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Using state forms for Local Public Agency projects
As of July 2014, all Real Estate forms for Buying and for Relocation have been formatted to be used for State and for Local projects. Local project documentation will need to be adjusted to remove all references to “Indiana,” “State,” and “INDOT.”  This includes headers and logos associated with the State of Indiana.
1. Headers should be replaced with a reference to the LPA. This can be a header from the Agency’s letterhead or a simple heading that names the Agency – check with the Agency to learn their preferences/requirements.

To modify the header/footer on the forms, simply unlock the form, double click in the header area, and make the change. Be sure to lock the form again before proceeding so that the form fields will function as intended.
Unlock the Entry Form with the padlock icon. 
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When the form is locked, the padlock icon will be highlighted in orange, as shown in the graphic above. When the form is unlocked, the background color will disappear. This document is locked. Feel free to practice here.
2. Modify text references to “State,” “Indiana” and “INDOT.”  Wherever a form references the State of Indiana or INDOT, that part of the form can be changed to reflect the Local Public Agency equivalent. Just make sure your form is “locked,” highlight the form field and start typing! Any other areas that would repeat the same information will update to what you type when you hit the TAB key to move onto the next form field. Here’s an example to practice with:

	It is the policy of the Indiana Department of Transportation, Real Estate Division, to accept for review any evidence of value submitted by the property owner for the purpose of determining fair market value. Any costs incurred from obtaining such evidence, however, is the responsibility of the owner. Acceptable forms of evidence of value include, but are not limited to, appraisals, comparable sales, and cost estimates.

Evidence of value must be supported by factual data and items of damage must be fully documented. Submitted evidence based on these facts is acceptable for review.

___________________________________________________

(Signature)

AGENT NAME & TITLE
AGENT COMPANY and ADDRESS
Phone:  AGENT PHONE
Email:  AGENT EMAIL
Agent of:  The Indiana Department of Transportation


3. As always, send a blank copy of all forms you plan to use to the Local Public Agency and/or Right of Way Manager for approval before proceeding with buying or relocation.
Put this icon in the Quick Access Toolbar at the top of your screen!


Click the arrow next to the toolbar, choose More Commands


Set “Choose Commands” dropdown to “All Commands”


Scroll to find the Lock icon, highlight it and click “Add”








[image: image3.jpg][image: image4.jpg]


[image: image5.emf]
07/2014
[image: image2.jpg]

[image: image6.jpg]' Respect
G Teamwork

4 Accountability

@ Excellence



