
 

 

 

1.0 Sites Project Authority Real Estate Program 

1.1 Introduction 

1.1.1 Mission Statement 

1.1.2 Authority Core Values 

1.2 Program Organization and Administration 

1.3 Real Estate & Land Management Policy 

 

2.0 Appraisal 

2.1 General Appraisal Considerations 

2.1.1 Sites Project Authority Appraisal Policy 

2.1.2 Minimum Appraisal and Cost Study Requirements 

2.1.3 Consistency with USPAP 

2.1.4 Types of Appraisals Conducted by the Authority 

2.1.5 Appraisal Process Workflow 

2.2 Basic Appraisal Report Requirements 

2.2.1 Appraisal vs. Restricted Appraisal Reports 

2.2.2 Appraisal Review Reports 

2.3 Internal Staff Appraisal Process 

2.4 Contract Staff Appraisal Process 

2.4.1 Received Appraisal Request 

2.4.2 Set up a Work File 

2.4.3 Develop Scope of Work/Task Order 

2.4.4 Selection of Contractor from On-Call Appraiser List  

2.4.5 Alternative Procurement Options 

2.4.6 Coordination and Pre-submission meetings 

2.4.7 Receive and review Appraisal Report 

2.4.8 Consideration of additional independent appraisal 

2.5 Records Management 

2.5.1 Distribution of the Appraisal Report 

2.5.2 Storage and Records Retention 

 

3.0 Acquisition  

3.1 General Acquisition Consideration 

3.1.1 Sites Project Authority Acquisition Policy 

3.1.2 Types of Real Estate Interest Acquired by the Authority 

3.1.3 Payment of Expenses for Acquisitions 

3.1.4 Acquisition Process Workflow 

3.2 Acquiring Land Interests for Technical Studies 

3.3 Pre-Acquisition Activities (Acquisition Planning) 

3.3.1 Receive an Acquisition Request 

3.3.2 Set up a Work File 

3.3.3 Obtain and Review Title Reports 

3.3.4 Appraise the Property 



 

 

3.3.5 ALTA or CLTA Property Owners Policy 

3.3.6 Prepare Surveys, Maps, and Legal Descriptions 

3.3.7 Obtain Pre-acquisition Right of Entry  

3.3.8 Conduct Due Diligence Studies  

3.4 Negotiations with Property Owners 

3.4.1 General Negotiation Considerations 

3.4.2 Verify Property Owner and Tenant Information 

3.4.3 Review Improvements and Certificates of Property Ownership 

3.4.4 Determine Loss of Business Goodwill 

3.4.5 Prepare and Offer to Purchase 

3.4.6 Obtain Authority Approval of Offer to Purchase 

3.4.7 Present the Offer to the Property Owner 

3.4.8 Prepare the Agreement of Purchase and Sale & Joint Escrow Instructions 

3.4.9 Prepare other Pre-acquisition Certificates or Forms  

3.4.10 Obtain Authority Approval of the Agreement to Purchase & Joint Escrow 

Instructions 

3.4.11 Execute the Agreement and Open Escrow 

3.4.12 Negotiation Process Variations 

3.5 Escrow and Post Closing Procedures 

3.5.1 Open Escrow 

3.5.2 Clear Title and Finalize CLTA or ALTA Property Owners Policy 

3.5.3 Prepare Supplemental Escrow Instructions 

3.5.4 Close Escrow 

3.5.5 Post- Closing Procedure 

3.6 Real Estate Taxes 

3.6.1 Cancel Taxes For Property Acquired In Fee 

3.6.2 Pay Property Taxes 

3.6.3 Pay Special Assessments 

3.7 Records Management 

3.7.1 Acquisition Work File Required Documents 

3.7.2 Original Deed and Title 

3.7.3 Storage and Retention 

3.8 Eminent Domain Proceeding 

3.8.1 The Resolution of Necessity 

3.8.2 File the Complaint 

3.8.3 Serve the Complaint 

3.8.4 Deposit Probable Just Compensation with State Treasury 

3.8.5 Property Owner Application to Withdrawal Deposit of Probable Compensation 

3.8.6 Apply for Court Order of Possession Before Judgment 

3.8.7 Order For Possession Not Less than 3 Days’ Notice 

3.8.8 Hardship Relief Order 

3.8.9 Eviction 

3.8.10 File for Trial Date, Exchange Witness List, and Statements of Valuation 

3.8.11 File Final Offer or Demand to Settle Case Before Trial 



 

 

3.8.12 Pay Judgment and Other Costs 

3.8.13 Final Order of Condemnation 

 

4.0 Relocation 

4.1 General Relocation Considerations 

4.1.1 California Relocation Assistance Rules and Regulations 

4.1.2 Eligibility for Relocation Assistance 

4.1.3 Payment of Relocation Claims 

4.1.4 Assistance and Payments to Occupants Moving Without Notice 

4.2 Internal Staff Relocation Assistance Process 

4.3 Contract Staff Relocation Assistance Process 

4.3.1 Set Up a Relocation Assistance Work File 

4.3.2 Develop a Scope of Work/Task Order 

4.3.3 Select and implement Procurement Process 

4.3.4 Coordinate and Review Consultants Relocation Deliverables and Conduct 

Meetings as Required 

4.3.5 Submit Claim to the Authority for Approval and Payment 

4.3.6 Receive Statements of Abandonment, Collect Keys, and Issue Payments 

4.3.7 Close-out Activities   

4.4 Records Management 

4.4.1 Storage and Records Retention 

  

5.0 Land Management 

5.1 General Land Management Considerations 

5.2 Third Party Land Rights Transactions  

5.2.1 Types of Third Party Agreements 

5.2.2 Agreement Requirements 

5.2.3 Processing Third Party Land Rights Agreements 

5.2.4 Approval of Agreements 

5.3 Revenue, Accounting, and Compliance of Third Party Agreements 

5.3.1 Invoicing, Payment, and Accounting  

5.3.2 Real Property Use/Condition Compliance 

5.3.3 Delinquent Accounts  

5.4 Management of Authority Property 

5.4.1 Authority Owned Land  

5.4.2 Authority Owned Facilities  

5.5 Surplus Property Disposal 

5.5.1 Declaration of Surplus Property 

5.5.2 Appraisal and Valuation 

5.5.3 Types of Public Sales 

5.5.4 Issuing Notice to Sale 

5.5.5 Public Notification and Advertising the Sale 

5.5.6 Clearance of Parcel Improvements and Structures 

5.5.7 Escrow and Pre-Closure Activities 



 

 

5.5.8 Post-Sale Activities 

5.6 Records Management 

5.6.1 Storage and Records Retention 

  

 

 

 

 

 


