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ASSEMBLAGE, REVIEW & CLOSEOUT list
SECURED
Owner Name:                               la CODE:              parcel:              DATE:     
A. GREY ENVELOPE

1. Original Conveyance Documents (Deeds and/or Easements with legal descriptions attached and paper clipped together).

2. Original Sales Disclosure Form with marked “Copies” of signed Conveyance documents and legal 
descriptions.  (Attached together by paperclip).
3. Original documents requiring recording (i.e.: Partial Mortgage Releases, etc.  (Attached together by 
paperclip).
B. ASSEMBLE THESE ITEMS IN THE FOLLOWING ORDER:
Checkmark Yes or No for each item included
Yes      NO
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Original Claim Voucher and marked “Copies” of all claim vouchers (paper clipped together).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Marked “Copies” of Deeds (stapled together).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Marked “Copy” of Sales Disclosure Form (stapled together).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Marked “Copies” of any documents included in the Grey envelope for recording (ie: Partial Mortgage Releases). Also copies of any Affidavits, Resolutions, UST/Lead Paint Disclosures.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Original Administrative Settlement (with all supporting evidence attached and stapled).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Original Acceptance of Offer page (usually page #4).
PAPER CLIP THE ABOVE DOCUMENTS TO THE GRAY ENVELOPE        
C. THESE ITEMS SHOULD BE BEHIND THE GREY ENVELOPE (in the following order):
Checkmark Yes or No for each item included
Yes      NO
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Copy of W-9/Vendor Information Form (original must be emailed to Kathy Heistand’s group, if a Consultant Fee Buyer).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Status Report.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Statement of Just Compensation.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Appraisal Report. 
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Retention Letter (if any.)
Checkmark Yes or No for each item included
Yes      NO

 FORMCHECKBOX 
 or  FORMCHECKBOX 

Formal Retention Agreement (if any).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Retention of Ownership (Fixtures and parts-if any).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Copy of Daily Notice (if any).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Any Uniform Offer(s) ever presented to an Owner along with original conveyance docs attached. (With certified delivery confirmation documents attached or date entered when buyer personally met with owners). INDICATE IF PRESENTED IN PERSON
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Copy of Receipt of Conveyance.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Tax Receipts showing that taxes are current. (Or that they have been paid in full for the current payable year on Total Takes).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Tax Memo Letter.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

 SNET AND any and all Buyers Reports.(last buyer report on top)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Any and all emails & correspondence.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Miscellaneous papers pertinent to the parcel. 
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Relocation Papers (if any.)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Right of Entry (if any).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Land Acquisition Name Change, if any, with copies of conveyance documents attached. (These documents should have already been emailed to INDOT Central Office and been changed in LRS by the INDOT District).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Supplemental Title and Encumbrance Report (dated within the last 30 days).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Original Title and Encumbrance Report (with the Caption Deeds and any Mortgage Documents flagged for the Reviewer and INDOT Legal to easily find).
RW AGENT TO COMPLETE THE FOLLOWING BEFORE SUBMITTAL
Checkmark Yes or No for each item included
Yes      NO
 FORMCHECKBOX 
 or  FORMCHECKBOX 

SECURED
Print “SECURED”, Buyer’s Name, and Total Amount of Compensation Paid to Owner 




 in top right corner of White Parcel Package Envelope.

 FORMCHECKBOX 
 or  FORMCHECKBOX 

LRS

Ensure LRS data is complete and accurate- name, address, phone numbers, dates, 




dollar amounts, sufficient Buyer’s Remarks to tell the acquisition story.

 FORMCHECKBOX 
 or  FORMCHECKBOX 



Route to Buying – Parcel Evaluation

COMPLIANCE CERTIFICATION
I, AGENT NAME & TITLE, AGENT COMPANY, certify that this submittal is made in good faith; that the supporting data is accurate and complete to the best of my knowledge and that this submittal is in accordance with 49 CFR Part 24 PL 91-646 and IC 32-24 and that all applicable rules and regulations of the Federal Highway Administration have been complied with.








_________________________________________________                    
                                                                                      (Signature)     AGENT NAME AND TITLE AGENT COMPANY

                                                                                   __________________________________________________

                                   AGENT PHONE AND EMAIL

REVIEWER COMMENTS:

______________________________________________________________________

______________________________________________________________________

REVIEWER SIGNATURE:
______________________________________________________________________
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