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ASSEMBLAGE OF DOCUMENTS – SECURED

A. ASSEMBLE THESE ITEMS IN THE FOLLOWING ORDER:

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

2. Marked “Copies” of Deeds (stapled together).

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

4. 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.

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

6. Original Acceptance of Offer page (usually page #4).

B. 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).

C. THESE ITEMS SHOULD BE BEHIND THE GREY ENVELOPE (in the following order):

1. Copy of W-9/Vendor Information Form (original must be emailed to Kathy Heistand’s group, if a Consultant Fee Buyer).
2. Status Report.
3. Statement of Just Compensation.
4. Appraisal Report. 
5. Retention Letter (if any.)
6. Formal Retention Agreement (if any).
7. Retention of Ownership (Fixtures and parts-if any).
8. Copy of Daily Notice (if any).
9. 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).
10. Copy of Receipt of Conveyance.
11. Tax Receipts showing that taxes are current. (Or that they have been paid in full for the current payable year on Total Takes).
12. Tax Memo Letter.
13. Any and all Buyers Reports.

14. Any and all emails & correspondence.

15. Miscellaneous papers pertinent to the parcel. 

16. Relocation Papers (if any.)

17. Right of Entry (if any).

18. 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).

19. Original Title and Encumbrance Report (with the Caption Deeds and any Mortgage Documents flagged for the Reviewer and INDOT Legal to easily find).

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

21. Print “SECURED”, Buyers Name, and total amount of compensation paid to owner in the upper, right hand corner of parcel package white envelope.

22. Complete the LRS screen, making sure that there are sufficient Buyer’s remarks to tell the acquisition story and route to Buying- Parcel Evaluation. (Also check that the Owner’s Name, Address and any Phone Numbers are correct and entered into the LRS Owner’s information area at the top of the page). 
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