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Attachment	1	


Voluntary Notice to Specific Owners 


[Grant Recipient Letterhead] 


Date 


Address of Property Owner 


Dear:  Property Owner Name  


 
This is to inform you that Grant Recipient Name is interested in purchasing the property located at Street Address, 
Map, Lot Number or other identification.  The Grant Recipient Name has received a Community Development Block 
Grant from the Oklahoma Department of Commerce for the purpose of briefly describe project.   Acquisition of the 
above-referenced property is needed in order for the project to be implemented and its benefits to be enjoyed by 
the community. 


 


This sale is voluntary.  If you do not wish to sell, the Grant Recipient will not acquire the property.  The Grant 
Recipient [does not have the power to acquire your property by condemnation / will not use the power of eminent 
domain to acquire the property].  Since the purchase would be a voluntary, arm's-length transaction, you would 
not be eligible for relocation payments or other relocation assistance available under Federal law.  However, 
tenants are eligible for relocation benefits. 


 


If you are interested in considering the sale of this property to the Grant Recipient, an appraisal and review 
appraisal will be conducted to establish the fair market value of the property, which will be the basis for 
determining the offer to be made for purchasing the property.  Please be aware that this letter does not constitute 
an offer to purchase your property but is intended solely to determine if you have any interest in pursuing such a 
sale. 


 


Again, please understand that if you do not wish to sell your property, the Grant Recipient will take no further 
action to acquire it.  If you are interested in discussing this further, please contact Name, Address, and Phone 
Number, if different than letterhead. 


 


 Sincerely, 


 


 


 Name,  Title 


 


Italic type = customize as appropriate. 


 


[      /      ] = select the appropriate option. 








Attachment	2	


Voluntary Notice to Several Owners 


[Grant Recipient Letterhead] 


Date 


[Address of Property Owner] 


Dear Property Owner Name: 


The Name of Grant Recipient has received a Community Development Block Grant from the Oklahoma Department 
of Commerce for the purpose of briefly describe project. 


 


In order to provide these services, we are inviting offers from property owners in describe geographic area to sell 
or donate land.  All sales or donations will be on a voluntary basis.  The Grant Recipient [does not have the power 
to acquire property by condemnation / will not use the power of eminent domain to acquire the property].  If 
mutually acceptable terms and conditions of such acquisition cannot be reached, the Grant Recipient will not take 
further action to acquire such property.  Since the purchase would be a voluntary, arm's-length transaction, you 
would not be eligible for relocation payments or other relocation assistance otherwise available under Federal law; 
however, tenants are eligible for relocation benefits. 


 


If you are interested in considering the sale of suitable property to the Grant Recipient, an appraisal and review 
appraisal will be conducted to establish the fair market value of the property, which will be the basis for 
determining the offer to be made for its purchase.  Please be aware that this letter does not constitute an offer to 
purchase your property but is intended solely to determine if you have any interest in pursuing such a sale. 


 


Again, please understand that if you do not wish to sell your property, the Grant Recipient will take no further 
action to acquire it.  If you are interested in discussing this further, please contact Name, Address, and Phone 
Number, if different than letterhead. 


 


 Sincerely, 


 


 


 Name, Title 


 


Italic type = customize as appropriate. 


 


[      /      ] = select the appropriate option. 


 








Attachment 3 


Notice to Tenants Not Displaced 


 


[Grant Recipient Letterhead] 


Date 


[Address of Tenant] 


Dear Tenant Name: 


On date, Property Owner submitted an application to Grant Recipient Name for Community Development Block 
Grant funds to rehabilitate the [building / residence] which you occupy at street address/apartment number. 


 


This notice is to inform you that, if the requested funding assistance is provided and the building is rehabilitated, 
you will not be forced to vacate the premises or otherwise be displaced.  Neither the property owner nor the 
[Grant Recipient] have any reason to believe that temporary or permanent relocation will be required as a result of 
the proposed rehabilitation work.  You are urged not to move anywhere at this time for reasons having to do with 
the proposed rehabilitation. Should you elect to move for reasons of your own choice, you will not be provided any 
relocation assistance should it become available. 


 


If the application is approved, you will be able to lease and occupy your present [residence / apartment, or 
another suitable, decent, safe and sanitary unit in the same building complex upon completion of the 
rehabilitation].  Of course, you must comply with standard lease terms and conditions. 


 


Again, you are urged not to move at this time.  You have certain rights to relocation assistance, if relocation is 
required as a result of the rehabilitation.  By moving prematurely, you waive your rights to such assistance. 


 


This letter is important and should be retained.  If you have any questions concerning this project or your rights, 
please contact Name, Title, at Address, Telephone Number. 


 


 Sincerely, 


 


 Name, Title 


 


 


Italic type = customize as appropriate 


[     /     ]  = select the appropriate option 








Attachment 4 


Notice to Tenants Who May be Displaced 


[Grant Recipient Letterhead] 


Date 


[Address of Tenant] 


Dear Tenant Name: 


On date, Property Owner submitted an application to Grant Recipient Name for Community Development Block 
Grant funds to rehabilitate the [building / residence] which you occupy at street address/apartment number. 


This notice is to inform you that, if the requested funding assistance is provided and the [residence] is 
rehabilitated, you may be forced to vacate the premises, either temporarily or permanently.  Should this occur, 
you will be eligible for relocation assistance.  This is not a notice for you to vacate the premises; you are urged not 
to move anywhere at this time for reasons having to do with the proposed rehabilitation.  Should you elect to 
move for reasons of your own choice, you will not be provided any relocation assistance.  Please contact us before 
you make any plans to move. 


You should continue to pay your rent.  Failure to meet your obligations as a tenant may be cause for eviction and 
loss of any potential relocation assistance.  You are also urged not to sign any agreement to purchase or lease a 
new unit before receiving formal notice of your eligibility for relocation assistance. 


If the application is approved and you become eligible for relocation assistance, you will be given advisory services, 
including referrals to replacement housing, and at least a 90-day advance written notice of the date you will be 
required to move.  You will also receive a payment for your moving and out-of-pocket expenses and may be 
eligible for financial assistance to help you rent or purchase a replacement house.  This assistance is more fully 
explained in the enclosed brochure, Relocation Assistance to Tenants Displaced from Their Homes. 


Again, this is not a notice to vacate and does not establish eligibility for relocation payments or other relocation 
assistance.  By moving prematurely, you may waive your rights to relocation assistance which might otherwise 
be available to you. 


This letter is important and should be retained.  If you have any questions concerning this project or your rights, 
please contact Name, Title, at Address, Telephone Number. 


 


 Sincerely, 


 Name,  Title 


Enclosure 


Italic type = customize as appropriate 


[     /     ]  = select the appropriate option 


 








Attachment 5 


Date of Appraisal and Invitation to Accompany 


 


[Appraiser’s Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Property Owner Name: 


 


The firm of Appraisal Company Name has been retained by Grant Recipient Name to prepare an appraisal of your 
property located at Street Address.  The purpose of the appraisal is to determine the fair market value and the just 
compensation to be offered to you for acquiring rights to the property. 


 


The appraisal of your property will be based on nationally-recognized appraisal standards and techniques to the 
extent that such principles are consistent with the concepts of values and the rules of evidence of value under the 
eminent domain provisions of the State of Oklahoma. 


 


I wish to invite you or your agent to accompany me on the inspection of your property.  My inspection is scheduled 
for Date and Time.  If this is inconvenient, please contact me at Telephone Number so a mutually agreeable 
inspection can be scheduled. 


 


 Sincerely, 


 


 


 


 Appraiser Name 


 License or Certification Number 


 








Attachment 6 


Fair Market Value 


 


[Grant Recipient Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Name of Property Owner: 


 


The Name of Grant Recipient recently had your real property, located at Street Address appraised by Name of 
Appraisal Company on Date.  The purpose of this appraisal was to establish the fair market value of the property. 


 


* Insert Option A {to be used if this is a voluntary transaction} 


 


 This appraisal has been reviewed by a qualified review appraiser and all documentation has been reviewed 
for its accuracy.  The Name of Grant Recipient is prepared to compensate you in the amount of Spell out Dollar 
Amount ($           ) for the purchase of the above-referenced property.  By this action, the Name of Grant Recipient 
initiates negotiations to acquire this property.  As you were advised earlier, if negotiations fail the Name of Grant 
Recipient will not acquire the property.  Attached is a copy of the appraisal report. 


 


 The amount offered does not include any partial acquisition for the real property or compensation for 
damages, if any, to the remaining real property. 


 


* Insert Option B {to be used if this is a non-voluntary transaction} 


 


 This appraisal has been reviewed by a qualified review appraiser and all documentation has been 
reviewed for its accuracy.  The Name of Grant Recipient is prepared to compensate you in the amount of Spell out 
Dollar Amount ($           ) for the purchase of the above-referenced property.  By this action, the Name of Grant 
Recipient initiates negotiations to acquire this property.  Attached is a Summary Statement of the Basis for 
Determination of Just Compensation. 


  


 The amount offered does not include any partial acquisition for the real property or compensation for 
damages, if any, to the remaining real property.  Also, this offer does not include any relocation payments either 
the owner or tenants may be entitled to receive. 


 







Attachment 6 


We believe this offer is fair and equitable and we urge your favorable consideration and acceptance.  If this offer 
meets with your approval, the Name of Grant Recipient will prepare a written sales agreement for your signature. 


 


  Sincerely, 


 


  Name 


  Title 


 


Enclosure:  Summary Statement of the Basis for Determination of Just Compensation 


 


(Italic type = customize as appropriate) 


 








Attachment 7 
 
Decision Not to Acquire Property 


 


 


[Grant Recipient Letterhead] 


 


Date 


 


[Address of Property Owner] 


 


Dear Name of Property Owner: 


 


A decision has been made by the Grant Recipient Name not to acquire the property located at give location. 


 


*   Insert if this is a non-voluntary transaction. 


 


 Upon receipt of this notice, any person moving from the above address will not be eligible for relocation 
benefits.  Please disregard any previous written notice of eligibility for relocation assistance.  Since no displacement will 
occur as a result of Federally-funded actions, there is no basis for providing relocation assistance. 


 


If you have any questions concerning this letter, please feel free to contact the Grant Recipient Name at Telephone 
Number. 


 


 


  Sincerely, 


 


 


  Name,  Title 


 


 


 


 


Italic type = customize as appropriate







Attachment 6 


 








Attachment 8 


PROPERTY ACQUISITION 


INDIVIDUAL PARCEL FILE REQUIREMENTS 


 
The following information on each parcel acquired, as appropriate, must be included in the files: 


 
 File Voluntary Non-Voluntary 
1. Title search/Clearance of Title √ √ 
2. Notice of Interest in Acquiring Property √  
3. Notice of Intent to Acquire Property (plus verification of receipt)  √ 
4. Notice to Tenants √ √ 
5. Notice of Appraisal/Invitation to Accompany Appraiser √ √ 
6. Appraisal Report √ √ 
7. Documentation supporting waiver of review appraisal √  
8. Review Appraisal √ √ 
9. Estimate of Fair Market Value √ √ 
10
. 


Written Offer to Property Owner (plus verification of receipt) √ √ 
11
. 


Summary Statement of Basis of Just Compensation  √ 
12
. 


Statement of Settlement √  
13
. 


Documentation to Support Waiver of Submission to ODOC √ √ 
14
. 


Documentation of Final Offer  √ 
15
. 


Contract of Sale (plus other legal documentation) √ √ 
16
. 


Payment Documentation √ √ 
17
. 


Waiver of Appraisal Rights √ √ 
18
. 


Waiver of Just Compensation Rights  √ 
19
. 


Notice of Intent Not to Acquire (plus verification of receipt) √ √ 
20
. 


Evidence of Court Deposit X √ 
21
. 


Court Resolution X √ 
22
. 


General Correspondence √ √ 
23
. 


ODOC Monitoring Documentation √ √ 
√ Applicable 


X Not permitted 
 


 








Attachment 9 
 


Notice of Interest in Acquiring Property (Non-Voluntary) 


[Grant Recipient Letterhead] 


Date 


[Address of Property Owner] 


Dear Name of Property Owner: 


 


This is to inform you that the Name of Grant Recipient is interested in acquiring [an easement / partial fee interest 
/ fee simple title in your property located at Street Address or other description.  This property is needed to enable 
the implementation of Describe Project. 


 


You have the right to be compensated for this property or you may choose to donate the property.  In either case, 
an independent appraisal will be made of the above-referenced property in order to establish its fair market value, 
unless you elect to waive your rights to an appraisal.  An independent appraiser will be hired.  You have the right to 
accompany the appraiser on his/her inspection of the property; a letter inviting you to accompany him/her will be 
sent by the appraiser at least five days prior to the scheduled visit. 


 


Enclosed for your information is the brochure, "When a Public Agency Acquires Your Property”, which gives more 
details about your rights as a property owner. 


 


This is not a notice to vacate the property and does not establish eligibility for relocation payments or other 
relocation assistance. 


 


If you have any questions about this matter, please feel free to contact Name at Address, Phone Number. 


 


    Sincerely, 


 


    Name 


    Title 


 


Enclosure 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 








Attachment 10 
 


WAIVER OF REQUIRED APPRAISAL 


 


I understand that the Grant Recipient Name requires [an easement / partial fee interest / fee simple title interest] 
in the following property which I own for the purpose of implementing Describe Project: 


 


[Insert Legal Description] 


 


 


I further understand that the Grant Recipient Name is required, under the provisions of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended, to provide an independent appraisal 
and review appraisal in order to establish the fair market value of such property and that such valuation forms the 
basis for just compensation to which I am entitled. 


 


Having been fully informed of my rights to have appraisals performed for the above-referenced property, I do 
hereby waive my rights to have such appraisals conducted and do hereby release the Grant Recipient Name from 
its obligations to have such appraisal conducted. 


 


 


____________________________________ _____________________ 


(Signature of Owner) (Date) 


 


   


____________________________________ _____________________ 


(Signature of Witness) (Date) 


 


    


____________________________________ _____________________ 


(Signature of Acquiring Official) (Date) 


 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 








Attachment 11 


AGREEMENT TO WAIVE RIGHTS TO FULL COMPENSATION 


 


I understand that the Grant Recipient Name requires [an easement / partial fee interest / fee simple title interest] 
in the following property which I own for the purpose of implementing Describe Project: 


 


[Insert Legal Description] 


 


I further understand that the Grant Recipient Name is required, under the provisions of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended, to offer to purchase the above-
referenced rights in such property for an amount not less than the fair market value as established by an 
independent appraisal and review appraisal of the property.  I certify, by my signature below, the Grant Recipient 
Name has, in fact, advised me fully of my rights and offered to purchase the property as stipulated above. 


 


Having been informed of my right to just compensation for any interest in my real property which is acquired 
Grant Recipient Name, I freely and without duress agree to give and convey to the Grant Recipient Name the 
interest described above and to decline any right to compensation or payment of the fair market value for the 
aforementioned property or interest therein and do hereby release the Grant Recipient Name from said 
obligations. 


 


__________________________________________ ____________________ 


(Signature of Owner) (Date) 


 


__________________________________________ ____________________ 


(Signature of Witness) (Date) 


 


__________________________________________ ____________________ 


(Signature of Acquiring Official) (Date) 


 


Italic type = customize as appropriate 


 


[      /      ] = select appropriate option 


 








Attachment 12 


STATEMENT OF THE BASIS FOR DETERMINING JUST COMPENSATION 


 


q Description and Location of Property to be Acquired 


 


 Indicate the street address, lot and block number or other location description of the property to be 
acquired. 


 


 


q Interest to be Acquired 


 


 Indicate whether the acquisition is an easement, partial fee or fee simple title. 


 


 


q Description of Buildings, Structures and Other Improvements 


 


 Identify structures which are considered to be part of the real property for which compensation is made.  
Include building equipment and trade fixtures, if appropriate. 


 


q Description of Separately Held Ownership Interest 


 


 Identify, if appropriate, any tenant-owned improvements, indicating that such interest is not covered by 
the offer. 


 


q Amount Offered 


 


 Indicate the total compensation to be offered.  If this is a partial acquisition, any payments for damages 
should be listed separately from the compensation paid for the property rights. 


 


Approved for the Grant Recipient Name 


 


 


______________________________________ _______________ 


(Signature of Acquiring Official) (Date) 








Attachment 13 


STATEMENT OF SETTLEMENT COSTS 


 


Name of Property Owner: 


 


Identification of Acquired Property: 


 


 


 


Expenses Incidental to Transfer of Title Paid by Grant 
Recipient 


 Paid by Owner 


1.   Recording Fees   


2.   Transfer Taxes   


3.   State Tax Stamps   


4.   Survey and Legal Description   


5.   Pre-Payment Penalties   


6.   Pro-rata Portion of Prepaid Taxes and Public Service Charges   


7.   Other (Describe)   


   


   


   


TOTALS   


 


 


 


This Statement of Costs is certified as true and correct: 


 


 


Signed:  __________________________________________ _____________________ 


  (Closing Attorney)  (Date) 
 


 








Attachment 14 


RELOCATION INDIVIDUAL HOUSEHOLD FILE REQUIREMENTS 


 


The following information must be included in the General Relocation File: 


 1. Displacement Policy 


 2. Demographic Profile of Tenants 


 3. General Correspondence 


 4. Tenant Occupancy Form 


 5. ODOC Monitoring Documentation 


The following information on each person or household that is displaced as a result of project activities must be 
included in the files: 


 


 1. Copies of Notice (plus verification of receipt) 


 2. Income Data of Tenant or Business 


 3. Description of Relocation Payment Requirements 


 4. Documentation of Rent Determination 


 5. Temporary Relocation Documentation 


 6. Inspection of New Dwelling 


 7. Displacement Notice (plus verification of receipt) 


 8. Record of Advisory Services 


 9. 90 Day Notice 


 10. 30 Day Notice 


 11. New Dwelling Inspection Receipts 


 12. Payment of Claims 


 13. Last Resort Housing 


 14. Inspection 


 15. Appeals 


 16. General Correspondence 


 17. Replacement Housing Records 
 








Attachment 15 


 


RESIDENTIAL ANTI-DISPLACEMENT 


And RELOCATION ASSISTANCE PLAN 


(Grant Recipient Letterhead] 


 


 


The                [City / County]                  of _______________________ will undertake public facility improvements 
funded through the Community Development Block Grant Program.  No demolition or conversion of low- and/or 
moderate-income dwelling units is anticipated by the                [City / County]                  of 
_______________________ in conjunction with the activities assisted with these funds.  Under Section 104(d) of 
the Housing and Community Development Act of 1974, as amended, if such demolition or conversion occurs, 
before obligating or expending funds that will directly result in such demolition or conversion, the          [City / 
County]        of _______________________ will make public and submit to the Oklahoma Department of 
Commerce the following information in writing: 


 


 1. A description of the proposed assisted activity; 


 


 2. The location on a map and number of dwelling units by size (number of bedrooms) that will be 
demolished or converted to a use other than as low-and moderate-income dwelling units as a direct result of the 
assisted activity; 


 


 3. A time schedule for the commencement and completion of the demolition or conversion; 


 


 4. The location on a map and number of dwelling units by size (number of bedrooms) that will be 
provided as replacement dwelling units; 


 


 5. The source of funding and a time schedule for the provision of replacement dwelling units; 


 


 6. The basis for concluding that each replacement dwelling unit will remain a low- and moderate-
income dwelling for at least ten (10) years from the date of initial occupancy; and 


 


 7. Information demonstrating that any proposed replacement of dwelling units with smaller 
dwelling units is consistent with the housing needs of low- and moderate-income households in the jurisdiction. 


 


If displacement of low- and moderate-income households occurs in conjunction with the public facilities 
improvements funded with CDBG funds, the                [City / County]                  will provide relocation assistance as 
described in 570.606 (b) to each low- and moderate-income-household displaced by the demolition of housing or 
by the conversion of a low- and moderate-income dwelling to another use as a direct result of assisted activities. 








Attachment 16 


 


NOTICE TO PROSPECTIVE BUYERS OF PROPERTIES 


LOCATED IN RUNWAY CLEAR ZONES  


AND CLEAR ZONES/ACCIDENT POTENTIAL ZONES 


 


(In accordance with 24 CFR Part 51, Section 51.303(a)(3), this notice must be given to anyone interested either in 
buying an existing HUD property, or using HUD assistance to buy an existing property, which is located in either a 
Runway Clear Zone at a civil airport or a Clear Zone/Accident Potential Zone at a military installation.) 


          


 


The property which you are interested in purchasing at                                             is located in the Runway Clear 
Zone/Clear Zone/Accident Potential Zone for                                                                     . 


 


Studies have shown that if an accident were to occur it is more likely to occur within the Runway Clear Zone/Clear 
Zone/Accident Potential Zone than in other areas around the airport/airfield.  Please note that we are not 
discussing the chances that an accident will occur, only where one is most likely to occur. 


 


You should also be aware that the airport/airfield operator may wish to purchase the property at some point in the 
future as part of a Runway Clear Zone/Clear Zone/Accident Potential Zone acquisition program.  Such programs 
have been underway for many years at airports and airfields across the country.  We cannot predict if or when this 
might happen since it is a function of many factors, particularly the availability of funds, but it is a possibility. 


 


We wanted to bring this information to your attention.  Your signature on the space below indicates that you are 
now aware that the property you are interested in is located in a Runway Clear Zone/Clear Zone/Accident Potential 
Zone. 


 


_____________________________________________ Date_________________________   
       


Signature of prospective buyer          


 


_____________________________________________ 


Type or print name of prospective buyer 


 


(This notice must be maintained as part of the file on this action.) 
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