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REQUIRED FIELDS 

Project Information Screen- (Pg 2) 

• Project Details  

♣ Work Performed by  

♣ Sales Study Approval date (required if any parcel is acquired by Sales Study 
Valuation)  

• Parcels  

♣ Target Acquisition Date (1 week prior to PSE-excluding weekends)  

Parcel Central- (Pg. 3) 

• Parcel Information 
• Property Address- cannot be left blank- if no physical address, use closest 

intersection  
• County  
• Parcel Type  
• Zoning o Acquisition Type  
• Current Status  
• City  
• State  
• Zip  
• Present Use  
• Brochure Sent Date  
• Initiations of Negotiations  
• Closing Date  
• Taxing Unit  

Interests- (Pg. 4) 
• Access Rights  
• Total Size  
• Type of Interest  

Offer Negotiations- (Pg.’s 5-6) 

• Pro-Rata Taxes- If Fee Simple is acquired- a Disposition of RE Taxes must be generated 
and State’s Share included in the payment request  

• Recording Tab  

♣ Instrument Type  

♣ Recording Date  

♣ Document Number  

Negotiation Diary- (Pg.7) 

• Entry- No less than five (5) diary entries per parcel will be considered acceptable 
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