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Donation Tract File Review Checklist
	Instructions for Use: This form should be completed by the LPA ROW Coordinator.

	Project:

     
	Tract:

     
	Tenant:

     

	Owner:

     

	Tract Requirements:

     

	ROW Area:

     
	PE Area:

     
	TE Area:

     
	Yes
	NA

	
1.
Donation Letter sent.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

a.
Legal Description noted.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

b.
Owner indicated they will donate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
2.
Owner wants compensation for fencing or other items.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

a.
Appraisal/Compensation Estimate in the file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

b.
Appraisal/Compensation Estimate has been reviewed and approved.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

c.
Appraisal identifies fencing and/or other items.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

d.
Just Compensation Estimate Determination signed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

e.
Just Compensation is equal to or greater than the reviewed appraisal amount.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

f.
Right of Way Contract signed and notarized by the owner and signed by the LPA.
ROW Area:      
Amount:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

g.
Permanent Easement Contract signed and notarized by the owner and signed by the LPA.
                  PE Area:      
                           Amount:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

h.
Proof of Payment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

e.
Administrative Settlement Form.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
3.
There is a donation form in the file properly executed by the owner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Yes
	NA

	
4,
Warranty Deed (notarized and recorded.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

a.
Warranty Deed area matches ROW Contract.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
5.
Permanent Easement Deed (notarized and recorded.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

a.
PE Deed Area matches PE Contract.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
6.
Temporary Easement Contract signed and notarized by the owner and signed by the LPA.


TE Area:      
Amount:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
7.
Mortgage Release, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
8.
Leasehold or tenant contract signed and notarized by the tenant and signed by the LPA.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	

a.
Areas match Owner’s Contracts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
9.
Negotiator Certificate in file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
10.
Negotiator on NDOT approved list.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
11.
Initial Call Report on Donation: Brochure given, owner shown plans and informed of right of appraisal.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
12.
Other Call Reports (include:  date, place, persons present, offers made, counteroffers, questions/answers, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Remarks:  (Note any questionable procedures or issues that may be addressed in the Call Reports)
     

	Name of Reviewer:
	

	Date:
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