	[image: DOTLOGO2]
	
	Compliance Checklist

	

	Sponsor/ Agent:
	     
	Title:
	     

	

	Project:
	     
	AIP:
	     
	Parcel:
	     

	

	Owner:
	     
	Tenant:
	     

	

	Address:
	     

	

	Occupancy:
	|_|
	Vacant
	|_|
	Improved

	

	Aero Review
	Review Date
	Function / Phase

	
	Appraisal and Appraisal Review

	
	Appraiser:
	     
	Review Appraiser:
	     

	
	Date of Value:
	     
	Review Date:
	     

	
	Appraised Amount:
	[bookmark: Text5]$     
	Approved/Accepted:
	

	
	2nd Appraiser:
	     
	

	
	Date of Value:
	     
	Review Date:
	     

	
	Appraised Amount:
	$     
	Approved/Accepted:
	

	
	Other Appraisals?
	
	Amount:
	[bookmark: Text10]$     
	Accepted?
	

	
	Just Compensation Estimate:
	[bookmark: Text11]$     
	

	
	     
	Owner provided opportunity to accompany appraiser:
	
	

	
	     
	Appraisal/Appraisal Review Acceptable
	
	

	
	     
	*Date Corrective Action Completed:
	     
	(see Remarks)

	

	
	Acquisition

	
	Negotiator:
	     
	Initial Offer Amt.:
	[bookmark: Text45]$     

	
	Initiation of Negotiations:
	     
	Personal Contact:
	

	
	Offer in writing?
	
	Summary Statement?
	

	
	Offer to Acquire Tenant Owned Improvements:
	[bookmark: Dropdown10]
	

	
	Option/Agreement Date:
	     
	Amount:
	[bookmark: Text48]$     

	
	Negotiators Log Signed?
	
	

	
	     
	Administrative Settlement Date:
	     
	Amount:
	$     

	
	     
	Settlement Justification Adequate?
	
	

	
	Condemnation: Date Filed
	     
	Amount Deposited:
	[bookmark: Text55]$     

	
	Court Award: Date
	     
	Amount:
	     

	
	Trial Report Date:
	     
	Attorney:
	     

	
	Possession Date:
	     
	Incidental Costs:
	[bookmark: Text59]$     
	Date Paid:
	     

	
	     
	Acquisition Acceptable?
	
	

	
	     
	*Date Corrective Action Completed:
	     
	(see Remarks)

	

	
	Relocation Assistance – Residential Displacement

	
	Occupancy:
	|_|
	Owner
	|_|
	Tenant

	
	Relocation Assistance Agent:
	     
	

	
	Initial Interview Date:
	     
	Brochure Given?
	

	
	Relocation Services Offered?
	
	Accepted?
	

	
	Date Eligibility Notice:
	     
	RHP Offer Date:
	     

	
	Notice to Vacate Date:
	     
	Move Date:
	     

	
	RHP Eligibility Calculation: Date:
	     
	Amount:
	[bookmark: Text41]$     

	
	Mortgage Interest Differential (MID) Calculation:
	[bookmark: Text61]$     
	

	
	     
	List Price Adjustment Made?
	
	

	
	     
	Calculations Acceptable?
	
	

	
	RHP Claimed: Date
	     
	Amount
	[bookmark: Text64]$     
	MID Amount
	[bookmark: Text66]$     

	
	RHP Paid: Date
	     
	Amount
	$     
	MID Amount
	[bookmark: Text67]$     

	
	Incidental Expenses Claimed: Date
	     
	Amount
	$     

	
	
	Paid: Date
	     
	Amount
	$     

	
	     
	DSS Certification: Date
	     
	Acceptable?
	

	
	     
	Replacement Housing Payments Acceptable?
	
	

	




	Aero Review
	Review Date
	Function / Phase

	
	Relocation Assistance – Residential Displacement, cont.

	
	Moving Payment: Date Claimed:
	     
	Amount:
	$     

	
	Date Paid:
	     
	
	Amount:
	$     

	
	Moving Payment Type: Schedule
	     
	(# of rooms)
	     
	Actual Cost:
	[bookmark: Text79]$     

	
	     
	Moving Payments Acceptable?
	
	

	
	     
	*Date Corrective Action Completed
	     
	(see Remarks)

	

	
	Relocation Assistance – Business, Farm, NPO

	
	Displacee Name:
	     
	

	
	Occupancy:
	|_|
	Owner
	|_|
	Tenant

	
	Replacement Site Address:
	     

	
	Relocation Agent:
	     
	

	
	Initial Interview Date:
	     
	Brochure Given?
	

	
	Relocation Services Offered?
	
	Accepted?
	

	
	Date Eligibility Notice:
	     
	RHP Offer Date:
	     

	
	Notice to Vacate Date:
	     
	Move Date:
	     

	
	Inventory Date:
	     
	Update:
	     
	Update:
	     

	
	Moving Bid Date:
	#1
	     
	#2
	     
	#3
	     

	
	Amount
	
	[bookmark: Text121]$     
	
	$     
	
	$     

	
	Self Move Eligibility: Amount
	[bookmark: Text101]$     
	Date:
	     

	
	Moving Expense Claim: Date
	     
	
	     
	
	     

	
	Amount
	[bookmark: Text106]$     
	
	$     
	
	$     

	
	Moving Expense Paid: Date
	     
	
	     
	
	     

	
	Amount
	$     
	
	$     
	
	$     

	
	Searching Expense Paid:
	[bookmark: Text115]$     
	

	
	Reestablishment Expense Paid:
	[bookmark: Text116]$     
	

	
	Fixed Payment (in lieu) Amount:
	[bookmark: Text117]$     
	

	
	     
	Moving Expense Payments Acceptable:
	
	

	
	     
	*Date Corrective Action Completed
	     
	(see Remarks)

	

	

	[bookmark: Text33]Remarks:       






Appendix 3.  SPONSOR QUALITY CONTROL PROGRAM

1.  GENERAL.  The sponsor is encouraged to establish and maintain an effective Quality Control Program (QCP) that details the methods and procedures that will be taken to assure conformance to the requirements of the Uniform Act and to assure maximum reimbursement of cost with Federal funds.  The following proposes guidelines and areas where a consistent and integrated review process should be initiated to support sponsor actions and costs for Federal reimbursement.  The QCP will facilitate sponsor certification of compliance and allow timely Federal reimbursement of AIP project costs.

The intent of the QCP is to enable the sponsor to establish the necessary level of control that will:

A.  Adequately provide for the acquisition of property and relocation of displaced persons in compliance to the Uniform Act (49 CFR Part 24) and the sponsor’s grant assurances.

B.  Provide sufficient documentation to support Federal reimbursement of project costs and to provide sponsor control over Federal-aid billings to assure only eligible costs are charged against the AIP grant.

C. Allow the sponsor as much latitude as possible to develop its own standard of control that may be fully integrated with the sponsor’s existing organization and management goals.

2.  DESCRIPTION OF THE PROGRAM.  The sponsor should develop the QCP adequate for the workload proposed for an AIP assisted project.  The QCP is not intended to require redundant review or additional level of inspection than is currently appropriate as determined by the sponsor existing management requirements.  The intent of the QCP is to preclude errors in compliance and excess costs by assuring adequate standards and requirements are known and adhered to initially when work is performed.  The QCP as adapted for land acquisition and relocation assistance projects is simply a means for the sponsor management and staff to continually evaluate work against requirements and goals, and to assure actions and decisions made reflect applicable requirements.  The program, generally described, presents those areas where review and assurance may be made which will lead to the overall acceptability of the sponsor’s program.  To accomplish this purpose the sponsor’s QCP should be organized to address the following:

A. Organization of the QCP within the sponsor’s acquisition and relocation assistance process for AIP assisted projects.

B.  Federal-aid pre-billing review and assurance of compliance and eligibility.

C. Documentation requirements to support sponsor certification.

D. Requirements for corrective action when instances of non-compliance are encountered.

3.  QCP ORGANIZATION.  It is expected that the sponsor’s management goals and constraints will be a primary factor in determining the resources that may be devote to an effective QCP.  However these same constraints will also dictate the sponsor’s ability to take on a project workload, and therefore it is assumed that staff and resources are available for an effective QCP on an AIP assisted project, (see paragraph 1-17 of this AC for organization requirements.)  The sponsor implementation of a QCP for land acquisition projects is not intended to require additional review or inspection than what sound management would dictate.  The QCP is intended to be implemented throughout the acquisition and relocation process by the sponsor’s or consultant's staff that is actually performing the work.  In effect the QCP provides a format and structure for staff to self-evaluate work against requirements, and to provide the required documentation to management to approve or accept decisions and recommendations for necessary payments and costs.  Therefore, project workload will be the determinant for the staffing and resource requirements of the sponsor’s QCP.  Smaller projects will likely not require dedicated staff to process documentation for payment approvals.  Large projects will typically require some management and staff to maintain the documentation and approval system.  Again it is expected that the organizational requirements will already be in place and the QCP may simply be integrated into this structure.

4. SPONSOR REVIEW AND ACCEPTANCE.  The form entitled “Sponsor Pre-Reimbursement Compliance Review” provided with this appendix indicates the fundamental requirements for Uniform Act compliance and as well represents the cost items the sponsor will incur on AIP land acquisition and relocation assistance project.  It is intended that the recommended form be used to document acceptance of work and ultimately be maintained in the sponsor’s central parcel files documenting acceptable work.  The following briefly describes the judgments and evaluations that the sponsor should make in reviewing and accepting the work on an AIP project.  Detailed requirements may be referenced for each functional category in the provisions of this AC.

A.  Appraisal and Appraisal Review.  The sponsor should assure that the appraised date of value and review date are proximate to assure timely just compensation recommendations are made.  Acceptance should be made if the review date is significantly later than the date of value (e.g. more than 6 months) unless adequately explained by the review appraiser.  Also, the documentation of the Uniform Act mandates for the appraiser process of owner accompaniment and adequate review should be scrutinized and accepted prior to the sponsor accepting the appraisal work as complete.  It is recommended that the review and acceptance of this work be made by the review appraiser.

B.  Acquisition.  The sponsor’s negotiator shall, at a minimum, provide a written offer to the property owner at the initiation of negotiations, a written log of the negotiations, as applicable an offer to acquire tenant owned improvements; and as applicable a negotiated agreement, or a proposed administrative settlement, or a recommendation for condemnation.  It is intended that the negotiator will summarize his or her activities on the form provided and present this to the sponsor or acquisition management for acceptance when the negotiations effort is complete or progress is being review under normal sponsor procedures.

C. Relocation Assistance and Payments.  The sponsor must assure that relocation payments and assistance have been adequately provided to all displaced persons.  The review form summarizes the documentation required to evidence acceptable payment determinations of displacee relocation claims.  It is expected that relocation assistance staff would maintain this form and submit it for acceptance with displacee claims for payments.  The sponsor’s acceptance would provide concurrent assurance that Uniform Act compliance had been secured and that the relocation payments provided were reasonable and eligible for reimbursement.

5.  CORRECTIVE ACTION.  Where Uniform Act compliance deficiencies are encountered the sponsor shall document that adequate corrective action had been taken to secure compliance.  Where appropriate the sponsor shall indicate costs that are ineligible for Federal reimbursement.
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