UNIVERSITY OF CALIFORNIA

REAL ESTATE SERVICES GROUP

HOUSING/COMMERCIAL ACQUISITION CLOSING CHECK LIST

OTHER – SPECIAL PURPOSE/INDUSTRIAL/VACANT/AG./OTHER
Property Address:   _____________________________________________________

Property Alternative Name: 
____________________________________________

APN: ________________________________________________________________

Type/Description of Property:    ___________________________________________

Location:  _____________________________________________________________
Seller or Donor:  _______________________________________________________


Type of Transaction



Purchase Only:
____
a)
Purchase





Purchase Agreement

____
b)
Gift




Gift/Other:

____
c)
Bequest





Terms of Gift/Trust Agreement 

____
c)
Other






Will











Other





1)
Transaction Documentation


____
a)
Letter of Intent




Dated:___________________

____
b)
Purchase & Sale Agreement


Dated:__________________


c)
Exhibits to Purchase & Sale Agreement



  ____
 i)
Form of Assignment of Leases



  ____
ii)
Form of Bill of Sale 


  ____
iii)
Form of Certificate Re Warranties 


..____
iv)
Legal Description 


  ____
v)
Form of Grant Deed



  ____
vi)
List of Tenants 


  ____
vii)
Rent Roll 


  ____
viii)
Form of Estoppel



  ____
ix)
Inventory of Personal Property


____
d)
Amendments to Purchase & Sale 

Dated:___________________


____
e)
Contingency Removal Documentation

Dated:___________________

2)
Approvals



a)
Regents Item




  ____
i) Campus draft



  ____
ii) OP draft

____
b)
Copy of Regents Board Resolution showing approval or President’s/SVP’s Approval Letter

____
c)
Determine applicable Standing Order of the Regents (Regents to President)

____
d)
Determine applicable Delegation of Authority (President to SVP)

____
e)
Secure campus approval and approval documentation

____
f)
Provide copies of approvals to External Finance


3) 
Opening Escrow


____
a) 
Selected Title/Escrow Company: __________________________

____
a)
Letter to Title co. requesting deposit placed in interest bearing account

____
b)
W-9 for UC

____
c)
Provide executed Purchase & Sale Agreement to Title/escrow co.

____
d)
Review estimated Escrow Closing Cost Statement.  



Date:________

By:_______________


____
f) 
Review draft of escrow instructions




Date:________

By:_______________

4)
Escrow Instructions & Closing Statement
____
a)
Review and approve final escrow instructions for consistency with Purchase & Sale Agreement, including any amendments 




Date:________

By:_______________

____
b)
Provide Title co. certified copy of Board Resolutions or copy of Presidential Approval (along with DA 2063 and 100.4 and/or other as applicable)

____
c)
Review and ensure compliance with local government requriements (e.g. , 9a Reports on permits and possible violations in Los Angeles County; ID Reports on hazardous zone disclosures in many counties, etc. – ask title co for specifics for given county or city)




Date:________

By:_______________


____
d)
Approve Escrow Closing Statement 




Date:________

By:_______________

 i)
Confirm all fees and charges appropriate including proration for income,

expenses, taxes & assessments conforms to Purchase & Sale contract



 
Yes____
No____


ii) Approved copy of Closing Statement sent with executed escrow instructions to Campus Real Estate and External Finance as appropriate.



Date:________
 



iii) 
Funding arranged (wiring instructions) with Campus Real Estate and External Finance. (have campus fund directly, if possible)

                            
Date: ___________




 iv)
Arrange for refund from escrow (refund instructions to escrow – instruct Title co to provide cashiers check to The Regents c/o RESG and then send check to campus with final closing statement)



   
Date: ___________


e)
Tax Exemption


____
i) 
Tax exemption request sent (PCOR – attach tax exemption petition)





Date:______________






____ 
ii)
Tax reimbursement refund amount: $________









Date Received:______

-OR-




Tax bill request letter for amount owing:




Amount: $_____________________


Date Received:______




Date Paid: _____________________

5) 
Due Diligence
Note: all real property may contain legal and/or physical conditions that are not readily apparent and that may affect the value, desirability, or utility of the property for its proposed use by UC.  It is critical that the Real Estate Officer responsible for the transaction must assure that: 1) the market value and condition are understood; and 2) the campus used care to discover any other legal or physical conditions prior to any decision to proceed with the acquisition.


a)
Confirm Value of Property



i) Appraisal(s):  ____________________________________





                         (firm name)



If no independent appraisal obtained, explained








Appraised Value(s):___________________________


Transaction Price:






If transaction price is greater than appraised value, explain: ____________________________________________________________________


____________________________________________________________________


____________________________________________________________________


____________________________________________________________________



ii) Review property operating statements, tax statements, utility bills and other financial reports and data for the past 24 months 




Date:________

By:_______________



iii) Prepare operating proforma assuming UC ownership and compare to appraisal




Date:________

By:_______________


b) 
Financial Information – request from Seller and review the following information 

____ i) Most recent five year business plan

____ ii) Prior business plan

____ iii) Depreciation method

____ iv) Financial Statements

____ Three year’s of historical audit statements including:

____ Income statement

____ Balance Sheet

____ Statement of Cash Flows

____ Change in equity statement

____ Last three year’s utility bills with consumption figures

____ Year-to-date internally generated monthly statements (monthly management

          financial reports)

____ Most recent five year projections

____ Monthly occupancy levels

____ Method of revenue recognition

____ Summary of internal and external audit reports for last three years

____ v)Tax status

____ Summary of Federal and State tax positions, including net operating loss carry-

          forwards

____ vi) Operating Data

____ Accounts Receivables

____ Turnover or days

____ Aging

____ Control and Credit Policy

____Seasonality

____ vii) Capital expenditures


____ Last five years


____ Five Year Projection


____ Detailed Priority List with as much analysis as possible


____ Deferred maintenance documentation

____ viii) Equipment


____ List


____ Age


____ Appraisal


____ Orderly liquidation value


____ Replacement value

____ ix) Debt and Leases


____ Lender


____ Terms


____ Interest Rate


____ Payment schedule


        Leases 




 Active Leases & Amendments




 Any Tenant correspondence within in last 2 years




 Estopples (current)




 Schedule of payments if any




 Security/key deposits confirmed
____  x) Insurance


____ Property


____ Liability


____ Workman’s Compensation


____ Any other insurance documents

____ xi) Pension Plans

____ Funding Status

____ Balance Sheet Treatment

____ Ten year projected cash expenses

____ xii) Retiree Medical Benefits/Liabilities – This document not intended to be used for business valuation
____ Funding status

____ Balance sheet treatment

____ Ten year projected cash expenses

____ xiii) Environmental liabilities


____ Description


____ Phase One Studies
                         ____ Phase Two/Other Test Results
____ xiv) Human Resources Information

____ List of all employees including pay scales and benefits

____ Organizational chart

____ Management programs

____ Training manuals

____ Staff payroll and benefits information


c)
Review Title  



____
i) 
letter to campus and OGC w/ title report attached identifying issues and requesting review


____
ii)
Review chain of title 


____
iii)
Review title and clear, correct or approve exceptions, or identify further actions required




Campus:
Date:________

By:_______________




OGC:

Date:________

By:_______________




RESG:

Date:________

By:_______________


____    iv)
Determine appropriate title endorsements and request Title company provide cost estimates


____
v)
Review and approval of Preliminary Title Report 




Date:________

By:_______________


____ 
vi)
Review and approval of Proforma ALTA Title Policy 




Date:________

By:_______________



____
vii)
ALTA Survey  Date: ________   Survey Cost: _______

Surveyor: __________________________________ 

ALTA Survey Approved 

Date:_________
By: _______________





Optional Surveyor Responsibilities: Items selected ______________________

(Items 2, 3, 4, 6, 7a, 8, 10, 11a, and 13 (based on 1999 form) should be selected and should have a nominal cost impact, others should be selected as appropriate) 



____
viii)
Final Title Policy/Binder & Endorsements consistent with approved



Proforma/PTR

____Yes
____No       (If no, explain: 





______________________________________________________________













)



____
ix)
Original title policy filed in transaction file and copy of title policy sent to campus

d)
Have prepared and review reports obtained and received or internal review and documentation prepared for:





Reviewed by

Remarks (attach explanation of any deviations from guidelines/policy)


Seismic Safety

____________

_____________________________________


Hazardous Materials
____________

_____________________________________


Mechanical

____________

_____________________________________


Electrical

____________

_____________________________________


Structural

____________

_____________________________________


Elevator

____________

_____________________________________


Roof

____________

_____________________________________


Hardscape/Lndscpe____________

_________________________________


Plumbing

____________

_____________________________________


Fire Protection

____________

_____________________________________


Swimming Pool
____________

_____________________________________


Architectural plans
___________

_____________________________________


Historic issues

____________

_____________________________________


Pest Control

___________

_____________________________________


Lead-Based Paint
____________

_____________________________________


Asbestos

____________

_____________________________________


Mold

____________

_____________________________________


Flood

____________

_____________________________________


Natural Hazard

____________

_____________________________________


Soils testing

____________

_____________________________________


ADA Compliance
____________

_____________________________________


Required Disclosures
____________

_____________________________________


Other Disclosures (list)________________________________________________________



            ________________________________________________________



            ________________________________________________________

e)
Review Leases:



____
1)
Review all leases as well as amendments, addendums etc


____
2)
Rent Roll  - review or create if not available


____
3)
Prepare list of amounts deposited as security or other deposits – compare to leases



____
4)
Obtain estoppels from each tenant (including roommates)



____
5)
___________


____
6)
___________



Other______________________________________________________________




______________________________________________________________


f) 
Perform UCC-1 search on seller

g)
Review Insurance Policies 

h)
Review all contracts affecting the property to ensure all are cancelable at close:



____
1)
Property Management


____
2)
Vending Machines 


____
3)
Laundry


____
4)
HVAC 


____
5)
Landscape 


____
6)
Elevator repair


____
7)
Refuse


____
8)
Fire Alarm 


____
9)
Exterminator



____
10)
Janitorial



____
11)
Swimming pool maintenance



____
12)
___________



____
13)
___________


i) 
Perform Site visits


____
1)
Campus Real Estate/Housing




____
i) Preliminary 



____
ii) detailed unit by unit, room by room inspection – use Attachment A to assist with inspections (also confirm room size accommodates anticipated student occupancy)



____
iii) final walk through – unit by unit just before close


____
2) 
Campus Risk Manager


____
3)
Campus Fire Marshal


____
4)
OP  - RESG

j)
Review existing warranties (N/A if not available):



____
1)
Roof


____
2)
Water Heater 


____
3)
Elevator


____
4)
_________


____
5)
_________


k) 
Verify Inventory of Personal Property on site (compare to Purchase & Sale Exhibit)

l)
Review Homeowners Association information (if applicable):



____
1)
Copies of all documentation


____
2)
Fees 


____
3)
Insurance Policies


____
4)
Financial Statements


____
5)
Analyze reserves

m)
Determine if any local conditions apply (e.g., affordable housing requirements)

Date:_________
By: _______________



n) 
Confirm UC CEQA Compliance determination 

Date:_________
By: _______________



o) 
Evaluate relocation implications of acquisition 

Date:_________
By: _______________


p)
Perform general review:



____
1)
Adverse possession issues (illegal tenants, long term use w/o lease)


____
2)
Road Access available


____
3)
Topography


____
4)
Drainage issues 


____
5)
Water/utilities available 


____
6)
Biological issues (wetlands, endangered species, etc)


____
7)
Government agency violations


____
8)
Lawsuits against property



____
9)
Parking spaces






Actual__________    Required _________



____
10)
Review all governmental permits, including use permits



____
11)
___________

6)
Closing

a) Funding
____

Arrange funding with External Finance and confirm 3 days prior to anticipated closing date


b) Final Closing Documents

____
i)
Prepare and arrange for execution by the Secretary, Secretary’s Certificate(s) of Acceptance for recorded documents (Grant Deed and Assignment of Leases)


____
ii) 
Review of final closing documents for compliance with Agreement and escrow instructions



iii)
Confirm all closing conditions satisfied
Date:_________
By: _______________



c) Final Closing issues


i) 
Confirm all contracts with 3rd party vendors cancelled



ii) 
Perform Final walk through



iii) 
final preclosing review this checklist with campus



ii) 
ensure all repairs and property modifications completed and paid for by seller



ii) 
ensure all reinspections completed by campus

7)
Transaction Reporting (after closing)

____
a) 
Copy of final closing documents to campus

Date: _____________

____
b)
Copy of final closing documents to RESG file

Date: _____________

____
c)
Donor letter sent (if applicable)


Date: _____________

____
d)
Complete Real Property System Input Form (after receiving recording information) copies forwarded to Risk Management, Corporate Accounting, Capital Planning, Transaction File, Campus Plant Accounting, and Campus Real Estate Office





Date:______________


_____
e)
Transaction data entered in RESG database

Date:______________

8) 
Document Custody




Date Deed(s) Recorded:____________      Conveyance Deed(s) Date Received: _____________

Other Recorded Doc(s) Date(s) Recorded: ______________
Date(s) Received:____________

____
a)
Original recorded documents delivered to the Secretary of the Regents for custody


____
b)
Copy of recorded documents filed in RESG file





____
c)
Copy of recorded documents forwarded to campus Real Estate Contact

Analyst: 




 

  Date:  



Responsible Real Estate Officer



  Date:  


� I.E., each fee, charge and assessment is apportioned and payable in the manner and by the Party set forth in the Purchase and Sale Agreement.
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