
Bureau of Indian Affairs – Palm Springs Agency 
Checklist for Sale of Indian Land 

 
REVIEW ITEMS TO CONSIDER CROSS 

REFERENCE 
STAFF COMMENTS / NOTES 

 

2012.05.29 

Yes/No/NA Allotment number subject to sale 
 

Tab 1 Comments / Notes 

Yes/No/NA Land Area Code / Agency 
 

Tab 1 584 - Palm Springs Agency 

Yes/No/NA Buyer 
 

Tab 1 Comments / Notes 

Yes/No/NA Seller / Beneficiary 
 

Tab 1 Comments / Notes 

Yes/No/NA Purchase Price 
 

Tab 1 Comments / Notes 

Yes/No/NA Case Initiation Letter 
 

Tab 1 Comments / Notes 

Yes/No/NA Project entered into TAAMS as a proposal 
 

Tab 1 Comments / Notes 

Yes/No/NA Provide the Land Sale Checklist to interested parties 
 

Tab 1 Comments / Notes 

Yes/No/NA Application for sale completed by landowner 
Form 5-105 

Tab 1 Comments / Notes 

Yes/No/NA Landowner consent obtained 
 

Tab 1 Comments / Notes 

Yes/No/NA Landowner Appraisal  
•Appraisal Request from landowner 
•Ordered by BIA 
•Contracted by ACBCI 
•Approved by OST’s OAS  

Tab 1 Comments / Notes 

Yes/No/NA Run Federal Title Status Report 
 

Tab 1 Comments / Notes 

Yes/No/NA Irrigation statement, if applicable 
 

Tab 1 Comments / Notes 

Yes/No/NA Purchaser’s agreement to pay irrigation fees, if 
applicable 

Tab 1 Comments / Notes 

Yes/No/NA Request reconciliation from BIA Accounting 
Department.  
 

Tab 1 Comments / Notes 

Yes/No/NA All applicable fees to landowner paid 
• sales fees 
• signing bonus 

Tab 1 Comments / Notes 

Yes/No/NA Administrative Fee paid to Agency 
 

Tab 1 Comments / Notes 

Yes/No/NA Notification of sale to Tribe, 25 CFR 162.2 
   

Tab 1 Comments / Notes 

Yes/No/NA Tribal resolution to purchase or decline purchase 
 

Tab 1 Comments / Notes 

Yes/No/NA Legal Description correct in all documents – as 
verified by BLM’s Indian land surveyor 

Tab 1 Comments / Notes 

Yes/No/NA Escrow Instructions, if applicable, signed and 
certified by parties. 
 

Tab 1 Comments / Notes 

Yes/No/NA Evidence of deposit/payment of sale consideration 
 

Tab 1 Comments / Notes 

  

matthew.kirkland
Sticky Note
The Realty Specialist enters the number of the allotment to be sold

matthew.kirkland
Sticky Note
This entry does not change

matthew.kirkland
Sticky Note
Realty Specialist enters the legal name of the buyer from the purchase and sale agreement

matthew.kirkland
Sticky Note
Realty Specialist enters the name of 100% of the landowners on the allotment to be sold

matthew.kirkland
Sticky Note
Realty Specialist enters the purchase price from the purchase and sale agreement or the case initiation letter

matthew.kirkland
Sticky Note
The buyer or seller may submit the purchase and sale agreement  under cover of letter.  The Agency does not consider an e-mail to be a submission of a legal instrument, as shown in our e-mail disclaimer as follows:  

The Bureau of Indian Affairs-Palm Springs Agency will respond to e-mail submissions at our discretion.  Any submission of any kind is not considered received by the Secretary of the Interior or the Bureau of Indian Affairs-Palm Springs Agency until delivered in person, delivered through the United States mail, or delivered by private mail service.  The Agency is not responsible if your electronic mail is lost, intercepted or misused by others.  For security reasons, we will not provide e-mail responses containing information that is privileged, confidential, or otherwise protected from disclosure under applicable laws.  If you are not the intended recipient, you are hereby notified that any retention, distribution or copy of this e-mail is strictly prohibited.

The date the case initiation letter is received with the supporting documents will be considered the beginning date of the project.  The case initiation letter should be sent to:

Realty Officer
BIA - Palm Springs Agency
P.O. Box 2245
Palm Springs, CA  92263

or if delivered by private mail service or in person:

Realty Officer
BIA - Palm Springs Agency
3700A Tachevah Drive, Suite 201
Palm Springs, CA  92262

The case initiation letter should provide a general overview and agreement.  There is no regulatory or statutory requirement that the Lease be submitted under cover of letter, therefore this action step is optional.  If a case initiation letter is received the letter should be retained in the administrative record. 






matthew.kirkland
Sticky Note
The Realty Specialist will enter the land sale into TAAMS Business Leasing Module as a proposal.  TAAMS allows the BIA to track the progress of the transaction, to include any revisions to the documents.  

The time line for approval begins at the point where all of the documents are accurate and fully executed, and in a format that can be approved.  



matthew.kirkland
Sticky Note
The Realty Specialist is responsible for directing the parties to the Agency's web page to source the land sale checklist.    


This checklist is designed to consolidate the information and procedural steps related to processing a land sale.  It is recommended that the Realty Specialist, lender, borrower, Escrow Officer and the buyer review the  checklist and the information notes at the onset of the project.     

This checklist is a dynamic document, intended to be modified as statutes, regulations and policies change.   Therefore, this checklist is for reference purposes only and subject to change at the discretion of the Agency.   

 




matthew.kirkland
Sticky Note
A land sale may occur only if 100% of owners agree.  Therefore, an application must be submitted by 100% of the landowners.  The landowners are responsible for submitting the application.  The BIA will not compel a landowner to apply for a land sale.  The landowner or their representative may obtain a land sale application from the Realty Specialist assigned to the project or from the Realty Officer. 

matthew.kirkland
Sticky Note
Without exception, 100% of ownership interest must consent to the land sale.  Consent is indicated in the purchase and sale agreement, the application, and ultimately when the landowners execute the deed.  

If any landowner interest is currently in probate the BIA will not consent to a land sale on behalf of undetermined heirs.  



matthew.kirkland
Sticky Note
The buyer may submit a copy of their appraisal to the BIA for review and possible approval by the Office of the Special Trustee.  However the prospective lessee has no obligation to provide the BIA a copy of their appraisal.  If the buyer requests that the BIA use their appraisal as the basis for approval of the land sale, 100% of the landowners must agree and the appraisal must be submitted to the Office of Special Trustee for review and approval before the appraisal can be used by the BIA as the basis for a decision.

If an appraisal is not provided by the buyer the BIA will order an independent appraisal to determine if the sale is at or above fair market value.  




matthew.kirkland
Sticky Note
The Realty Specialist is responsible for ordering a TSR from LTRO.  If there are any outstanding Deeds of Trust they will need to be reconveyed or the lender will require notice of the land sale.

The parties should review any approved and outstanding Deeds of Trust to determine the notice requirements for the lender.


matthew.kirkland
Sticky Note
A irrigation statement discloses irrigation fees paid to a 3rd party and applies to farming and grazing land.  The parties to the contract would need to disclose any irrigation fees if applicable, however this generally does not apply to land sales on the Agua Caliente Indian Reservation. 


matthew.kirkland
Sticky Note
A irrigation statement discloses irrigation fees paid to a 3rd party and applies to farming and grazing land.  The parties to the contract would need to disclose any irrigation fees if applicable, however this generally does not apply to land sales on the Agua Caliente Indian Reservation


matthew.kirkland
Sticky Note
If there is a lease in place, the reconciliation should be requested at the onset of the project to determine if there are any defaults on the leasehold.  Any money due to the landowner must be paid prior to a release of the Deed.

matthew.kirkland
Sticky Note
The Realty Specialist and the seller are responsible for reviewing the terms of any agreement and the lease to determine if any fees are due.  

If fees are due, the Realty Specialist must provide evidence that the fees have been paid before sending the lease forward for review and approval. 

matthew.kirkland
Sticky Note
In accordance with the Administrative Fee Schedule dated October 1, 2010, a fee of 1% of the sales price is to be charged to the applicant for processing a land sale.  

Any administrative fee for a land sale will be placed in a non-interest bearing suspense account with the Bureau of Indian Affairs until such time that the land sale is approved by the Regional Director.  Upon the signing of the deed by the Regional Director the administrative fee is considered earned and not refundable.

In the event either party to the sale terminates the agreement prior to the Regional Director's approval of the land sale, the 1% administrative fee is refundable, excluding $2,000.00, which will be retained for the work performed prior to the termination of the agreement. 


Authorities: 

Title 25 Sec.413 authorizes the Secretary of the Interior to collect reasonable fees to cover the cost of any and all work performed for Indian tribes or for individual Indians, to be paid by vendees, lessees, or assignees, or deducted from proceeds of sale, leases, or other sources of revenue...; and

Title 25 Sec. 14b; The Secretary of the Interior is authorized to retain collections from the public in payment for goods and services provided by the BIA.







matthew.kirkland
Sticky Note
The Realty Specialist is responsible for notifying ACBCI of the sale price, structure of payment, appraised value of the property,  and any other material change in the transaction, or if the proposed negotiated sale does not go forward.




matthew.kirkland
Sticky Note
ACBCI will respond to the Notice of Sale in the form of a Tribal Resolution if they intend to purchase or a letter from staff if they do not intend to purchase.  

A response from ACBCI is generally provided within 30 days following notice from BIA, however there is no regulatory or statutory requirement for a Tribe to respond in a specific time frame.  

Deference will be given to the Tribe in the event they want to purchase the land 



matthew.kirkland
Sticky Note
If the land sale includes a metes and bounds legal description the Realty Specialist must have BLM approve the legal description.  The Realty Specialist should however always review the legal description to see if there is a reference to a Tract Map.  If there is a reference to a Tract Map, the Realty Specialist will need a copy of the map to be included with the lease packet for recording by LTRO.  A sample reference to a Tract Map in the legal description looks something like this:

...BEGINNING AT THE SOUTHEASTERLY CORNER OF TRACT MAP NUMBER 3721 AS SHOWN BY MAP ON FILE IN BOOK 61, PAGES 1-2 OF MAPS OFFICIAL RECORDS OF RIVERSIDE COUNTY....

Additionally, if there is an existing lease encumbering the land being sold, the Realty Specialist must include the legal description of the lease when sending documents to BLM for review.  The basis for this action is to ensure that the lease and the land sale have matching legal descriptions.

If the legal description is in error, the Realty Specialist will notify the parties.  The parties to the transaction are responsible for submitting a correct legal description. 





matthew.kirkland
Sticky Note
The parties to a land sale generally open an escrow account.  If an escrow account is opened, the Agency requires a signed and certified copy of the escrow instructions.

The parties to the sale are responsible for providing the Escrow instructions to the BIA, however the instructions are generally provided by the Escrow Officer.  

If an escrow account is not opened instructions are not required, however the BIA will only release a Deed to the buyer and after the buyer has remitted all required payments to the BIA Lockbox,  and the funds have been received and verified by the Agency's accounting staff.

If the land sale payments are amortized over time, the BIA will retain the approved Deed and only release the Deed when all conditions of the sale are satisfied.





matthew.kirkland
Sticky Note
The Secretary of the Interior has delegated authority for approval of a land sale to the Regional Director.  Before any land sale is sent to the Realty Officer, the Deputy Superintendent, the Superintendent or to Sacramento for approval by the Regional Director, the Agency requires evidence that no less than 90% of the sale proceeds are available for transfer upon approval of the sale, however the preference is that 100% of proceeds are verifiable.  

When the Realty Specialist verifies that the buyer has 90% to 100% of the sale proceeds in Escrow, the Realty Specialist will forward the sale packet through the chain-of-command for review and approval.  Upon submission of the land sale proposal from the Agency to the Regional Office, the buyer will be instructed to proceed with securing funding in escrow for 100% of the sale price.    

As a matter of practice, the sale proceeds are held in an outside escrow account and verified by the Escrow Officer.





Bureau of Indian Affairs – Palm Springs Agency 
Checklist for Sale of Indian Land 

 
REVIEW ITEMS TO CONSIDER CROSS 

REFERENCE 
STAFF COMMENTS / NOTES 

 

2012.07.16 

Yes/No/NA Certificate of Indebtedness for seller(s) 
 

Tab 1 Comments / Notes 

Yes/No/NA Intent of seller(s) as to reservation of minerals 
 

Tab 1 Comments / Notes 

Yes/No/NA NEPA Compliance 
 

Tab 1 Comments / Notes 

Yes/No/NA Request for Fee Patent, if applicable 
 

Tab 1 Comments / Notes 

Yes/No/NA If negotiated sale at less than FMV, written 
justification is included, 25CFR 152.25 

Tab 1 Comments / Notes 

Yes/No/NA Sales price exceeds FMV of the estate being sold 
 

Tab 1 Comments / Notes 

Yes/No/NA If sale to Indian, verification of Indian status or 
enrollment is provided and identification number is 
assigned 

Tab 1 Comments / Notes 

Yes/No/NA If deferred payment sale, memorandum of sale and 
promissory note are included 

Tab 1 Comments / Notes 

Yes/No/NA If deferred payment sale, payer on promissory note 
and memorandum of sale must match 

Tab 1 Comments / Notes 

Yes/No/NA If land is in restricted status, order prepared for 
transferring interest 

Tab 1 Comments / Notes 

Yes/No/NA If advertised sale, notice of bid advertisement, 
Report of Sale of Indian Land, Tribe allowed to 
meet high bid – Tribal Resolution to buy or decline 
purchase 

Tab 1 Comments / Notes 

Yes/No/NA Cobell Confirmation of Consultation and Notice of 
Waiver provided to all Indian landowners 

Tab 1 Comments / Notes 

Yes/No/NA Tribal Member provides either Cobell Document: 
1. Executed Confirmation of Consultation; or 
2. Executed Notice of Waiver 

Tab 1 Comments / Notes 

Yes/No/NA Buyer’s authority to sign 
Corporation 
____Articles of Incorporation 
____Corporate Resolution/Authority to Sign 
____ Statement/List of Officers 
Limited Liability Corporations 
____Articles of Organization or Cert. of Formation 
____Operating Agreement 
____Evidence of Authority to Sign 
Partnership 
____Partnership Agreement 
____Certificate of Limited Partnership 
____Authority to Sign 
Homeowners Association 
____Articles of Incorporation / Powers of Board                                                      
          Members 
____Statement of Officers 
____Resolution – Authority to Sign 

Tab 1 Comments / Notes 

BIA
Sticky Note
A certificate of indebtedness is a written promise to repay a debt.  

As the trustee of Federal Indian Land, the Secretary has a fiduciary responsibility to the Indian landowner to ensure that a land sale is in the landowners best interest.  A certificate of indebtedness, while rarely submitted with the land sale application, may serve as the basis for approval of the land sale. 

The certificate of indebtedness may be submitted by the seller but is not required. 



BIA
Sticky Note
The Realty Specialist may consult with the landowners regarding mineral rights.

The landowners must indicate on their  application for sale if they intend to retain mineral rights.

The landowner should contact the Realty Specialists assigned to the project for consultation regarding the retention or disposal of mineral rights.

BIA
Sticky Note
All Federal actions require an analysis of the impact the action may have on the environment.  In general, the degree of analysis is determined by the National Environmental Policy Act (NEPA).  The Realty Specialist is responsible for ensuring that the buyer has fulfilled their NEPA requirements prior to forwarding the land sale for approval

NEPA compliance is generally completed through the following types of analysis:

Categorical Exclusion (CatEx) -   The CatEx is a type of environmental analysis that may expedite NEPA compliance if there is no change in land use.  The CatEx is generally not feasible for a right-of-way, however it may be beneficial for the Realty Specialist to complete the CatEx first to determine if any additional NEPA requirements are needed (See Also "Categorical Exclusion"). 

Environmental Assessment (EA) - Given that a CatEx is generally not feasible for a right-of-way, the applicant will likely be required start the NEPA compliance by contracting for an EA.  The EA is the first step in the process and determines if the project will require an Environmental Impact Statement (EIS).  The Realty Specialists' role is limited to informing the applicant that the EA is a required action step that must be completed prior to the granting of a right-of-way.  If no significant impact is found as part of the EA process, John Rydzik, Chief, Division of Environmental, Cultural Resources Management & Safety (DECRMS), will issue the Agency a Finding of No Significant Impact (FONSI). 

Environmental Impact Statement (EIS) - In the event that the EA determines that the right-of-way project has a significant impact on the environment the applicant will likely be required to secure an EIS.   The EIS consists of a comprehensive study of the environmental impact.  Prior to sending the right-of-way packet forward for approval, the Realty Specialist must receive a Record of Decision from John Rydzik, Chief, Division of Environmental, Cultural Resources Management & Safety (DECRMS). 

KEY POINTS

For land sales of developed land, a CatEx generally fulfills the NEPA requirement.  However if the land sale involves vacant land, the  applicant should know that NEPA compliance can be a lengthy process, depending on the intended use of the land following the sale and the effect on the environment.  Given that the environmental process is among the most complex and time consuming aspects of any Federal Action, it is recommended that the applicant initiate all NEPA requirements as early in the project as possible.

In addition, given that the Cities of Palm Springs, Cathedral City, and Rancho Mirage require compliance with the California Environmental Quality Act (CEQA), it is highly recommended that the applicant combine the NEPA and CEQA requirements into one environmental document, if applicable (See Also CEQA).  












BIA
Sticky Note
 fee patent in the context of a sale of Indian land is limited to when an Indian landowner takes their property out of trust status and the BIA issues a fee patent. 

Fee Patents are issued by the BIA and generally do not apply to land sales on the Agua Caliente Indian Reservation 



BIA
Sticky Note
With limited exception, as defined in 25 CFR §
152.25, land may not be sold at less than the fair market value of the estate being sold. 

If the property is leased the threshold for approval is the value of the leased fee estate.   

If the property is vacant the threshold for approval is the market value of the fee interest as if vacant.

The value of the estate being sold is based solely on an appraisal approved by the Office of the Special Trustee-Office of Appraisal Services.

Land sales are negotiated between the parties.  The role of the BIA, as the trustee of Indian lands, is to determine if the sale is in the best interest of the Indian landowner and if applicable, approve the sale.



BIA
Sticky Note
If the property is leased the threshold for approval is the value of the leased fee estate. 

If the property is vacant the threshold for approval is the market value of the fee interest as if vacant.

BIA
Sticky Note
If the buyer is an Indian, the buyer must provide verification of said status.

BIA
Sticky Note
The Buyer and Seller must provide the terms of the deferred payment sale to the Realty Specialist assigned to the project. 

BIA
Sticky Note
The Realty Specialist will review all relevant documents to ensure that there are no inconsistencies between the memorandum of sale and the promissory note. 

The parties to the sale are responsible for submitting non-conflicting documentation to the Realty Specialist assigned to the project.

matthew.kirkland
Sticky Note
This provision applies to Indian lands in Oklahoma and does not apply to land sales on the Agua Caliente Indian Reservation.

BIA
Sticky Note
As a matter of practice, land sales on the Agua Caliente Indian Reservation are negotiated, rather than advertised sales.  

In the event of an advertised sale, the Realty Specialist is responsible for the notice of advertisement, report of sale, and notice to the tribe.  The Tribe is responsible for providing a Tribal Resolution.



BIA
Sticky Note
The Realty Specialist is responsible for providing the Indian Landowner access to two documents regarding the Cobell v. Salazar class action litigation:

1. Confirmation of Consultation dated January 17, 2007; and

2.  Notice of Waiver dated January 18, 2007

Both documents are available on the Agency's web site and can be downloaded by the landowner or their representative. 
    

BIA
Sticky Note
The Landowner is responsible for providing the BIA with a executed Confirmation of Consultation or Notice of Waiver regarding the Cobell v. Salazar class action litigation.   

BIA
Sticky Note
The Realty Specialist is responsible for determining the type of entity the buyer is under and ensuring that the required documents are provided by the buyer.   As a matter of practice, the Agency does not require supporting financial information as the consideration must be in escrow prior to the land sale being submitted for approval.  

In matters of a deferred payment sale, the BIA may require supporting financial documents as evidence that the buyer has the ability to make payments to the landowner.  

Corporations (Inc.) are organizations created under state law in the United States.  Individuals form a corporation by applying to the state for approval of the company's articles of incorporation.  Generally corporations doing business on land under our jurisdiction are corporations that are privately owned by families, small groups of shareholders, or a single individual, and shares of ownership are not publicly sold.

Limited Liability Corporations (LLC) are corporations that the corporate creditors, such as banks or suppliers, ordinarily have claims against the corporate assets only.  Therefore, if a LLC drifts into financial trouble, its creditors, including the BIA as Lessor, cannot look for repayment beyond the corporate entity.

Partnership is a special form of organization that joins two or more individuals together as co-owners.  The Partnership is an individual entity that is separate from the personal activities of the individuals that own the partnership.

Sole Proprietorship is a separate organization with a single owner.  The Sole Proprietorship is also an individual entity that is separate from the personal activities of the individual that own the partnership.












Bureau of Indian Affairs – Palm Springs Agency 
Checklist for Sale of Indian Land 

 
REVIEW ITEMS TO CONSIDER CROSS 

REFERENCE 
STAFF COMMENTS / NOTES 

 

2012.05.29 

Yes/No/NA If encumbered by a Lease, parties to the contract 
have agreed to the land sale 

Tab 1 Comments / Notes 

Yes/No/NA If encumbered by a DOT, the parties to the DOT 
have consented to the Land Sale. 

Tab 1 Comments / Notes 

Yes/No/NA  No unauthorized/unapproved DOT on file - review 
• TSR 
• Preliminary Title Report from Escrow 
• Realquest 
• Riverside County Recorder’s Office 

Tab 1 Comments / Notes 

Yes/No/NA All outstanding DOT’s have been reconveyed 
 

Tab 1 Comments / Notes 

Yes/No/NA Properly executed deed:  e.g. names, notary, legal 
description, marital status. 

Tab 1 Comments / Notes 

Yes/No/NA Proposal in TAAMS elevated to land sale (pending) 
 

Tab 1 Comments / Notes 

Yes/No/NA Realty Officer’s Review and concurrence for 
approval 

Tab 1 Comments / Notes 

Yes/No/NA Deputy Superintendent’s Review and concurrence 
for approval 

Tab 1 Comments / Notes 

Yes/No/NA Superintendent’s Review and concurrence for 
approval 

Tab 1 Comments / Notes 

Yes/No/NA Land Sale sent to Region for approval 
 

Tab 1 Comments / Notes 

Yes/No/NA Land Sale approved at Region 
 

Tab 1 Comments / Notes 

Yes/No/NA Land Sale approved in TAAMS 
 

Tab 1 Comments / Notes 

Yes/No/NA Existing lease cancelled in TAAMS 
 

Tab 1 Comments / Notes 

Yes/No/NA Land Sale recorded in LTRO 
 

Tab 1 Comments / Notes 

Yes/No/NA Original Deed distributed to buyer  
 

Tab 1 Comments / Notes 

Yes/No/NA New Field 
 

Tab 1 Comments / Notes 

Yes/No/NA New Field 
 

Tab 1 Comments / Notes 

Yes/No/NA New Field 
 

Tab 1 Comments / Notes 

Yes/No/NA New Field 
 

Tab 1 Comments / Notes 

 

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for submitting Federal Action for review by the Realty Officer.  

Copies of all supporting documents must be placed in a binder for easy review and reference.  The binder will include

1.  A memorandum from the Superintendent to the Regional Director requesting the approval of the land sale.  The memorandum must include signature lines for the Realty Specialist, Realty Officer, Deputy Superintendent of Trust Services and the Superintendent, indicating their concurrence or nonconcurrence with the proposed Federal Action.

2.  Following the memorandum, a completed checklist will be placed in the binder at the beginning of the proposal and in lieu of table of contents or index.  The Realty Specialist should provide as much information as necessary in the Staff Comments/Notes section of the checklist to facilitate a rapid review of the proposed Federal action and indicate in the Cross Reference column under which Tab supporting information can be located.


3.  After the checklist all of the supporting documents must be tabbed and cross referenced for review by management.   

matthew.kirkland
Sticky Note
The Deputy Superintendent-Trust Services is second level reviewer of land sale transactions at the Agency

matthew.kirkland
Sticky Note
The Superintendent is the third level reviewer of land sale transactions at the Agency

matthew.kirkland
Sticky Note
If Agency management concurs with the proposed land sale, the Realty Specialist will send the proposal forward for the Regional Director's approval.  The memorandum should be to the attention of the Regional Realty Officer.

The Regional Realty Officer is the fourth level and final reviewer before the proposal is forwarded for approval by the Regional Director.  


matthew.kirkland
Sticky Note
The Regional Director has delegated authority from the Secretary of the Interior to approve the sale of Indian lands in Pacific Region. 

The Realty Specialist will be notified by the Regional Realty Officer following the approval of the land sale. 

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for ensuring that TAAMS Business module is updated to indicate the proposal was approved.  

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for submitting the Land Sale for recording in LTRO in accordance with the following ACBCI procedures:

Transmittal Forms:  All documents submitted for recording must be accompanied by a transmittal form.  It is a 3 part form; pink, yellow, and white.  Fill out the top portion, sign, retain the white copy for your records, then submit the document for recording with the pink and yellow copies.  After the document is recorded, it will be returned to you with the yellow copy.  I have included an electronic copy for your convenience if you wish to print them out yourself.  If you choose to print it out yourself, make sure you print all 3 pages in their appropriate colors and that each page is signed.
TAAMS Encoding:  LTRO will encode all Conveyance Documents and Legal Documents.  If the document resides in the Surface Document, Mineral Document, Right of Way Document, Range Document, Forestry Document or Receivable Document modules, you must encode the document into TAAMS prior to submitting it for recording.  Please make sure that the document number you use in TAAMS appears on the transmittal form.
Imaging:  LTRO will image all documents submitted for recording.  If you need a document imaged for historical purposes, a transmittal form is not required.  All new documents will require a transmittal form.
Dropping off documents and turnaround times:  Documents can be dropped off with the realty assistant at the front desk in Residential Leasing or at the LTRO incoming mail box with Rhoda.  Pick up times for documents dropped off with Rhoda are 10:00 a.m. and 3:00 p.m.  Anything after 3:00 p.m. is considered next day.  If you have a document that needs priority, please inform me ahead of time.  All new documents submitted for recording should have a 24 hour turnaround time.  As I am operating alone at the moment, please be patient if it is not returned to you within the 24 hour time frame.  
Form C:  Form Cs (HYPERLINK)are used when you find a Title defect in TAAMS, such as the wrong owner is listed on an allotment, the acreage or legal description on a tract is wrong, etc.  I have included an electronic copy of the Form C.  Please use the Form C for issues that need to be corrected in the TAAMS Conveyance Document, Legal Document, or the Title Tract modules.  Print 2 white copies; one for your records and one to submit to the LTRO.  The turnaround time for Form C is 48 hours.
TSR Requests:  Please fill out the TSR Request form which is also attached.  The attached form will print 2 copies.  Please fill out both copies and send both of them on green paper.  I will return one copy to you when the TSR is complete.  The turnaround time for TSRs is 48 hours unless it requires additional action on your part.  I will notify you if Realty documents require corrections.

Please be advised that all turnaround times are goals for the LTRO.  As I am the only person in LTRO at the moment, please be patient if I cannot get the requests back to you within that timeframe.  If you have any questions about the process, please feel free to contact me.  Also, please do not bring the documents directly to me.  Please utilize the two drop off areas as discussed above in bullet 4.  LTRO office hours are from 8:00-4:30.

Thank you,

Marc Apodaca
Agua Caliente Band of Cahuilla Indians
LTRO Supervisor
Office: (760) 416-3289 ext 272
Fax:     (760) 325-8506
3700A Tachevah Drive
Suite 203
Palm Springs, CA 92262








matthew.kirkland
Sticky Note
If there is an existing lease, the parties to the sale are responsible for reviewing the lease to determine if the current lessee has the right to consent to the sale.  

The Realty Specialist is responsible for reviewing the lease to determine the lessee's right to consent to a sale. 

matthew.kirkland
Sticky Note
If there is an existing deed of trust, the parties to the sale are responsible for reviewing the deed of trust to determine if the encumbrancer has the right to consent to the sale.  

The Realty Specialist is responsible for reviewing the Deed of Trust to determine the encumbrancer's right to consent to a sale.

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for determining if any unapproved DOT's encumber the leasehold by reviewing the following documents:

·Preliminary and Final Title Report provided by Escrow Officer
·Escrow Instructions
·Federal Title Status Report
·Real Quest report





matthew.kirkland
Sticky Note
All previously approved Deeds of Trust must have evidence that they have been reconveyed.  

The parties to the transaction are responsible for providing the Realty Specialist evidence of the reconveyance.  

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for preparing the deed for the Regional Director's signature.  

The Agency will not release any copies of the Deed to the parties, however the parties or their representatives may and should review the deed at the Agency for accuracy prior to the final proposal being sent to the Regional Director for approval.  

matthew.kirkland
Sticky Note
The Realty Specialist is responsible for updating TAAMS to reflect that the proposed action is recommended for approval, or is non-negotiable, if applicable. 

matthew.kirkland
Sticky Note
If the land is encumbered by a lease, the Federal Government has no jurisdiction regarding the lease upon the sale of the land.  Therefore, the Realty Specialist will coordinate with the Accounting staff to ensure that all payment terms are voided and the lease is cancelled in TAAMS Business Leasing Module. 

For land sales with deferred payments the Realty Specialist should confer with the Realty Officer and the Supervisory Accountant for the appropriate course of action.  

matthew.kirkland
Sticky Note
Four additional fields are provided for use by the Realty Specialist.

matthew.kirkland
Sticky Note
Additional fields are provided 




