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Acquisitions Completion Instructions (Preliminary Land Acquisition): 

The first time clicking on this tab you will need to select  to display the questions and tables to be completed for the 
Request Type. 
 

 
 

Answer all questions displayed. Some responses will generate an additional question or a table to be completed. All questions 
and tables displayed are required and must be completed.  
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If the due diligence activities/closing costs are expected to exceed $20,000, an explanation is required.  
If not, simply enter N/A.  
 

 
 

Click the  sign to access the Acquisition table. 
 

 
 



 

Page | 3 
 

The Acquisition table must be completed to provide the anticipated purchase price of the property being acquired, and all due 
diligence/closing costs anticipated.  

 
 

 
 

 the property map.  

 
 
If the PIP/Request Type was created from a CPIP Project Detail Worksheet, the below question will be displayed.  
If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is no, there is no further information needed. 
 

 
 
If the PIP/Request Type was not created from a CPIP Project Detail Worksheet, the below question will be displayed.  
If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 
 
 
 
 



 

Page | 4 
 

Click the  sign to access the Fund Sources table. 
 

 
The Fund Sources table must be completed to identify the specific funding source(s) allocated by project phase.  
 

 
 

 
If project funding is provided by a third party, a commitment letter must be provided.  
If project funding is Appropriated State (nonrecurring) or Capital Reserve Funds, a copy of the ratified appropriation must be 
provided. 
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If the property being acquired is for land conservation purposes, a completed SCCB Conservation Land Acquisition Coordination 
form is required.   
 

 
 

If the property being acquired will need SFAA approval, completed Private Participant Disclosure documents are required to be 
completed by all sellers of the property being acquired.  
 

 
 

Once fully complete, click . All changes will be saved on the Acquisitions tab. 

 
 

Acquisitions Completion Instructions (Preliminary Land Acquisition Increase): 

Update all responses displayed as appropriate. All questions and tables displayed are required and must be completed.  
 
 

Also, an additional question will be displayed.  
 

If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 
If the answer is no, there is no further information needed. 
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Acquisitions Completion Instructions (Final Land Acquisition): 

Update all responses displayed as appropriate. There are new questions presented for this Request Type. Some responses will 
generate an additional question or a table to be completed. All questions and tables displayed are required and must be 
completed.  
 

If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 
If the answer is no, there is no further information needed. 
 

 
 

Select the month and year in which the acquisition is estimated to be completed. 

 
If the acquisition is a purchase, an appraisal is required. 
 

 
 
A Phase I Environmental Site Assessment is required for all acquisitions. 
 

 
 
A Building Condition Assessment is required is there are buildings located on the property that will be used to house 
employees. 
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Letters of support are required from the local city and/or county and school district if the property is currently on the tax rolls.   

 
 
If the property being acquired is for land conservation purposes, a completed SCCB Conservation Land Acquisition Coordination 
form is required.   
 

 
 

If the property being acquired will need SFAA approval, completed Private Participant Disclosure documents are required to be 
completed by all sellers of the property being acquired.  
 

 
 

 
 
Click the  sign to access the Appraised Value / Building Condition Assessment Findings & Conclusions / Environmental Site 
Assessment Findings & Conclusions table. 
 
 

 
 
A response to each question must be provided.  
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If the answer is yes, the fillable field is displayed and must be completed.  
A Phase II Environmental Assessment must also be uploaded.   
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

Once fully complete, click . All changes will be saved in the Appraised Value / Building Condition 
Assessment Findings & Conclusions / Environmental Site Assessment Findings & Conclusions table. 
 

Note: A line item is required to be completed for each parcel of property being acquired.  
 

Once fully complete, click . All changes will be saved on the Acquisitions tab. 
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Acquisition Completion Instructions (Final Land Acquisition Increase): 

Update all responses displayed as appropriate. All questions and tables displayed are required and must be completed.  
 


