Checklist of Items to be in a Parcel File


New Real Property Interest Rights

_____ Proof of Environmental Clearance (data only)

_____ Authorization to proceed with Right of Way Activities

(Form AZ PR2X from FHWA – applies when federal funds are used for acquisition of real property interest.)

_____ Appraisal and re-appraisal (if applicable)
_____ Appraisal review, comments and conclusion of value

_____ Valuation Waiver signed by LPA representative & ADOT (if used)
_____ Memo of Just Compensation signed by authorized LPA representative – not consultant

_____ Offer letters signed by LPA

_____ Summary statement if separate not combined with offer letter

_____ 100% design plan sheet with new parcel(s) being highlighted.
(ROW plans preferred, especially on larger acquisition projects)

_____ Agent’s Contact Log/diary (signed by agent on each page)
_____ All correspondence to and from property owners. (written, email, etc.)
_____ Wavier of Compensation or Donation Waiver and justification for use (if used)
_____ Administrative Settlement and justification signed by LPA representative and ADOT
(Anything over and above Memo of Just Compensation requires approval of ADOT)

_____ Recorded conveyance instruments including easement, licenses and permits of any kind

_____ Condemnation proceedings and all correspondence to and from property owner in conjunction is condemnation.

_____ Relocation Eligibility Determination letter. (even if No Relocation)
New Real Property Interest Rights with Relocation Benefit
(additional documentation needed)

_____ All letters to property owner(s) and any correspondence pertaining to relocation

_____ Eligibility Determination work sheets

_____ Relocation eligibility letter (Residential or Business, signed by LPA)
_____ Moving estimates and / or self-move determination paperwork 
_____ Replacement Housing paperwork (contract, leases, HUD statements, etc.)
_____ Increased Mortgage Cost determination if applicable

_____ Vacate Notice with date

