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ASSEMBLAGE, REVIEW & ELECTRONIC CLOSEOUT list

SECURED
Owner Name:                               la CODE:              parcel:              DATE:     
	The review process starts with an email to Buying@INDOT.IN.Gov with the following as the “Subject Line” of the email:

Code number - Parcel number: Owner’s Last Name/Business Name & Deed Amount 
Do NOT add zero’s to single digit numbers or use hashtags/pound signs with ANY number 
Attach to the email PDFS of ALL documents listed in Sections A, & B below


A. ORIGINAL DOCUMENT ENVELOPE 
 (HOLD THESE DOCUMENTS UNTIL PARCEL IS APPROVED BY LEGAL) Provide these documents in large envelope.  These documents are to be mailed to: INDOT, c/o Real Estate Support Supervisor, 100 North Senate Ave., Room N642-RE Indianapolis, IN 46204
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. EMAIL PDFs of Following to BUYING@INDOT.IN.GOV (Each is to be Emailed as a Separate File)
Checkmark Yes or No for each item included
Yes      NO
 FORMCHECKBOX 
 or  FORMCHECKBOX 

A copy of this Close-Out Form, filled out

 FORMCHECKBOX 
 or  FORMCHECKBOX 

Claim Voucher
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Status Report.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Copies of all documents included in the “Original Document” envelope 
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Right of Entry (if any).
C. W-9 
EMAIL W-9’S ONLY TO REFinance@indot.in.gov  
CAUTION: DO NOT UPLOAD W-9’S INTO ERMS
 FORMCHECKBOX 
 or  FORMCHECKBOX 

W-9 submitted to INDOT Real Estate Finance at REFinance@indot.in.gov



(Reminder: W-9s should be submitted by email ASAP.  Do not upload into ERMS.)
UPLOAD THE FOLLOWING IN PDF FORMAT TO THE ERMS SUBFOLDER INDICATED
Uniform Offer File  (Combine files into one PDF)
Checkmark Yes or No for each item included
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Executed Uniform Offer with signed Acceptance of Offer and legal descriptions along with any Uniform Offer(s) ever presented to an Owner. (With certified delivery confirmation documents attached or date entered when buyer personally met with owners). INDICATE IF PRESENTED IN PERSON
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Statement of Just Compensation

 FORMCHECKBOX 
 or  FORMCHECKBOX 

Original Administrative Settlement (Cover Page Only)

 FORMCHECKBOX 
 or  FORMCHECKBOX 

Action Item Form - Improvements In the ROW (unless electronically signed, see Various File section below)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Excess Land – Required Action Form (unless electronically signed, see Various File section below)
Buyers Report File  (Combine files into one PDF)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Supplemental Title and Encumbrance Report with Tax Receipts showing that taxes are current for partial acquisitions. (Or that they have been paid in full for the current payable year on Total Takes). (dated within the last 30 days).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Documents that support the signors authority to sign the documents/other documents for Legal Review
(Examples: Affidavits, Power of Attorney, Corporate Resolutions or other Corporate Authority Documents, LLC Organizational Documents, Documents from the Indiana Secretary of State’s Office, Trust Documents, Estate Documents, Local Government Authority Documents, Court Orders, Meeting Minutes Showing Sale Authority, etc.) 

 FORMCHECKBOX 
 or  FORMCHECKBOX 

 SNET AND any and all Buyers Reports.(last buyer report on top, in order of date of report)

 FORMCHECKBOX 
 or  FORMCHECKBOX 

Any and all emails & correspondence.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Miscellaneous papers pertinent to the parcel.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Copy of Receipt of Conveyance.
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Relocation Papers (if any.)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Retention Letter (if any.)
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Formal Retention Agreement (if any).
 FORMCHECKBOX 
 or  FORMCHECKBOX 

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

Various File 
 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 

ELECTRONIC SIGNATURE DOCUMENTS  [Each document electronically signed using security verification software that tracks signatures of specific individuals must be SEPARATELY UPLOADED into ERMS.]
 FORMCHECKBOX 
 or  FORMCHECKBOX 

Electronic Verification Page for each e-document uploaded
ADDITIONAL TASKS
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 Original Document 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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