LOCAL PROGRAM REAL ESTATE START-UP MEETING AGENDA
Project ID: 
Project Title/Limits: 
LPA Sponsor & County: 
Date: 
Introductions (complete/add-rows as applicable): 
	ROLE
	NAME
	AFFILIATION 
	PHONE
	EMAIL

	LPREPM

	Choose a person.	WisDOT
	
	

	LPREPM Assistance

	Choose a person.	WisDOT
	
	

	LPA Coordinator 
(doesn’t sign Cert)
	Choose a person.	WisDOT
	
	

	LPPM

	
	WisDOT
	
	

	Local Sponsor/
PM
	
	
	
	

	Designer

	
	
	
	

	Appraiser

	
	
	
	

	Review Appraiser

	
	
	
	

	Acquisition Agent

	
	
	
	

	Relocation Agent

	
	
	
	

	Utility Coordinator

	
	
	
	



Funds in Real Estate (check all that apply):
	
	Local
	
	State*
	
	Federal*


*Additional WisDOT oversight is required
Project Need (explain): 
Project & Parcel Details (include a total number then as needed, list the specific parcels or explain): 
· Real Estate Parcels: 
· Utilities needing Release of Rights: 
 Follow REPM Chapter 3.1.1.2 guidance OR
 Follow Wisconsin’s Guide to Utility Coordination (WGUC) Chapter 17
· Reasoning for LPA’s decision (project schedule, budget, utility challenges anticipated, etc): 
· Waivers (starting out): 
· Appraisals (starting out): 
· Condominium Parcels: 
· Government owned Parcels: 
· Railroad Parcels: 
· Bike/Ped Parcels (recreational trail, bicycle way, bicycle lane, or pedestrian way; NOT sidewalk): 
· Personal Property (indicate if it will be acquired, moved, worked-around**, or TBD): 
· Signs (On/Off Premise): 
· Fences: 
· Other: 
**TLE & PLE acquisitions only
· Relocations: 
· Hazmat Concerns: 
· Uneconomic Remnants: 
· Sensitive/Priority Parcels: 
· TLE Timeframe (starts the date of the sales-study/appraisal and runs until end of construction): 
· Construction will start on (provide specific date): 
· Construction will end on (include restoration activities): 
· Project Minimum Offer Amount (provide a dollar amount): 
Encroachments (if an encroachment report is not needed, mark “N/A” and move onto the next section): 
	· Encroachment Report Completed
	
	Yes
	
	No
	
	N/A


· Encroachments to be removed prior to construction (#): 
· Encroachments Allowed to Remain (#): 
	  Revocable Occupancy Permits to be used
	
	
	Yes
	
	No


Schedule (indicate when each item has been completed or when it will be completed by): 
	PROJECT SCHEDULE
	DATE

	Environmental Document Approved
	

	DSR Approved
	

	ACS Approved
	

	Final Plat & Relocation Order Approved
	

	       Recorded / Filed
	

	PS&E Date
	

	AD Date
	

	Letting Date
	



	DRAFT REAL ESTATE SCHEDULE
	MIN. RECOMMENDED DAYS
(until next step)
	DATE

	Introduction Letters & Brochures Sent
	15
	

	R/W Staking
	30
	

	Waiver Offers Sent
	30
	

	Waivers Flipped to Appraisal
	60
	

	Appraisal(s) Submitted for Review/Approval
	30
	

	Appraisal Offer Sent
	60, required by statute
	

	Last Day to JO
	30 (20 required by statute)
	

	Real Estate Clear Date
	15
	

	Cert Audits and Project Clearance
	15
	



Responsibilities (indicate who is responsible for completing each real estate item): 
	REAL ESTATE ITEM
	REQUIRED ROLE
	SPECIFIC PERSONELLE 

	Cost Estimate
	Local Sponsor
	

	Sales Study Preparation
	
	

	       Review
	Review Appraiser
	

	       Approval
	Local Sponsor
	

	NPPR Preparation
	
	

	       Review & Approval
	Local Sponsor
	

	Appraisal Preparation
	Appraiser
	

	       Review & Approval
	Review Appraiser
	

	OPPR Preparation
	Review Appraiser
	

	       Review & Approval
	Local Sponsor
	

	Administrative Revisions 
(changes to an offering amount)
	Local Sponsor
	

	Local Certification of ROW Preparation
	
	

	       Approval
	Local Sponsor
	

	
	
	

	Title Search Updates
	
	

	Utility Release of Rights
	
	

	Relocations
	Relocation Agent
	

	       Personal Property Moves
	Relocation Agent
	

	Certified Survey Map Updates
	
	

	Property Pin Replacement
	
	



LPA Approval Process: 
· Offers must go through (who): 
· Meetings are held every (time period): 
· Offer Increases must go through (who): 
· If committees/councils are involved, is there a resolution that could be passed to allow the approving individual to approve increases up to a certain %: 
· Time to process & cut a check (time period): 
Process Notes for Negotiations/Documents for Certification of ROW: 
· Documents to be signed by proper individual with their title listed and payments are to be made to the entity on the title. 
· Local Sponsor must confirm payments are being made to the correct entity.
· WisDOT RE Forms are to be used in READS. READS must be used in it’s full capacity.
· Partial Release of Mortgages should be obtained on all parcels with Fee acquisition. 
· Negotiation diaries are to be signed. /s/ with a typed name is acceptable. Include detailed dialog with property owner(s).
· Statement to construction engineer must be:
· Signed by the property owner, negotiator, and Local Sponsor
· Note “NONE” is no commitments were made.
· Include site improvements acquired under “commitments,” provide photos of acquired improvements if available.
· If there are commitments, they also need to be signed by the Local Sponsor.
· See LP RE Manual for items needed in READS
· Certificate of ROW (RE1899) to be prepared by the designer, forwarded to the LPREPM as a word document, identifying encroachments and Haz Mat. 
· Supporting documents are to be in READS (see LP RE Manual)
Monthly Status Updates (submitted by when each month): 
QUESTIONS??
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