                                  SECURED PARCEL CLOSEOUT LIST      
	CODE:         
	PARCEL:       
	Des. #:        
	DISTRICT:       

	ROAD:         
	NAME:       
	COUNTY:         

	FS SIZE:       
TEMP SIZE:      
	
	AMOUNT:  

         


CONTACT INFORMATION FOR PARCEL OWNER REQUIRED UPON SUBMISSION OF PARCEL.
	Name:
	Current Address:
	Agent/company
	

	Phone:    
	IN addition to Parcel owner contact information 

FOR PAYMENT,

please make sure you submit a copy of your 

W-9/ACH for payment to revendors@indot.in.gov
	

	Email:
	
	


	FINANCE

	EMAIL W-9s and/or ACH/Direct Deposit forms ASAP ONLY to:     REVendors@indot.in.gov
**DO NOT upload W-9s & ACH/Direct Deposit Forms to ERMS**

	1. W9: submitted to INDOT Real Estate Finance. Information must match exactly to that found on the Claim Voucher.
                                                                                                                         Date Submitted: 
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	2. ACH/DIRECT DEPOSIT FORM: submitted to INDOT Real Estate Finance. W9s and ACH must be submitted
     together (can be a 2-page, single .pdf). Do not attach multiple W9s & ACH forms in a single .pdf (Auditor will not 
     separate & only the first one will be input)                                                                Date Submitted:
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	EMAILED PDFS

	EMAIL PDFs of the following to BUYING@indot.in.gov (Each is to be a separate file in the email)
Subject line for email should follow this format: Code, Parcel – Property Owner Name - Amount
Files names should follow this format: 1234 P1 Document Name

	3. CLOSEOUT LIST: Complete Parcel Info and check every appropriate box. Signed and certified. 

	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	4. CLAIM VOUCHER: Vendor name and address are spelled correctly and match exactly to the info on the W9. The
     amount is correct. All necessary owners as well as the “Negotiator” have provided signatures and dates. 

	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	5. BUYING STATUS REPORT: Complete Parcel Info and Type of take. Provide appropriate amounts in the correct 
     columns. Ensure that “Negotiator” has signed and dated document.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	6. CONVEYANCE DOCUMENTS: (Deeds, Easements, etc.) completed parcel info. Be sure the correct Grantor 
     Name is used and spelled correctly. Make sure written amount and number amount match and equal that of the amount 
     description. Be sure of using the correct tax years. All signatures should match exactly that of printed names. If signing 
     “on behalf”, title must be included. Notary Seal/Stamp should be clearly legible. All Legal Exhibits/Descriptions 
     should be included. “COPY” MUST be on the lower right of each page
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	7. SALES DISCLOSURE FORM: (Legal Exhibits/Descriptions must be included) be sure that all property info is 
     correct. A brief Legal Description must be noted on form. Conveyance Date and price must be stated. The Buyer is the 
     State of Indiana. Complete seller information and be sure to include contact info. The agent should be sure to sign and 
     date. “COPY” MUST be on the lower right of each page
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	8. Partial Mortgage Release: Waivers and Partial Mortgage Releases are not required on acquisitions of 
     $25,000 or less. Mortgages for acquisitions over $25,000 are to be released unless complications merit waiving. 
     takings valued over $25,000 require a memorandum of waiver (Waiver of Partial Mortgage Release), with prior 
     approval of the Acquisitions Section Manager, which is to be signed by the Director of the Real Estate Division
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	9. Right of Entry: (If any) The parcel info should be correct as well as the Property Owner Name, and Dollar Amount. 
     It will need to be signed and dated.
                                                                                                                                         Date Submitted:
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	
	

	
	

	
	

	
	

	UNIFORM OFFER FILE (ERMS)

	Upload 10-14 as one file to ERMS

	10. UNIFORM OFFER: Executed Uniform Offer with signed Acceptance of Offer and executed Conveyance 
     Documents 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. Check Parcel Info, Delivery Method, Date of Offer received, and County of Residence. Ensure all info is 
     correct on the Acceptance of Offer page. Signatures should match exactly with printed names. If signing “on behalf”, 
     title must be included. Notary Seal/Stamp should be clearly legible. Legal Exhibits/Descriptions should be included.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	11. STATEMENT OF BASIS FOR JUST COMPENSATION: Be sure all Parcel Info is correct and that the 
     size of acquisition matches all Legal Exhibits/Descriptions. Be sure an agent of INDOT has signed and approved 
     document.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	12. ADMINISTRATIVE SETTLEMENT LETTER: Cover page only. Be sure all amounts are correct and have all 
     of the necessary signatures.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	13. ACTION ITEM: (unless electronically signed, see Various File section below) Be sure all Parcel Info is correct. 
     Complete each box with the appropriate information. Be sure all to have all necessary signatures and dates

	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	14. ACTION ITEM – EXCESS LAND: Required Action Form (unless electronically signed, see Various File section          

     below) Please be certain all amounts and math are correct. Property owner must initial whether they want to keep or 

     sell the excess land.

	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	BUYER’S REPORT FILE (ERMS)

	Upload 15-23 as one file to ERMS

	15. SUPPLEMENTAL T&E REPORT: Show that taxes are current for partial acquisitions. (Or that they have
     been paid in full for the current payable year on Total Takes). Provide property tax card or other receipt as supportive

     evidence of payment. Supp T&E should be dated within 30 days of parcel submittal.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	16. SIGNOR’S AUTHORITY: 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, Business information document from the Indiana Secretary of State’s 
     Office, Trust Documents, Estate Documents, Local Government Authority Documents, Court Orders, Meeting Minutes 
     Showing Sale Authority, Death Certificate, etc.)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	17. SNET: Be sure that the letter includes the Scope of the project, Necessity of the acquisition, Effects of the property
     by the acquisition, and Terms of the amount and what is acquired. Also include other Buyer’s notes, if any.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	18. EMAILS: Any and all emails and correspondence regarding the parcel, whether with the property owner or with
     INDOT agents.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	19. MISC: Include any miscellaneous papers that you deem pertinent to the acquiring and history of this parcel. (This
     includes any and all documents related to the parcel being previously condemned, if applicable.)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	20. COPY OF RECEIPT OF CONVEYANCE: Signed and sent to property owner (copy)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	21. RETENTION LETTER: (If any)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	22. FORMAL RETENTION AGREEMENT: (If any)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	23. RETENTION OF OWNERSHIP: (Fixtures and parts-if any)
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	
	

	
	

	VARIOUS FILE (ERMS)

	Upload 24-26 as one file to ERMS

	24. LAND ACQUISITION NAME CHANGE: 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).


	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	25. ELECTRONIC SIGNATURE DOCUMENTS: (Each document electronically signed using security 
     verification software that tracks signatures of specific individuals must be SEPARATELY UPLOADED into ERMS.)


	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	26. ELECTRONIC VERIFICATION PAGE: For each e-document uploaded
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	T&E REPORT

	27. T&E REPORT: Check for proper succession and the for the Caption Deed. Check for gas/oil/mineral interests.
     Check to see if a Partial Mortgage Release will be necessary.
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	ADDITIONAL TASKS:

	28. LRS: Ensure LRS data is complete and accurate- name, address, phone numbers, dates, dollar amounts, sufficient
     Buyer’s Remarks to tell the acquisition story. Check for correct Fiscal Year. 
	YES   NO

 FORMCHECKBOX 
     FORMCHECKBOX 


	29. ERMS: Ensure uploaded ERMS files are accurate & complete, all naming conventions identifying files are accurate
	YES   NO

    FORMCHECKBOX 
     FORMCHECKBOX 


	30. ROUTE TO BUYING-PARCEL EVALUATION IN LRS: 
	YES   NO

    FORMCHECKBOX 
     FORMCHECKBOX 


	
	

	
	

	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.



	AGENT NAME:
                             
	AGENT SIGNATURE:


	DATE:

          


	AGENT COMPANY:
                                   

	PHONE:

                
	EMAIL:

              


	

	REVIEWER NAME:

                                 
	REVIEWER SIGNATURE:



	REVIEWER COMMENTS:        



Revised October 2023
