Acquisitions Procedures
If you acquire property for a project that may use federal funds, there are several documents that are required to be executed and/or submitted to the Housing and Community Development Department (HCDD) Relocation Section of the Compliance and Monitoring Division prior to the City of Houston’s City Council approval and execution of an Agreement with your project.
All HCDD Acquisition, Demolition/Conversion and/or Rehabilitation projects must execute applicable Assurance letter.
1. Notice to Real Property/Notice to Owner (49 CFR 24.101(b) (1) or (2) – under the URA the seller may have rights to relocation assistance.  This document informs the seller in a voluntary acquisition the seller does not have a claim for relocation assistance, informs owner that buyer will be unable to acquire if an agreement can not be reached ( no eminent domain) and also states the estimated fair market value of the property.  This document is sent to the owner prior to the Purchase Agreement; there is a second letter available for use for NSP Foreclosure properties.
2. Seller’s Certification (PTAF) – this document must be executed by seller to certify that there is no bona fide occupant or bona fide claim to the property.
3. Appraisal (49 CFR 24.103) – project must follow the standards set forth in the Uniform Standards of Professional Appraisal Practice (USPAP) and 49 CFR 24.103.  Fair Market Value can only be based on Appraisal.  Raw land acquisitions must also follow these appraisal requirements:
· Review appraisal. - The review appraiser must examine all agency appraisal requirements and address any items that fail to meet the requirements of the agency.
· Appraisal Scope of Work
· Certify appraiser - offered client the opportunity to walk property with appraiser.
4. Waiver Valuations (49 CFR 24.102(c) – If the below criteria are met, the Agency may prepare a waiver valuation, provided the person performing the waiver valuation has sufficient understanding of appraisal principles and the local real estate market to be qualified to prepare it.  Per the above listed CFR , The Agency determines the appraisal is unnecessary because the valuation problem is uncomplicated and the anticipated value of the proposed acquisition is estimated at $10,000.00 or less, based on a review of available data.” (Not for Profit Agencies only; with Director’s approval)
5. Identification of Project Area – site map and/or street map showing all parcels to be acquired for the project.

These are the documents that are required to be executed and submitted to HCDD Relocation Section of the Compliance and Monitoring Division within seven (7) to ten (10) days after the closing of the City of Houston’s Agreement with your project.
· Acquisition Checklist
· Recorded Deed of Trust
· Settlement Statement
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