	

	
	
	
	
	
	

	2.
	Just compensation established prior to acquisition discussion?
	8.01.03.00;
Gov. Code 7267.1; 49 CFR 24.102(d)
	
	
	

	
	
	
	
	
	

	3.
	Signed, initialed and dated parcel diary maintained at all stages of acquisition?
	8.01.03.00;
8.01.06.00
	
	
	

	
	
	
	
	
	

	4.
	a) Prompt offer of appraised value (within 30 days of approved appraisal)?

b) If not, was reason for delay documented in the diary?

c) All offers in writing?

d) No evidence of coercion?
	8.01.10.00;
49 CFR 24.102(d);
8.01.11.00;
8.01.02.06;
49 CFR 24.102(h)
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5.
	Right of Entry solicited/secured Date (               ) prior to First Written Offer:
	8.09.09.00
	
	
	

	
	Type __________ Authorized By ____________________
	
	
	
	

	
	Reason: ________________________________________
	
	
	
	

	
	
	
	
	
	

	6.
	Acquisition discussion (First Written Offer) by personal contact?  Exceptions?
	8.01.11.00;
8.01.04.01
	
	
	

	
	
	
	
	
	

	7.
	Copy of Department’s appraisal provided to property owner.  Corresponding diary entry made?

	8.01.11.00;
8.01.12.00;
S&H Code Section 102(b)
	
	
	

	
	Summary statements given to owners/lessees providing (1) compensation, (2) interest acquired, (3) improvements identified, and (4) damages, if any, separately stated. Corresponding diary entries made?
	Gov. Code 7267.2(b);
49 CFR 24.102.(e)
	
	
	

	
	
	
	
	
	

	8.
	Diary entry indicating owner/occupant advised of Title VI program at First
	8.01.11.00
	
	
	

	
	Written Offer?  Delivery by appraiser verified?
	
	
	
	

	
	
	
	
	
	

	9.
	Appropriate Occupancy certifications secured?
	8.01.11.00
	
	
	

	
	     Forwarded to RAP Senior within 2 business days of First Written Offer?

	10.01.12.05
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	10.
	Owner disclaimed any and all interest in tenant‑owned improvements (offset statement secured)?
	8.01.11.00;
49 CFR 24.105
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	Manual Section; Gov. Code; CFR
	YES
	
	NO

	11.
	Tenant conveyed all interest in improvements (quitclaim deed secured)?
	8.04.15.00
	
	
	

	
	
	
	
	
	

	12.
	Tenant paid the value improvements contribute to the property or their salvage value, whichever is greater?
	8.04.15.00;
49 CFR 24.105(c)
	
	
	

	
	
	
	
	
	

	13.
	If donation, was owner advised of right to an appraisal and compensation offered?
	8.28.02.00
	
	
	

	
	
	
	
	
	

	14.
	File reflects appropriate disposition of any hazardous waste on property?
	8.16.01.00
	
	
	

	
	
	
	
	
	

	15.
	Hazardous waste investigation completed by Project Development prior to appraisal and acquisition?
	7.04.12.01;
7.04.12.02
	
	
	

	
	
	
	
	
	

	16.
	Acquisition of uneconomic remnant(s) offered to owner?
	8.01.02.08;
8.06.22.00;
49 CFR 24.102(k)
	
	
	

	
	
	
	
	
	

	17.
	If an administrative settlement was made, were all aspects fully documented/memo in file?
	8.01.29.00;
49 CFR 24.102(i)
	
	
	

	
	
	
	
	
	

	18.
	All offers and settlement supported by an appraisal, memorandum of adjustment, Administrative Authorization, or Administrative Settlement?
	8.01.28.00;
8.01.29.00;
8.01.29.01
	
	
	

	
	
	
	
	
	

	19.
	a) Parcel submitted to the CTC only after offer of full amount of appraisal and adequate acquisition discussion?
	9.01.09.00
	
	
	

	
	b) Personal call within the 30‑day period prior to mailing Notice of Intent?
	
	
	
	

	
	c) Confirmation of Market Value in file?
	
	
	
	

	
	
	
	
	
	

	20.
	Did the acquisition file reflect any evidence of discrimination?
	8.01.03.00 (H)
	
	
	

	
	
	
	
	
	

	21.
	Fully signed Federal Participation Memo (Form RW 8‑16), contained in file/MOS?
	8.50.04.00
	
	
	

	
	
	
	
	
	

	22.
	Did settlement include compensation for loss of goodwill and is it properly coded?
	8.50.04.01 (D)
	
	
	

	
	
	
	
	
	

	23.
	Was escrow closed/payment made in reasonable time (90 days) after contract signed?
	8.61.02.00
	
	
	

	
	
	
	
	
	

	24.
	If interest was part of the settlement, was it credited/segregated properly?
	8.50.04.01
	
	
	

	
	
	
	
	
	

	25.
	File reflects professional effort was made to acquire the property by agreement?
	8.01.03.00
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	Manual Section; Gov. Code; CFR
	YES
	
	NO

	26.
	If an Order for Possession (OP) was obtained but parcel was settled by Contract:
     Was case dismissed and Dismissal in File?
	9.14.00.00
	
	
	

	
	     When check was requested, was deposit identified on Fed Par Form (Form RW 8‑16)?
	
	
	
	

	
	     Was deposit cancelled by use of (Form RW 9‑21) Release of Deposit?
	
	
	
	

	
	
	
	
	
	

	27.
	If an OP was obtained and parcel settled by Judgment with a Final Order of Condemnation:
     Did Condemnation Check Request Invoice (Form RW 9‑20) and (Form RW 8‑16) identify deposit?
	
	
	
	

	
	     Was Deposit released using RW 9‑21?
	
	
	
	

	
	
	
	
	
	

	28.
	Data entered into IRWS / ROWMIS?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	29.
	Acquisition by Hardship or Protection? Reason?
	5.03.04.03;
5.04.03.00
	
	
	

	
	
	
	
	
	

	
	The following documentation should be contained in each file:
	
	
	
	

	
	
	
	
	
	

	
	Hardship Files
	
	
	
	

	
	
	
	
	
	

	30.
	Written request from owner.
	
	
	
	

	31.
	Owner’s signed application.
	
	
	
	

	32.
	Financial statement, if required.
	
	
	
	

	33.
	Evidence of attempt to market property.
	
	
	
	

	34.
	Signed authorization to obtain State and Federal income tax returns, if required.
	
	
	
	

	35.
	Doctor’s statement for medical hardships.
	
	
	
	

	36.
	Letter from employer if transfer is reason.
	
	
	
	

	37.
	Index map of project and parcel map.
	
	
	
	

	38.
	Environmental clearance (categorical exemption/exclusion determination and required statement).
	
	
	
	

	39.
	Stage 1 Authorization from FHWA; E‑76, if required.
	
	
	
	

	40.
	Resource Management approval letter.
	
	
	
	

	41.
	Written approval of Regional Legal Office if project is not environmentally cleared.
	
	
	
	

	
	
	
	
	
	





	
	
	
	YES
	
	NO

	
	Protection Files
	
	
	
	

	
	
	
	
	
	

	42.
	Written request from owner.
	
	
	
	

	43.
	Approval of protection acquisition by District or Division of Resource Management.
	
	
	
	

	44.
	Protection Acquisition Savings Estimate (Exhibit 5‑EX‑1).
	
	
	
	

	45.
	Resume of Protection Request (Exhibit 5‑EX‑2).
	
	
	
	

	46.
	Strip map and parcel map.
	
	
	
	

	47.
	Environmental clearance (categorical exemption/exclusion determination and required statement).
	
	
	
	

	48.
	Stage 1 Authorization from FHWA; E‑76, if required.
	
	
	
	

	49.
	Written approval of Regional Legal office if project is not environmentally cleared.
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