PAYMENT REQUEST CHECKLIST	Wisconsin Department of Transportation
RE1002     01/2017
Project ID:      ; Parcel No.:      
Use this checklist prior to generating a Real Estate Payment Request (DT1630) to help ensure all appropriate project and parcel information and documentation has been entered and is complete in READS, to include all necessary approvals.

ACQUISITION – REGULAR
	READS SCREENS
[bookmark: Check1]	|_|	Participants:  Are correct parties of interest listed?
	|_|	Interests:  Do the interests match most recent TPP/plat page and legal description?
	|_|	Offer/Negotiations:  Is correct offer approved and selected?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Signed and notarized conveyance; or, signed and approved Purchase Agreement
	|_|	Legal description, if not available from Parcel screen
	|_|	Administrative Revision, if applicable
	|_|	Closing Statement, if applicable
	|_|	Disposition of RE Taxes, if applicable
	|_|	Partial Release of Mortgage, Satisfaction of Mortgage and Closing Statement, if applicable
	|_|	Satisfaction of lien/judgment, if applicable
	|_|	TPP page (or schedule of interests from traditional plat), if not available from Parcel screen
	CONVEYANCE AND PAYMENT REQUEST
[bookmark: _GoBack]	|_|	Check for discrepancies in parties of interest named on conveyance, listed on Participants screen in READS, and named on Payment Request; if all participants are not named on conveyance or on Payment Request, explain in comments section of Payment Request.

ACQUISITION – NOMINAL
	READS SCREENS
	|_|	Project:  Is Sales Study/Project Data Book approval date entered?
	|_|	Participants:  Are correct parties of interest listed?
	|_|	Interests:  Do the interests match most recent TPP/plat page and legal description?
	|_|	Waiver of Appraisal:  Is approval information entered?
	|_|	Offer/Negotiations:  Is correct offer approved and selected?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Signed and approved Nominal Payment Parcel - Waiver of Appraisal form
	|_|	Conveyance (signed; or, unsigned if waiting until closing to obtain signature)
	|_|	Legal description, if not available from Parcel screen
	|_|	Administrative Revision, if applicable
	|_|	Closing Statement, if applicable
	|_|	Disposition of RE Taxes, if applicable
	|_|	Partial Release of Mortgage, Satisfaction of Mortgage and Closing Statement, if applicable
	|_|	Satisfaction of lien/judgment, if applicable
	|_|	TPP page (or schedule of interests from traditional plat), if not available from Parcel screen
	CONVEYANCE AND PAYMENT REQUEST
	|_|	Check for discrepancies in parties of interest named on conveyance, listed on Participants screen in READS, and named on Payment Request; if all participants are not named on conveyance or on Payment Request, explain in comments section of Payment Request.



ACQUISITION – JURISDICTIONAL OFFER (JO)
	READS SCREENS
	|_|	Participants:  Are correct parties of interest listed?
	|_|	Interests:  Do the interests match most recent TPP/plat page and legal description?
	|_|	Offer/Negotiations:  Is Jurisdictional Offer approved and selected?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Signed Award of Damages (ALL parties of interest MUST be named)
	|_|	Signed Jurisdictional Offer (ALL parties of interest MUST be named)
	|_|	Legal description, if not available from Parcel screen
	|_|	Administrative Revision, if applicable
	|_|	Closing Statement, if applicable
	|_|	Disposition of RE taxes, if applicable
	|_|	TPP page (or schedule of interests from traditional plat), if not available from Parcel screen
	PAYMENT REQUEST
	|_|	Check for discrepancies in parties of interest named on conveyance, listed on Participants screen in READS, and named on Payment Request
	|_|	Payable to either Clerk of Courts; or, ALL parties of interest

RELOCATION – RESIDENTIAL
	READS SCREENS
	|_|	Relocation:  Is correct claim type selected?  Is it RE supervisor approved?
	|_|	Relocation Log:  Are ALL supporting docs combined into one file and uploaded to Relocation Log?
	SUPPORTING DOCUMENTS
	|_|	Relocation Claim - Application and Release signed by claimant, relocation specialist, and supervisor
	|_|	Cover memo
	|_|	See REPM/Subsection 5.9.5 for specific forms depending on claim type
	PAYMENT REQUEST
	|_|	Payable to relocatee(s)
		NOTE: If payee is different from relocatee, explain in comments section of Payment Request.

RELOCATION – BUSINESS
	READS SCREENS
	|_|	Relocation:  Is correct claim type selected?  And, is it approved by statewide relocation facilitator?
	|_|	Relocation Log:  Are ALL supporting docs combined into one file and uploaded to Relocation Log?
	SUPPORTING DOCUMENTS
	|_|	Relocation Claim - Application and Release signed by claimant, relocation specialist, supervisor, and statewide relocation facilitator?
	|_|	Cover memo
	|_|	See REPM/Subsection 5.9.5 for specific forms depending on claim type
	PAYMENT REQUEST
	|_|	Payable to relocatee(s)
		NOTE: If payee is different from relocatee, explain in comments section of Payment Request.

OWNER APPRAISAL FEES
	READS SCREENS
	|_|	Owner’s Appraisal
	|_|	Offer/Negotiations:  Is correct offer approved and selected?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Owner’s appraiser invoice
	|_|	Supervisor must approve payment, by either signing Payment Request or appraiser’s invoice
	PAYMENT REQUEST
	|_|	Payable to property owner (or appraiser if authorized in writing by property owner)



ADDITIONAL PARCEL COSTS - Items inadvertently omitted from appraisal (NOT for additional fee acquisition and NOT after acquiring by JO/Award)
	READS SCREENS
	|_|	Additional Parcel Payments:  Is date, description, and dollar amount entered?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Specific documentation varies, but typically an estimate or proposal from a vendor or contractor
	|_|	New signed and notarized conveyance showing new dollar amount (original acquisition amount + additional parcel cost amount = new dollar amount)
	PAYMENT REQUEST
	|_|	Payable to property owner (or other party if authorized in writing by property owner)

INCIDENTALS - Register of Deeds and utility invoices, estimates, partial releases, and other odd fees (not to exceed $5000)
	READS SCREENS
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Vendor invoice(s)
	PAYMENT REQUEST
	|_|	Payable to vendor (vendor MUST be in STAR vendor table – check with your regional purchasing agent)

LITIGATION
	READS SCREENS
	|_|	Project screen (Cost Allocation tab):  Has litigation project cost allocation (PCA) been submitted?
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Invoice for legal fees, if applicable
	|_|	Litigation Report and Case Summary
	PAYMENT REQUEST
	|_|	Payable as designated in Litigation Report and Case Summary or on invoice

TAX PAYMENTS
	READS SCREENS
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Tax statement/invoice
	|_|	Closing Statement
	PAYMENT REQUEST
	|_|	Payable to municipality or county as designated on tax statement/invoice

SITE CLEARANCE PAYMENTS - Payments to utility companies for removing their equipment from our parcel(s)
	READS SCREENS
	|_|	Parcel Log:  Are ALL supporting docs combined into one file and uploaded to Parcel Log?
	SUPPORTING DOCUMENTS
	|_|	Letter / work order / utility company invoice
	PAYMENT REQUEST
	|_|	Payable to utility company
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