RCO Acquisition Procedures Checklist

All project sponsors of all RCO acquisition projects must follow the acquisition procedures in Revised Code of Washington 8.26.180 and Chapter 468-100 Washington Administrative Code
. These procedures apply to all RCO grant funded acquisition projects, both state and federal funding sources, regardless of whether there is relocation involved in the transaction and regardless of the type of project sponsor. Below is a step-by-step process that is intended to guide project sponsors in meeting the required procedures. If a project sponsor has a different process, contact RCO to ensure compliance with the requirements.

Project sponsors must follow these procedures:

· Contact the landowner to learn if the property is for sale or if they are willing to entertain an offer.
· In writing, inform the landowner that they are not compelled to sell the property to the agency, rather this is a voluntary transaction and relocation assistance will be provided for tenants that are eligible displaced person in accordance with the Uniform Relocation Act
. The value of the property or the purchase price is not discussed at this time. The parties may discuss how the property will be valued and how they will determine a purchase price. A sample notice is available in Appendix I. Provide a copy of the notice to RCO.

· If applicable, consult with an approved relocation agent and determine the eligibility of any relocation assistance for any tenants. See the section below on relocation requirements.

· If applicable, provide the landowner a written notice describing the relocation program.
· Obtain an appraisal of the property and provide the landowner an opportunity to be present during the appraiser’s inspection.
· Obtain a review of the appraisal to confirm the value of record.
· Present the landowner with a notice of just compensation and relocation, which informs the landowner of the appraised market value of the property and offers eligible tenant relocation assistance, if applicable. A sample notice is available in Appendix J. Provide a copy of the notice to RCO.
· Negotiate an option agreement or purchase and sale agreement with the landowner. If an option agreement or purchase and sale agreement is secured before execution of an RCO project agreement, the agreement should:
· Be based upon the notice of just compensation value established by an appraisal and confirmed by an appraisal review;
· Not commit the project sponsor to acquire the property;
· Stipulate that any cost of securing an option is to be applied to the purchase price (This ensures that the cost of the option is an eligible RCO grant expense later.)
· Be valid at least 40 days beyond the date an RCO Project Agreement is issued.
· Conduct any due diligence proceedings (e.g., title review, hazardous substances review, etc.), ensure compliance with RCO policies, and obtain RCO approval for any draft legal documents.
· Acquire the property and record conveyance documents (e.g., deed, easement, lease) and a RCO Deed of Right or Assignment of Right, as applicable, with the county auditor’s office.
� For more details see RCO Manual 3, Acquisition Project Policies and Procedures (December 2010)


� Chapter 8.26 Revised Code of Washington
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