PC CHECKLIST
FOR LAND SALE & LOT DIVISION
COUNCIL REPORTS/TRANSMITTALS
(Please attach to all Offers)

PROPERTY ADDRESS________________________________________

DUE date for advertisements is two (2) weeks prior to COMMUNITY DEVELOPMENT COMMITTEE meeting on all Land Sale requests.

_____
All Land Sale requests must be entered into MINS prior to due date

· Exception will be for Lot Divisions and/or Combinations as Susan Gaffney must complete division/combination into MINS.

· If multiple offers, enter the offer information after board has approved selected buyer.

The following documents must be sent to Real Estate by due date:

_____
Offer To Purchase plus schematics and other attachments
_____
Appraisal – Luther Frank’s Re-Use Appraisal or Luther’s signature on Land Sale Data sheet

_____
Completed Land Sale Data sheet or draft of Council Report:

· If RE is to prepare Council Report a completed Land Sale Data sheet must be attached; if you intend to prepare your own, please let Susan Gaffney know (x5060).

_____
Signed Broker Participation Agreement attached (if Broker receives compensation-Commercial Sales only)

For Lot Divisions also include:

_____
Lot Division Request Memo to Nancy Thurber and cc. Real Estate (DUE four (4) weeks prior to Community Development Committee).

_____
New Legal Descriptions must be approved by Engineering (via initial and date) or attach a survey prior to Land Sale request.

_____
Contact Susan Gaffney (x5060) to divide/combine in MINS prior to entering information.

    *IMPORTANT NOTE:  Lot Division Board Reports are DUE to Nancy by Thursday following due date for advertisements.

_____
Target date for closing (Note:  closings cannot be scheduled less than two (2) weeks from Full Council approval unless approved by RE).

_____
Attorney Assigned:_____________________________________________

_____
Request of Documents for RE Coordinator to Collect at Closing:_________

REVIEWED AND APPROVED BY _________________________________________

                                                                                      Manager

IMPORTANT:  If any of these items have not been met by due date, your report is subject to be postponed until the following cycle.  All Council Reports must be completed prior to Due dates.  There will be no exceptions.
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