
CHECKLIST FOR SPC ACQUISITION-DISPOSITION-ACTION REQUESTS
Fill out Checklist for this file’s Request, and staple on left inside of file.  Remainder of file on right includes:
Transmittal memo which explains the deal, and New File, SAAG Hire & Request forms; and Exhibits behind tabs.
Agency_____________   Project_____________________________ Tract Name ____________________
REQUIRED EXHIBITS FOR ALL TYPES OF REQUESTS TO SPC (Check This Request Type) 
 FORMCHECKBOX 
   Acquisition: purchase or exchange (Exhibits A,B,C,D,E,F,G; H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
    Acquisition: donation (A, B-one appraisal or letter from County; C,D,E,F,G, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
    Acquisition: condemnation  (A, B, C, D, E, F, G, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
   Acquisition: ground lease (not office leases to the State) (A, D, E, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
   Acquisition:  easement after State has acquired property (A, B letter from Grantor, D, H: 6 total/2 and 4 in files) 

 FORMCHECKBOX 
   Disposition: sale (even if only for $1)  (A inc. original deed & any survey, D,F,G if >5 acres, H)

     FORMCHECKBOX 
   Disposition: exchange (A,B,C-Exchange Option,D,F,G or memo of no negative environmental effects, H)

 FORMCHECKBOX 
   Disposition: surplus of real property (A  inc. original deed & any survey,  D, G if > 5 Acres) 

 FORMCHECKBOX 
   Disposition: grant of revocable license (A, C-Grantee request to agency, D, H)

     FORMCHECKBOX 
   Disposition: easements (A, C-Grantee request to agency, D, H)

     FORMCHECKBOX 
   Disposition: land/ground leases (not office leases to the State) (A, C-Lessee request, D, E, H)

 FORMCHECKBOX 
  Action:  evidence of reversion of deed (2 files: Exhibit A plus deed, 2 survey originals; statement of no further use;                         current contact for original Grantor, D, G )

 FORMCHECKBOX 
  Action: transfer custody/control between agencies by Executive Order (1 file from each agency: Exhibit A for that agency, any deed(s) of property, copies of any survey(s) or a new original survey if only a portion of property to be transferred).
 FORMCHECKBOX 
   Action:  demolition of any building on State of GA property (1 file: Exhibit A with deed/2 originals or copies of survey/draft       Exec. Order, D, H)

CHECK EXhibits attached FOR this REQUEST
   NOTE:   submit with file An electronic copy  (JPG, PDF OR TIF) OF everything below,  AND  Email to j.wade@gspc.ga.gov and heather.pope@gspc.ga.gov the  aerial, survey, and signed Board resolution. 
 FORMCHECKBOX 
 Exhibit A - an agency resolution approving the proposed acquisition, disposition or action and including how the request fits into the agency’s strategic plan, from the governing board or commission of the requesting department or agency or, for Constitutional Offices: a letter from the Constitutional Officer.
 FORMCHECKBOX 
 Exhibit B - two appraisals for each Acquisition purchase, exchange, or condemnation; prepared by a qualified, disinterested appraiser (at least 1 of the 2 appraisals by an appraiser designated as a Master of the Appraisal Institute/MAI) familiar with property values in the area of the subject property.  If a Donation, only one appraisal is needed; or a signed letter of value from the County or its Tax Assessor unless it’s a Conservation Easement.
 FORMCHECKBOX 
 Exhibit C - a signed and fully executed purchase option or exchange option. No Donation Option (DO) for donated Conservation Easements.  Other donations: DO on case by case basis.  The agency must monitor Option deadlines and extend if needed, and exercise Option.  For an access or utility easement or revocable license or ground lease:  need a letter request from the grantee. If a County or City is requesting, need signed resolution from local government. 
 FORMCHECKBOX 
 Exhibit D - Georgia highway map: 8½ x 14” portion of a current official Georgia highway map and an aerial map showing the location of the subject property in red.
 FORMCHECKBOX 
 Exhibit E (Only if public funds will be utilized) - a five-year outline of the proposed annual cost of operations (including but not limited to development, improvements, management, construction, maintenance, and repair). 

 FORMCHECKBOX 
 Exhibit F -  Phase I environmental hazardous materials assessment of the subject, no older than 1 year.
 FORMCHECKBOX 
 Exhibit G - Georgia Environmental Policy Act (GEPA) checklist and signed statement of GEPA compliance from a responsible agency official, for any disposition of more than 5 acres and for all acquisitions.
 FORMCHECKBOX 
 Exhibit H - Survey for Acquisitions by purchase, exchange, donation, or condemnation: total 10 original surveys (2 originals and 8.5”x11” in SPC file; 8 originals in AG’s file) of a size recordable in the property’s County(ies); current within a year before SPC review and including the SPC “Certificate of Surveyor” signed in contrasting ink on each plat, and Title Block as described in the ACQUISITION-DISPOSITION-ACTION REQUEST FORM;  signed by surveyor, with any revision dates, Land Lot, acres by County(ies), district, section or Georgia Militia District (GMD). [For Dispositions: total of 6 original surveys (2 for SPC and 4 for AG files). For other Actions, see checklist for number of plats.]  One original survey will be secured in the SPC and in the AG’s file under Exhibit H. Include remaining surveys loose behind Tab H in each file.  Agency must provide a WORD document and print copy of the written legal description developed by the surveyor.
CERTIFICATE OF SURVEYOR
“I hereby certify to all parties interested in the title to the tract(s) of land (unless otherwise stated, hereinafter collectively referred to in the certificate and hereon as “the Land”) surveyed and platted hereon, that this plat: (A) Is the result of a field survey and is an accurate, current and complete representation of the land surveyed and platted hereon; (B) Was prepared in conformity with, pursuant to, and is in compliance with:(1) the minimum standards and requirements of law; (2) OCGA §§ 15-6-67 - 69 amended through the date of this certificate; and (3) all applicable local, county, and municipal ordinances, statutes and specifications; (C) Shows that the Land is tied (in compliance with OCGA §§ 44-4-20 - 31 as amended through the date of this certificate) to the Georgia Coordinate System of 1985,_____ Zone, and shows the state plane coordinates of at least two permanent monuments on the survey, expressed in American Survey Feet, and also shows when a National Geodetic Survey monument is within 500 feet of any point on the property mapped or platted, or any point of reference shown thereon; (D) Shows that all bearings are referenced to Grid North, Georgia Coordinate System of 1985, _____ Zone; (E) Shows that all corners have been established and marked by either iron pins or concrete monuments which have been found, verified, labeled as to type and left in place; (F) Labels hereon a point of beginning which is located on the perimeter boundary;(G) Shows hereon in a “legend” the meanings of all abbreviations and symbols used; (H) Shows hereon the number, date and nature of all revisions of this plat; (I) Is eligible for recording to the Plat Book records in the office of the Clerk of Superior Court of any county or counties in which the Land totally or partially lies, and clearly indicates acres, land lots, sections district by county(ies); and (J) Incorporates each specifically required item as set out in that certain services agreement(s) regarding this plat between the undersigned and ____ agency; and (K) an area map indicating the location of the property.  

_______________________________(Signature, in contrasting ink)

(Name, Email, and Phone #  and Fax Printed)

Georgia Registered Land Surveyor No. __________ 

TITLE BLOCK FOR SURVEYS

Survey for State of Georgia

Department of ___________

__________ (name on deed) Tract 

____ Acres

____ Land Lot (or GMD only), ___ Section, ___ District

______ County, Georgia

(SAMPLE)  CHECKLIST FOR SPC ACQUISITION-DISPOSITION-ACTION REQUESTS
Fill out Checklist for this file’s Request, and staple on left inside of file.  Remainder of file on right includes:

Transmittal memo which explains the deal, and New File, SAAG Hire & Request forms; and Exhibits behind tabs.
Agency_GA DNR    Project__Crockford Pigeon Mountain WMA_ Tract Name _Mountain Cove Farms, LLC
REQUIRED EXHIBITS FOR ALL TYPES OF REQUESTS TO SPC (Check This Request Type) 
 FORMCHECKBOX 
   Acquisition: purchase or exchange (Exhibits A,B,C,D,E,F,G; H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
    Acquisition: donation (A, B-one appraisal or letter from County; C,D,E,F,G, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
    Acquisition: condemnation  (A, B, C, D, E, F, G, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
   Acquisition: ground lease (not office leases to the State) (A, D, E, H - 2 surveys in SPC file, 8 AG’s)

 FORMCHECKBOX 
   Acquisition:  easement after State has acquired property (A, B letter from Grantor, D, H: 6 total/2 and 4 in files) 

 FORMCHECKBOX 
   Disposition: sale (even if only for $1)  (A inc. original deed & any survey, D,F,G if >5 acres, H)

     FORMCHECKBOX 
   Disposition: exchange (A,B,C-Exchange Option,D,F,G or memo of no negative environmental effects, H)

 FORMCHECKBOX 
   Disposition: surplus of real property (A  inc. original deed & any survey,  D, G if > 5 Acres) 

 FORMCHECKBOX 
   Disposition: grant of revocable license (A, C-Grantee request to agency, D, H)

     FORMCHECKBOX 
   Disposition: easements (A, C-Grantee request to agency, D, H)

     FORMCHECKBOX 
   Disposition: land/ground leases (not office leases to the State) (A, C-Lessee request, D, E, H)

 FORMCHECKBOX 
   Action: evidence of reversion of deed (2 files: Exhibit A plus deed, 2 survey originals; statement of no further use; current contact for original Grantor, D, G )

 FORMCHECKBOX 
  Action: transfer custody/control between agencies by Executive Order (1 file from each agency: Exhibit A for that agency, any deed(s) of property, copies of any survey(s) or a new original survey if only a portion of property to be transferred)

 FORMCHECKBOX 
   Action:  demolition of any building on State of GA property (1 file: Exhibit A with deed/2 originals or copies of survey/draft Exec. Order, D, H)

CHECK EXhibits attached FOR this REQUEST

   NOTE:   submit with file An electronic copy  (JPG, PDF OR TIF) OF everything below,  AND  Email to j.wade@gspc.ga.gov and heather.pope@gspc.ga.gov the  aerial, survey, and signed Board resolution. 

 FORMCHECKBOX 
 Exhibit A - an agency resolution approving the proposed acquisition, disposition or action and including how the request fits into the agency’s strategic plan, from the governing board or commission of the requesting department or agency or, for Constitutional Offices: a letter from the Constitutional Officer.

 FORMCHECKBOX 
 Exhibit B - two appraisals for each Acquisition purchase, exchange, or condemnation; prepared by a qualified, disinterested appraiser (at least 1 of the 2 appraisals by an appraiser designated as a Master of the Appraisal Institute/MAI) familiar with property values in the area of the subject property.  If a Donation, only one appraisal is needed; or a signed letter of value from the County or its Tax Assessor unless it’s a Conservation Easement.

 FORMCHECKBOX 
 Exhibit C - a signed and fully executed purchase option or exchange option. No Donation Option (DO) for donated Conservation Easements.  Other donations: DO on case by case basis.  The agency must monitor Option deadlines and extend if needed, and exercise Option.  For an access or utility easement or revocable license or ground lease:  need a letter request from the grantee. If a County or City is requesting, need signed resolution from local government. 
 FORMCHECKBOX 
  Exhibit D - Georgia highway map: 8½ x 14” portion of a current official Georgia highway map and an aerial map showing the location of the subject property in red.
 FORMCHECKBOX 
  Exhibit E (Only if public funds will be utilized) - a five-year outline of the proposed annual cost of operations (including but not limited to development, improvements, management, construction, maintenance, and repair). 

 FORMCHECKBOX 
  Exhibit F -  Phase I environmental hazardous materials assessment of the subject, no older than 1 year.

 FORMCHECKBOX 
 Exhibit G - Georgia Environmental Policy Act (GEPA) checklist and signed statement of GEPA compliance from a responsible agency official, for any disposition of more than 5 acres and for all acquisitions.
 FORMCHECKBOX 
  Exhibit H - Survey for Acquisitions by purchase, exchange, donation, or condemnation: total 10 original surveys (2 originals and 8.5”x11” in SPC file; 8 originals in AG’s file) of a size recordable in the property’s County(ies); current within a year before SPC review and including the SPC “Certificate of Surveyor” signed in contrasting ink on each plat, and Title Block as described in the ACQUISITION-DISPOSITION-ACTION REQUEST FORM;  signed by surveyor, with any revision dates, Land Lot, acres by County(ies), district, section or Georgia Militia District (GMD). [For Dispositions: total of 6 original surveys (2 for SPC and 4 for AG files). For other Actions, see checklist for number of plats.]  One original survey will be secured in the SPC and in the AG’s file under Exhibit H. Include remaining surveys loose behind Tab H in each file.  Agency must provide a WORD document and print copy of the written legal description developed by the surveyor.
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