
   Acquisitions Flow Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

Real Estate Work Request 
Generated By Landholding 

Division 
Division Work Order # Assigned 

If Required 
Provide Project Overview 

For Submission to 

Governor’s Regional 

Economic Development 

Representative and/or R & R 

Commission 

Work Request Reviewed & 
Approved By Real Estate 
Administrator & REALM 
Chief  

Project Assigned To Staff 
or Contract Appraiser  

Project Assigned To 
Contract Title Agent  

Project Assigned To Staff 
for Mapping   

Project # Assigned - File Set 
Up & Entered In Data Base 

Negotiators Packet 
Created & All Forms 

Reviewed By AG 

Acquisition Is Explained 
to Seller & Agreements 
Signed – Secure W 9 

 Work Request sent to 
Division’s Deputy 

Director For Approval 

Contracts Executed By 
Divisions, Administration and 

AG 



Director Exercises Option to 
Purchase Property 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If Required 
Submit For Controlling 

Board Approval  

Prepare Deed 
AG Review Deed & Render 

Final Title Opinion 

Confirmed Acquisition with Seller 
Encumbered Funds  

Request Warrant 

Pro Rate Property Tax 
Close Property Purchase  

Execute and Record Deed 
Pay Prorated Property 
Taxes and File for Tax 

Exemption 

Update Inventory 
Records and Maps 



 

 

 

 

 
 
 
 

Send Deed & File Copies 
to Auditor of States 

Office 

Close and Archive 
File 




