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County of Richland 
State of South Carolina 

 

Policy and Procedure Guide for compliance with the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970, as amended 

at 49 CFR 24 and Section 104(d) of the Housing and Community 
Development Act of 1974, as amended at 24 CFR 42. 

 

 

 

 

 

NOTE:  This document is intended as a guideform internal procedure manual to assist agencies, 
and their subrecipients, with compliance for HUD-funded projects involving acquisition, 
rehabilitation, demolition, and/or conversion.  It should be modified as necessary to reflect 
specific operations of your agency, changes in organizational structure, and program procedures.  
Information contained herein is intended to complement HUD Handbook 1378, “Tenant 
Assistance, Relocation, and Real Property Acquisition”.  The URA requires agencies to establish 
criteria for determining the minimum qualifications and competency of appraisers and review 
appraisers and have an appraisal review process.  Section 104(d) requires preparation of a 
residential anti-displacement and relocation assistance plan, which must be made available to the 
public.      
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Introduction 
This procedures guide provides step-by-by step guidance to the County of Richland 
(County) staff on applicability of the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act of 1970, as amended (URA) (including the requirements under 
Section 104(d)) when Federal funds are used in connection with projects involving 
acquisition, rehabilitation, demolition and/or conversion of lower-income dwelling units.  
These procedures address the steps to be followed from the application phase through the 
completion of the project, including relocation of displaced occupants.  These procedures 
reflect the URA requirements found at 49 CFR Part 24, as amended, effective February 3, 
2005.  Section 104(d) requirements may be founded at 24 CFR 42.   

The procedures are divided into eight stages as described below. 

 Stage1:   Property/Site Identification for Acquisition 
 Stage 2:  Approval of Acquisition Authority (County Council/Development & Services 

Committee) 
 Stage 3:  Preliminary Acquisition and Relocation Planning    
 Stage 4:  Request for “Written Offer to Purchase” Approval 
 Stage 5:  Offer to Purchase 
 Stage 6:  Property Acquisition 
 Stage 7:  Issuing Move Notices 
 Stage 8:  Execute Relocation 
 

For each stage, this procedure guide provides a list of the process steps and any necessary 
background on relevant requirements. The guide focuses on URA/104(d) compliance and 
provides references, where necessary, for additional resources related to other 
requirements. 

This guide is also designed to clarify and establish staff assignments and responsibilities. 
Accordingly, the following pages list steps described in this guide with space to enter 
responsible staff. Upon preparing this guide, County staff appropriately assigned qualified 
individuals for each step in the process.   
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List of Acronyms 

CDBG Community Development Block Grant 

CDBG-DR Community Development Block Grant – Disaster Recovery 

CFR Code of Federal Regulations 

CPD Richland County Community Planning & Development Department 

DOT Department of Transportation 

ESD Richland County Emergency Services Department 

ESG Emergency Shelter Grants 

FEMA Federal Emergency Management Agency 

FIRREA Financial Institutions Reform, Recovery and Enforcement Act of 1989 

FMR Fair Market Rent 

FMV Fair Market Value 

GIN General Information Notice 

HMGP Hazard Mitigation Grant Program 

HOME Home Investment Partnerships 

HOPWA Housing Opportunities for Persons with AIDS 

HUD U.S. Department of Housing and Urban Development 

ION Initiation of Negotiations 

LDRM Richland County Local Disaster Recovery Manager 

MLIS Multiple Listing Information Service 

M/WBE Minority and Women-Owned Business Enterprise 

RHP Replacement Housing Payment 
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SCEMD South Carolina Emergency Management Division 

SFHA Special Flood Hazard Area 

URA Uniform Relocation Assistance and Real Property Acquisition Policies Act of 
1970 
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Task Responsible Entity  Staff Person(s) 

Stage 1:  Property/Site Identification for Acquisition 

 1.1 Project identification Federal Emergency 
Management Agency 
(FEMA) Programs - 
Emergency Services 
Department (ESD) 
U.S. Department of 
Housing and Urban 
Development (HUD) 
Programs -Community 
Planning & Development 
Department (CPD) 

Director 
 
 
 
 
Director 

1.1.1  Identify Need FEMA Programs -  
ESD 
 
HUD Programs -  
CPD  

Local Disaster 
Recovery Manager 
(LDRM) 
Flood Plain Manager 
CPD Housing 
Program Manager 

1.1.2  Identify Appropriate Real Property FEMA Programs -  
ESD 
 
HUD Programs -  
CPD  

LDRM 
 
 
Flood Plain Manager 
CPD Housing 
Program Manager 

1.1.3 Identify Funding Source FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.1.4  Order Environmental Review FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  



County of Richland – URA/104d Policy & Procedure Guide   Page 6 
June 19, 2019 
 
 
 
 
 
 
 

Task Responsible Entity  Staff Person(s) 

1.1.5 Notify Tax Assessor’s Office FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.2  Site Visit—Identify 
Occupants/Possible Displacement 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.2.1  Residential FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.2.2  Commercial FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.2.3  Other FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.3  104(d) Demolition/Conversion 
Review 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

1.4  Develop Preliminary Relocation 
Costs 

FEMA Programs -  
ESD 

LDRM 
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Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager  

1.5  Issue Notice of Interest/GIN FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 2:  Approval of Acquisition Authority 

2.1  Development & Services Committee 
Recommendation to County Council 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

2.2  County Council Approval FEMA Programs -  
ESD 
HUD Programs -  
CPD  

Director 
 
Director 

2.2.1  Acquisition Authority FEMA Programs -  
ESD 
HUD Programs -  
CPD  

Director 
 
Director 

2.2.2  Redevelopment Authority FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 3:  Preliminary Acquisition and Relocation Planning 

3.1  Title and Survey Work FEMA Programs -  
ESD 

LDRM 
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Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager  

3.2  Appraisals FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

3.2.1  Appraisal Contents FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

3.2.2 Review Appraisal Ordered FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

3.3 Prepare Relocation Plan FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

3.4 Prepare 104(d) One for One 
Replacement Plan 

HUD Programs -  
CPD 

CPD Housing 
Program Manager  

3.4.1 Affected Units HUD Programs -  
CPD 

CPD Housing 
Program Manager  

3.4.2 Place Public Notice  HUD Programs -  
CPD 

CPD Housing 
Program Manager  

3.4.3 Submit Draft of Plan to HUD HUD Programs -  
CPD 

CPD Housing 
Program Manager  
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Task Responsible Entity  Staff Person(s) 

3.5 Issue Move-In Notice to Owner FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 4:  Request for “Written Offer to Purchase” Approval  

4.1 Property Information (title, 
appraisals, survey) to law dept 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

4.2 Draft and Forward Confidential 
Memo  

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

4.3 Verify and Authorize Funding FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

4.4 Final Memo Drafted FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 5:  Offer to Purchase 

5.1 Offer of Just Compensation to 
Owner 

Richland County Attorney 
FEMA Programs -  
ESD 

Staff Attorney 
LDRM 
 
 



County of Richland – URA/104d Policy & Procedure Guide   Page 10 
June 19, 2019 
 
 
 
 
 
 
 

Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager 

5.1.1 Determining Just Compensation Richland County Attorney 
FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

Staff Attorney 
LDRM 
 
 
CPD Housing 
Program Manager 

5.1.2 Purchase Agreement Richland County Attorney 
FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

Staff Attorney 
LDRM 
 
 
CPD Housing 
Program Manager 

5.1.3 Tenant Improvement FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

5.2 Provide Eligibility Notices/Notice of 
Non-displacement to Occupants 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

5.2.1  Notice of Non-Displacement FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

5.2.2 Temporary Relocation FEMA Programs -  
ESD 

LDRM 
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Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager  

5.2.3 Notice of Eligibility for Relocation 
Assistance 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 6: Property Acquisition 

6.1 Negotiation with Property Owner FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

6.1.1 Coercive Actions Not Allowed by 
Agency 

FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

6.1.2 Administrative Settlement FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

6.1.3 Closing the Sale FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

6.1.4 Renting the Acquired Property FEMA Programs -  
ESD 

LDRM 
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Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager  

6.2 Condemnation Process Richland County Attorney 
HUD Programs -  
CPD 

Staff Attorney 
CPD Housing 
Program Manager  

6.2.1  Involve County Attorney Richland County Attorney 
HUD Programs -  
CPD 

Staff Attorney 
CPD Housing 
Program Manager  

6.2.2  Request Check for Escrow Richland County Attorney 
HUD Programs -  
CPD 

Staff Attorney 
CPD Housing 
Program Manager  

6.2.3 Deposit Check at County 
Treasurer’s Office 

Richland County Attorney 
HUD Programs -  
CPD 

Staff Attorney 
CPD Housing 
Program Manager  

6.2.4 Litigation Richland County Attorney Staff Attorney 

Stage 7: Issuing Move Notices 

7.1  90- and 30-day Notice to Vacate FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

Stage 8: Execute Relocation 

8.1  Residential FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  
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Task Responsible Entity  Staff Person(s) 

8.1.1  Provision of Comparables FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.1.2  Advisory Services FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.1.3  Moving FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.2  Commercial FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.2.1  Assistance with New Locations FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.2.2 Advisory Services FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.2.3  Moving FEMA Programs -  
ESD 

LDRM 
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Task Responsible Entity  Staff Person(s) 
 
HUD Programs -  
CPD 

CPD Housing 
Program Manager  

8.2.4  Reestablishment Costs FEMA Programs -  
ESD 
 
HUD Programs -  
CPD 

LDRM 
 
 
CPD Housing 
Program Manager  

8.3 Appeals FEMA Programs -  
ESD 
HUD Programs -  
CPD  

Director 
 
Director 

 



County of Richland – URA/104d Policy & Procedure Guide   Page 15 
June 19, 2019 
 
 
 
 
 
 
 

Stage 1:  Property/Site Identification for Acquisition 
These requirements include: 

 Property Identification 
 Site Visit 
 Demolition/Conversion Review 
 Development Preliminary Relocation Costs 
 Issue Notice of Interest/GIN 

1.1 Property Identification 
For any project, the acquisition process must begin with the identification of all the 
property(ies) that will be needed to undertake and complete the project, including any and 
all land, buildings, and improvements that may be needed.  For the Federal Emergency 
Management Agency (FEMA) grant funded buy out programs, the Emergency Services 
Department (ESD) and for the U.S. Department of Housing and Urban Development (HUD) 
grant funded acquisition programs the Community Planning & Development Department 
(CPD) must complete the following steps prior to property acquisition or buyout (for the 
purposes of this document, acquisition will be used to include FEMA’s grant buyout 
programs): 

 Identify the need for the project; 
 Identify appropriate property to acquire; 
 Identify all funding sources for project; 
 Order environmental review; 
 Notify the Tax Assessor’s Office of the possible acquisition.  

1.1.1  Identify Need 
For FEMA acquisition grant programs, the LDRM and Flood Plain Manager must review the 
proposed project and determine that a need has been identified and is consistent with the 
following: 

 South Carolina Emergency Management Division’s (SCEMD) grant guidance; and 
 The property is in the Special Flood Hazard Area (SFHA); and 
 The property was significantly damaged by the disaster event; and 
 The property owner has an interest in participating in the program. 

The FEMA acquisition grant program is strictly a voluntary acquisition program. Either the 
property owner or the County can decline acquisition at any time in the process. 
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For HUD acquisition grant programs, The CPD Housing Program Manager must review the 
proposed project and determine that a need has been identified, and is consistent with the 
following: 

 HUD approved 3 -5 Year Consolidated Plan; and 
 County of Richland (County) Consolidated Plan – Annual Action Plan; or 
 Local neighborhood or area redevelopment plan. 

This project review should include the determination that the proposed project is an eligible 
activity under the identified funding source (Hazard Mitigation Grant Program (HMGP), 
Home Investment Partnerships (HOME), Community Development Block Grant (CDBG), 
Community Development Block Grant – Disaster Recovery (CDBG-DR), Emergency Shelter 
Grants (ESG), Housing Opportunities for Persons with AIDS (HOPWA), State of South 
Carolina or local appropriation).  This review should include determination of any public 
notification or comment required under separate requirements, based on funding source.   

1.1.2  Identify Appropriate Real Property 
For FEMA acquisition grant programs, to begin the real property acquisition process, the 
LDRM and Richland County Flood Plain Manager must identify all the property(ies) that may 
be acquired for the project, including all land, buildings, and any real property 
improvements. This identification should include a determination of whether the target 
property(ies) is occupied, and how the property(ies) is used.   

For HUD acquisition grant programs to begin the real property acquisition process, the CPD 
Housing Program Manager must identify all the property(ies) that may need to be acquired 
for the project, including all land, buildings, and any real property improvements.  This 
identification process should include a determination of whether the target property(ies) is 
occupied, and how the property(ies) is used.   

The CPD Housing Program Manager must take all reasonable steps to minimize 
displacement, and potentially seek alternatives, when selecting real property(ies) that may 
require acquisition for a project.  The CPD Housing Program Manager must check the 
County’s Real Estate Inventory to determine whether the County could use any properties it 
currently owns for project instead of acquiring new property.  The CPD Housing Program 
Manager should also check real estate’s Multiple Listing Information Service (MLIS) for 
alternative properties. 

1.1.3  Identify Funding Source 
Funding sources must be identified as soon as the LDRM and/or CPD Housing Program 
Manager selects appropriate properties for acquisition.  Any time property is acquired with 
Federal financial assistance the URA is triggered and all requirements must be followed 
precisely.  It is necessary to not only understand all the requirements of the URA, but also 
have enough funding to meet all of the URA obligations.  While the HOME and CDBG 
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program can usually pay relocation costs, other program requirements may also have to be 
met to ensure that the cost is eligible.   

The LDRM and CPD Housing Program Manager must know financial limits of a Federal 
funding source, developer and/or County funding when acquiring property.  Potential 
sources of project funds should be identified as early as feasible.  

1.1.4  Order Environmental Review 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs must order a an environmental review for the property 
acquisition.  This is a cursory review of available materials, not a Phase I review.  It takes 
two or more weeks to complete this review.  Under 24 CFR Part 58, as amended, the 
County is required to conduct an environmental review to determine a project’s potential 
impact on the physical environment, including historic resources, in accordance with the 
National Environmental Policy Act (NEPA), and other Federal laws and authorities.  This 
process step will initially assist to identify environmental conditions and issues upfront and 
contribute preliminary information to be used in decision making. 

1.1.5  Notify Tax Assessor’s Office 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs must notify the Richland County Tax Assessor Division 
of the property acquisition.  Once the project has undergone preliminary review and 
determined viable by the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs, the Tax Assessor Division 
reviews the memo requesting acquisition services that includes the following information: 1) 
a funding source that includes line item for project soft costs; 2) a copy of the 
redevelopment/TIF plan, if available at this time; and 3) the scope of acquisition services 
requested (i.e., title commitment, plat of survey, appraisal and appraisal review).  

1.2  Site Visit 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs is required to complete an initial site visit of all 
properties prior to acquisition.   

The purpose of the initial site visit(s) is to identify all occupants of property that may be 
affected by a proposed project.  In some projects, a site visit may be the only way to identify 
households that could be affected by the project and may either be eligible for temporary or 
permanent relocation assistance.   

1.2.1  Residential Properties 
For all residential properties, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs are responsible for 
completing an initial site visit, follow-up visits, and a visual home site inspection.  Written 
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documentation summarizing contacts must be retained in accordance with HUD 
recordkeeping requirements.   

 Initial Visit.  During the initial visit, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs must: 
 Obtain data, regarding the family composition, current rent, type and tenure of 

homeowner/tenant, employment status, and household income 

 Establish eligibility for relocation 

 Explain the relocation process to the homeowner/tenant 

 Deliver a relocation pamphlet to the homeowner/tenant 

 Follow up visits.  During follow-up visits, the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs must: 
 Secure documents, including the lease, proof of income, and utility bills 

 Determine the tenant’s needs, including preference on location, means of transportation, 
type of move 

 Search for a replacement unit – either 3 comparable or 3 suitable 

 Visual home site inspection.  During the visual home site inspection, the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs must: 
 Determine if the conditions are decent, safe, and sanitary 

 Determine if the occupants have any special needs 

 Review the unit amenities, size, or features 

Non-Residential Properties 
For all non-residential properties, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs are responsible for 
completing an initial site visit, follow-up visits, and a visual non-residential site inspection. 

 Initial visit.  During the initial visit, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs must: 
 Obtain data, including the nature of the business, industry, or other property use, and 

type and tenure of owner/tenant 

 Establish eligibility for relocation 
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 Explain the relocation process to the owner/tenant 

 Deliver a relocation pamphlet to the owner/tenant 

 Follow up visits.  During follow-up visits, the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs must: 
 Deliver forms, including the letter of intent, inventory forms, searching cost forms, 

outmoded printed matters 

 Secure documents, including the lease, copy of County’s license, and legal documents 

 Determine relocation plan, including in-lieu of payment, self-move, actual move 

 Visual non-residential site inspection.  During the visual non-residential site inspection, the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs must: 
 Walk through property with occupant to identify possible reestablishment expenses, 

including electricity, plumbing and other reconnection or reestablishment needs.   

1.3  104(d) Demolition/Conversion Review 
For HUD grant funded acquisition projects, an important element of the planning process is 
the review and determination of whether the project will result in the demolition or 
conversion of existing affordable housing unit as the result of the proposed project.  An 
affordable housing initiative may result in newly renovated units, construction of new 
housing units, or conversion from renter-occupied units to owner-occupied units.  Even so, 
the project must be evaluated in accordance with the requirements under Section 104(d) of 
the Housing and Community Development Act of 1974, as amended.   

Section 104(d) requires that whenever HOME or CDBG program funds are used in a project 
that results in the “loss” of housing units that are affordable to low-income households (both 
rental and owner occupied), higher relocation benefits must be extended to the displaced 
low-income families, and units lost must be replaced on a one-for-one basis.  This 
requirement can be triggered even in projects where the de-concentration or reduction of 
housing density is a desirable objective.    

Meeting the requirements of Section 104(d) is an important planning consideration that must 
be addressed to ensure that both the project budget has sufficient resources, and the 
obligation to replace units can be recognized and achieved.  Additionally, requirements 
under this section include the development and submittal of a plan to HUD detailing how the 
demolished or converted units lost to the affordable housing supply will be replaced.  The 
provision for developing a one-for-one replacement plan includes the requirement for public 
notice and a 30- day comment period prior to the plan’s submission to HUD.  
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For FEMA grant funded acquisition projects, since the HMGP is designed to eliminate future 
loss due to floods, the HMGP program specifically prohibits rebuilding on the acquired sites. 

1.4  Development Preliminary Relocation Costs 
In planning for the acquisition of real property, a preliminary relocation budget must be 
developed.  The project relocation budget must include all costs related to: 

 The purchase of land, buildings, or housing units, estimated at fair market value (see 
Valuation, below); 

 Transfer of ownership, including customary settlement fees and closing costs (legal 
assistance, title search, recordation fee); 

 Property survey(s); 
 Appraisal(s); and 
 Demolition costs to include:  
 initial asbestos testing, monitoring, and clearance testing; 
 restoration of the property to the desired state; and 

 Relocation payments, including replacement housing payment, moving expenses, and 
advisory services, if displacement will occur.   
In addition to these direct costs, if displacement will occur, there are staff requirements 
associated with meeting the needs of those currently occupying the property.  In addition, if 
Section 104(d) applies to the project, there may be higher relocation payments to low-
income occupants who are displaced, and the grantee must also consider how the 
replacement unit(s) will be funded.  (See discussion on Demolition and Conversion of 
Housing Units.)  Planning and budgeting is essential to ensure that sufficient funds are 
available to comply with all applicable relocation and acquisition requirements, prior to final 
project approval. 

 If displacement must occur in a project, the following considerations must be considered to 
establish accurate relocation costs: 
 Relocation is an eligible project soft cost, but it will increase total project cost and will 

impact the overall financial feasibility of the proposed project. 

 Early planning is essential to ensure that project budgets include funds for 
relocation/acquisition costs. 

 There is no requirement governing whether relocation costs must be publicly or privately 
funded - the regulations only require that Federally-funded projects comply with the 
URA and 104(d) requirements. 
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  It is permissible to have relocation costs paid for by the project developer. However, the 
direct HUD-funding recipient is always responsible for compliance with all applicable 
regulations and for ensuring that the relocation process – including payments and 
recordkeeping – is administered correctly.  

Determining Resource Needs 
 During the planning stage of a project, it is recommended that the County review the 

following in order to anticipate relocation issues: 
 Applicable relocation requirements 

 Staffing needs 

 Staff training and other needed capacity building 

 The grantee should also determine the following issues: 
 The supply and cost of comparable replacement units if involuntary displacement must 

occur 

 The availability of social services to assist those with special needs 

 Costs to the program, the project, and the people involved 

1.5  Issue Notice of Interest/General Information Notice 
The URA requires that everyone affected by the acquisition of real property in a Federal 
financed project receive timely notices and specific information regarding their status and 
potential eligibility for any assistance and services.  Upon determination that a project has 
received preliminary approval and will be submitted to the County Council for final approval, 
the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will undertake the following steps to provide required 
notices to all affected parties.   

1.5.1 Preliminary Notice of Interest 
Upon receipt of the title commitment the LDRM for FEMA acquisition grant programs and/or 
the CPD Housing Program Manager for HUD acquisition grant programs will forward a 
“Notice to Owner” to all the affected property owners for the identified project.  The “Notice 
to Owner” will include the following: 

 Expression of possible interest in acquiring the property; 
 Advise occupants not to move; 
 Informs the property owner(s) if an appraisal must be conducted, and that the owner has the 

right to accompany the appraiser; 
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 If the property is acquired, the owner(s) will be offered fair market value; and 
 The owner’s protections under the URA. 
 The “Notice to Owner” must include the HUD brochure (HUD Form 1041-CPD) “When a 

Public Agency Acquires Your Property” 

1.5.2 General Information Notice (GIN) 
Based on information and data collected at the preliminary site visit(s), the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs will identify and issue to all occupants a “General Information Notice” as 
soon as feasible.  If involuntary displacement is possible, the GIN will include the applicable 
HUD brochure.  For acquisition projects, the GIN should be given to tenants as soon as 
possible after the “Notice to Owner” has been sent to the owner(s).   

The General Information Notice (GIN) is issued to all occupants and informs them of the 
proposed project and the possible effect it may have on their ability to remain in residence.  
The GIN will include: 

 An explanation of the proposed project;  
 Advise occupants not to move prematurely; 
 Information (if available) regarding the terms for continued occupancy or of the assistance 

available if the person will be displaced. 

Files or Attachments needed for Stage 1: 
 Sample Notice – Notice to Owner  
 Sample Notice – General Information Notice  
 HUD Form 1041-CPD, “When a Public Agency Acquires Your Property” 
 HUD Booklet 1042-CPD, “Relocation Assistance to Tenants Displaced from Their Homes” 
 HUD Booklet 1043-CPD, “Relocation Assistance to Non-Residential Occupants” 
 HUD Booklet 1044-CPD, “Relocation Assistance to Displaced Homeowner Occupants” 
 HUD Booklet 1365-CPD, “Relocation Assistance to Persons Displaced from Their Homes 

104(d)” 
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Stage 2:  Approval of Acquisition Authority 
These requirements include: 

 Development & Services Committee Recommendation to County Council 
 County Council Approval 

2.1  Development & Services Committee Recommendation to 
County Council 
The preliminary packet of Development & Services Committee submission materials for 
proposed development is prepared by the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs and 
distributed to the CPD Director and the Development & Services Committee Chairperson.  
Materials include staff reports, maps and photos, sample minority and women-owned 
business enterprise (M/WBE) notification letter, resolution and public notice (if required by 
action).  A tentative Development & Services Committee agenda is posted on the County 
website.  The Development & Services Committee Chairperson attends briefing.  A final 
packet of materials including postal receipts for M/WBE certified letters, letter(s) of support, 
letter of intent from lender, copy of Residential Developer license if for-sale project or 
organizational brochure and annual report is prepared and sent to Development & Services 
Committee members.  Final Development & Services Committee agenda is posted on the 
First Floor of the County Administration Building next to the Planning Department’s self-
service counter.  The LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs make presentation at the 
Development & Services Committee meeting.   Copy of Development & Services Committee 
recommendation to County Council issued. 

2.2  County Council Approval 
After issuance of Development & Services Committee recommendation to Council the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs develops an ordinance package for County legal review 
and approval.  The County Council considers the Development & Services Committee’s 
recommendation for final passage.  The ordinance is published in the Journal of Council 
Proceedings. 

2.2.1  Acquisition Authority 
The County has authority to acquire property through the purchase of land, buildings, or 
existing housing units.  The County must receive approval from the County Council prior to 
entering into any purchase agreement or contract with a real property owner.  The LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs is responsible for obtaining required authorization, including: 
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 Development & Services Committee Recommendation to County Council - The LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs is required to obtain Development & Services Committee 
recommendation to Council, if not on acquisition map.   

 County Council Approval - If acquisition approval has not been granted, the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs must obtain County Council approval. 

2.2.2 Redevelopment Agreement 
For FEMA acquisition grant programs, redevelopment of acquired land is severely restricted. 
Land must be returned to a naturalized state or some other very minor development as 
allowed by the HMGP grant. 

For HUD acquisition grant programs, a Redevelopment Agreement is required if land will be 
redeveloped with building improvement in the County  The CPD Housing Program Manager 
for HUD acquisition grant programs is responsible for the completion of this process step, 
including: 

 Development & Services Committee Recommendation to County Council - The LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs must obtain Development & Services Committee 
recommendation to Council. 

 County Council Approval - The LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs must obtain County Council 
approval. 

 Execution Redevelopment Agreement - The LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs will execute 
the redevelopment agreement.     
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Stage 3:  Preliminary Acquisition and Relocation Planning 
This stage of the process undertakes the preliminary actions and steps in preparing the 
property(ies) for purchase, and any relocation requirements when there are occupants.  
These requirements include: 

 Title and survey work.  These are described in Section 3.1 below. 
 Appraisal(s).  Ordering guidelines, required content and reviewing appraisals are described 

in Section 3.2 below. 
 Prepare Relocation Plan. Required contents of the Relocation Plan are described in Section 

3.3 below. 
 Prepare 104(d) One for One Replacement Plan 
 Issue Move-In Notice, if applicable.  

3.1  Title and Survey Work 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs shall order a title search and survey of the subject 
property(ies) identified to be acquired. 

3.2  Appraisals  
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will obtain a least one appraisal of a vacant real 
property by a competent real property fee appraiser licensed by the State of South Carolina, 
and one appraisal for improved real property by a competent real property appraiser 
licensed by the State of South Carolina.  Each fee appraiser must be certified under State 
law, in accordance with Title X of the Financial Institutions Reform, Recovery and 
Enforcement Act of 1989 (FIRREA).  Qualifications of fee appraisers must be consistent with 
the proposed scope of work for the assignment in accordance with 49 CFR 24.103(d)(1).   

The fee appraiser, prior to inspection of the subject property, will notify the property owner 
and provide reasonable opportunity for the owner or their representative accompany during 
the site visit.  The appraiser will prepare an appraisal report consistent with the scope of 
work for the assignment that includes the current fair market value (FMV).   

3.2.1  Appraisal Contents 
At a minimum, all appraisals must comply with 49 CFR 24.103 and contain the following: 

 The purpose and function of the appraisal 
 A statement of the assumptions and limiting conditions affecting the appraisal 
 An adequate description of the property, any remnants not being acquired, and the 

property’s physical characteristics (including items identified as personal property) 
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 This should also include key project information such as: title information, location, 
zoning, present use, highest and best use, and at least five-year sales history of the 
property. 

 An explanation of all relevant approaches to value. 

 If more than one valuation method is used, the text should reconcile the various 
approaches to value and support the conclusions. 

 A description of comparable sales 
 A final statement of the value of the property 
 For partial acquisitions, the appraisal should also give a statement of the value of 

damages and benefits to the remaining parcel. 

 The effective date of the valuation and appraisal 
 A signature and certification of the appraiser 

3.2.2  Review Appraisals 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs shall require that a review appraiser to examine the 
appraisal report(s) to assure that the estimate is fair, conforms to current professional 
appraisal standards, and meets the scope of work for the assignment.  This review must be 
complete prior to the LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs making a written offer to purchase 
the property from the owner.   

If the appraisal report does not meet the scope of work for the assignment as required or 
acceptable appraisal standards, then the review appraiser can return the report for 
corrections, develop an independent value, or require a different fee appraiser to provide a 
new appraisal.   

If it is not practical to do a second appraisal, the review appraiser may present and analyze 
market information to support a recommended (or approved) value: 

 The reasons for the change and the new value should be documented in a certified 
document. 

 The level of this explanation will vary according to the complexity of the individual project 
circumstances. 

3.3  Prepare Relocation Plan 
To meeting URA requirements using the Office of Community Planning and Development 
funds, the Consolidated Plan rule at 24 CFR 91 requires the Office of Community Planning 
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and Development grantees to develop, certify, and follow a Residential Antidisplacement 
Policy and Relocation Assistance Plan.  The inclusion of this plan and its certification is 
necessary to receive funds under both HOME and CDBG Programs, including the use of 
Section 108 Loan Guarantee funds.   

At 49 CFR 24.205, the URA has separate relocation planning, advisory service and coordination 
requirements.  The CPD Housing Program Manager for HUD acquisition grant programs will 
prepare relocation plans for individual projects to the detail and scope required by the 
complexity and nature of the project.  A relocation plan should identify, at a minimum, the 
following components as applicable:   

 Name and contact information for the entity designated to manage the relocation and other 
associated activities; 

 Summary or overview of the project, including properties to be acquired; 
 How and when the grantee plans to conduct occupant surveys (if known – include occupant 

data here); 
 Available housing resources, including location of potential comparable replacement 

dwelling units; 
 Anticipated rents, changes in utility, parking or other charges and new rental policies after 

the rehabilitation or change in use of the property; 
 Measures that will be taken to retain existing tenants; 
 Information on how the relocation assistance plan will be implemented including staffing, 

relocation payments, advisory services and eligibility requirements; 
 Project timetables, including descriptions of the scope of work to be done and its phasing; 
 Advisory and community-based services available to those displaced; 
 Methods to be used to communicate details of relocation plan to owners, occupants, and 

tenants, and if necessary, in alternative formats; and 
 Measures planned to minimize proposed project’s impact on occupied units. 

3.4  Prepare 104(d) One for One Replacement Plan 
Section 104(d) of the Housing and Community Development Act of 1974, as amended, may 
be triggered whenever CDBG and/or HOME funds are used in a housing development 
project.  These requirements focus on the “loss” of a community’s low-income housing, both 
rental and homeownership, through demolition or conversion.  It is concerned primarily with 
providing relocation assistance for displaced low-income families, and with replacing each 
individual unit of low-income housing that are demolished or converted to other use on a 
one-for-one basis.  This plan must be made public and submitted to HUD in accordance with 
24 CFR 42.   



County of Richland – URA/104d Policy & Procedure Guide   Page 70 
June 19, 2019 
 
 
 
 
 
 
 

3.4.1  Affected Units 
In addition to a higher level of relocation assistance, Section 104(d) requires the grantee to 
replace any low-income dwelling units demolished or converted using HOME or CDBG 
program funds.  A low-income dwelling unit, either renter or owner, is based on the amount 
of rent charged, not the occupants’ income.  If the rent, including utilities, is equal to or 
below the Section 8 Fair Market Rent (FMR), then the unit qualifies as a low-income 
dwelling unit.  For owner-occupied units, this is established based on what rent would be 
charged for comparable units in the local housing market. 

One-for-one replacement requirements can be triggered when a unit is torn down 
(demolished) or is “converted.” Converted units include units whose use changes from 
residential to non-residential, whose rents increase above the Fair Market Rent (FMR), or 
whose occupancy standards change, such as emergency shelter.  Conversion does not 
include the reconfiguration of units, if the property would continue to serve as low-income, 
such as rehabilitating many studios and one-bedroom units into two- and three-bedroom 
units. 

Once it has been established that a project will result in the demolition or conversion of low-
income housing units, then there may be an obligation to replace, on a one-for-one basis if: 

 Unit is low income (rents at or below FMR); 
 Is occupied or is vacant occupiable; 
 Converted to a housing unit renting above the FMR; and 
 Converted to a non-residential use.  

There is no obligation to replace the low-income housing unit if: 

 Unit is substandard and not suitable for rehabilitation (as defined in Consolidated Plan); or 
 Unit has been vacant over 90 days. 

3.4.2  Place Public Notice (30 days) 
When there is a requirement to replace units under Section 104(d), the CPD Housing 
Program Manager is required to develop and make available for a 30-day public comment 
period a One-for-One Replacement Plan.  The responsibility to replace units is not project 
specific but is an overall responsibility of the County.   

The guide on the following pages may be used for submittal to HUD along with other 
required documentation as listed when the County or its subrecipients will be demolishing or 
converting lower-income dwelling units will trigger one-for-one replacement requirements.  
Replacement units may be provided one year prior to and/or up to three years after the 
execution of a contract for demolition/conversion. 
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One for One Replacement Plan 
Section 104(d) of the Housing and Community Development Act of 1974, as 

amended 
 

County of Richland 
 
The [insert jurisdiction] hereby submits a one-for-one replacement housing plan for CDBG or 
HOME assisted projects that involve the demolition and/or conversion of low-income 
dwelling units under 24 CFR 42.    
 
Reporting and Disclosure 
Before the [jurisdiction] executes a contract for demolition and/or conversion of a low-
income housing unit that is subject to one-for-one replacement requirements this plan was 
made public by: 
          Newspaper advertisement (notice attached) 

 

          Public Meeting (notice attached) 

 

          Other (explain)  

One-for-One Replacement of Low-Income Dwelling Units  
The following information is submitted as required: 
 Description of the proposed assisted activity; 
 
 The location on a map and number of units (by size of bedrooms) to be demolished 

and/or converted; 
 
 Schedule for commencement and completion of demolition or conversion activities; 
 
 The location on a map and number of units (by size of bedrooms) to be provided as 

replacement units;  
 
 Source(s) of funding and time schedule for the provision of the replacement units; 
 
 Basis for determining all replacement units will remain a low-income dwelling unit for at 

least 10 years from initial occupancy; 
 
 Justification for replacing larger units with smaller units (if applicable). 
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A.      NUMBER AND SIZE OF UNITS DEMOLISHED/CONVERTED FOR THE PROJECT: 
 
   

 
Units demolished/converted 

 
Unit Size 2008 2009 2010 TOTAL

S 
1 bedroom 0  0 0 0 

2 bedroom  0 0 0 0 

3 bedroom 0 0 0 0 

4 bedroom 0 0 0 0 

5 bedroom 0 0 0 0 

TOTALS     

 
B.      NUMBER AND SIZE OF REPLACEMENT UNITS: 
 

 
Units Constructed/Rehabilitated 

 
Unit Size 2007 2008 2009 2010 TOTA

LS 
1 bedroom 0 0 0 0 0 

2 bedroom 0 0 0 0 0 

3 bedroom 0 0 0  0 0 

4 bedroom 0 0 0 0 0 

5 bedroom 0 0 0 0 0 

TOTALS 0 0 0 0  
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Exceptions to the requirement to replace units on a one-for-one basis may be granted “to 
the extent the HUD Field Office determines, based on objective data, that there is an 
adequate supply of vacant lower-income dwelling units in standard condition available on a 
nondiscriminatory basis within the area.”  The request for an exception must be 
accompanied by a public notice and 30-day comment period.  

The Plan may be made public by publishing it in a newspaper of general circulation.  Any 
comments should be responded to in writing and placed in the file.  Documentation of 
publication should be retained as part of the project records. 

3.4.3  Submit to HUD 
After the 30-day public comment period, the plan must be submitted to HUD.  There is no 
formal approval of the submission.  HUD will use the information in its monitoring activities.  
Proof of submission, such as a copy of the cover letter or acknowledgement of receipt is 
recommended to be obtained and kept in the file.  The submission of the One-for-One 
Replacement plan must take place prior to the commencement of the activity or project. 

3.5  Issue Move-In Notice (if required) 
At this point, the CPD Housing Program Manager should provide the owner with a sample of 
a Move-In Notice to give to any future tenants who may move in before the acquisition 
closes. This Move-In Notice must be provided to tenants before they move in to the 
property.  The Notice should explain that a Federally-assisted project with the County is 
pending and they may be displaced or sustain a rent increase because of the project.  The 
Notice also explains that the tenants are not eligible or entitled for relocation assistance in 
either situation (displacement or rent increase).   

If the notice is not issued to future tenants, the project may be responsible for paying for 
relocation costs to these tenants, which could prove costly for the project budget.  
Acknowledgment of receipt of providing the owner with the Move-In Notice and explanation 
should be obtained and placed in the project file. 

Files or Attachments needed for Stage 3: 
 Sample Move-In Notice 
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Stage 4:  Request for “Offer to Purchase” Approval 
There are several steps that the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs must take before an 
“Offer to Purchase” is presented to the owner.  This stage walks through the internal steps 
and approvals that must be received before moving on to Stage 5, “Offer to Purchase.”  

4.1  Property Information 
All the property information required under Stage 3, including but not limited to, title report, 
property survey and property appraisals is maintained by the LDRM for FEMA acquisition 
grant programs and/or the CPD Housing Program Manager for HUD acquisition grant 
programs .  

4.2  Draft and Forward Confidential Memo   
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs drafts and forwards to County Legal a confidential 
memo requesting review of property information, and if they agree with the recommendation 
from the review appraiser, forward to County Administrator to sign their approval.  This 
review usually takes about three weeks.  The confidential memo contains information about 
the vendor and the market value.   

4.3  Verify and Authorize Funding 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will send a “Notice of Project Approval” to the Finance 
Department to verify there that appropriate and necessary funds to pay for the acquisition of 
the real property are currently available.  The Finance Department confirms the availability 
of funding and provides written notification to the LDRM for FEMA acquisition grant 
programs and/or the CPD Housing Program Manager for HUD acquisition grant programs. 

4.4  Final Memo drafted  
Upon written confirmation of funding by the Finance Department, the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs prepares a memo that goes to County Legal and then to County 
Administration requesting an offer letter be sent.  The assigned attorney places the memo in 
file.  The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program 
Manager for HUD acquisition grant programs also keeps a copy in the project file. 
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Stage 5:  Offer to Purchase 
5.1  Offer of Just Compensation to Owner 
The establishment of the Offer of Just Compensation and preparation of a Summary 
Statement are handled with assistance of County Legal by the LDRM for FEMA acquisition 
grant programs and/or the CPD Housing Program Manager for HUD acquisition grant 
programs.  This can only occur after an appraisal, and review, is complete, the funding has 
been verified, and the County has established an amount for just compensation.  See the 
sections below (5.1.1 and 5.1.2) for factors to consider when determining the amount for just 
compensation. 

The offer letter to an owner must include the full amount as per the established just 
compensation.  A statement must also be included that summarizes the basis for the offer.  
This summary statement should provide: 

 A description and location of the property to be acquired. 
 Identification of the buildings, structures, equipment, fixtures and other improvements 

included in the offer. 
 If the County chooses to do so, the owner may be provided with a copy of the appraisal(s). 

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs should be aware that the delivery date of a written offer 
letter constitutes the “Initiation of Negotiations” (ION) for purposes of triggering relocation 
eligibility related to the acquisition.  However, the “Initiation of Negotiations” date should be 
determined in accordance with applicable program requirements and project details, as this 
date could vary.   

A copy of the offer letter and summary statement, as well as confirmation the notice was 
received, must be included in the project files. 

5.1.1  Determining Just Compensation 
There are several issues and concerns that the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs should keep 
in mind while determining just compensation: 

 Just compensation cannot be less than the appraised fair market value (See Stage 3 for 
more information on appraisals). 

 If the owner retains or removes any property improvements, (for example, permanent 
fencing) the salvage value of the improvement should be deducted from the offer of just 
compensation. 
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 If an entire parcel is not being acquired and the County determines that the owner would be 
left with an uneconomic remnant, the County must offer to purchase this remnant.  An 
uneconomic remnant is a parcel of real property with little or no value to the owner. 

5.1.2  Purchase Agreement  
A written purchase agreement is required for all real property purchased by the County.  The 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs is responsible for the completion of this process step, 
including:  

 Negotiating basic terms of purchase agreements.  An offer should be adequately presented 
to an owner, and the owner should be properly informed preferably via personal, face-to-
face contact when feasible.  All reasonable efforts must be made to discuss the purchase 
offer, including the basis for just compensation and an explanation of acquisition 
procedures.  Property owners must be given a reasonable opportunity to consider the 
County’s offer, conduct analysis to evaluate the proposal, and to present relevant material to 
the County.  The County must consider an owner’s presentation.  The LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs has two to six months to negotiate the terms of the purchase agreement 
with the real property owner after the offer letter has been sent.  (See 5.1) 

 Creating purchase agreement or contract for purchase documents.  Purchase agreements 
and other contractual documents must be reviewed and approved by the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs and County Legal. The LDRM for FEMA acquisition grant programs and/or 
the CPD Housing Program Manager for HUD acquisition grant programs is responsible for 
this step. 
Executing a Purchase Agreement.  The LDRM for FEMA acquisition grant programs and/or 
the CPD Housing Program Manager for HUD acquisition grant programs sends the 
Purchase Agreement to the property owner for execution, allowing no less than 30 days for 
a reasonable negotiation period.  If the real property owner accepts the offer, LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs will contract a legal firm to prepare and conduct the closing.  

 When the property owner returns the Agreement to the LDRM for FEMA acquisition grant 
programs and/or the CPD Housing Program Manager for HUD acquisition grant programs, 
the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will order the funds for the closing.  Once the funds are 
received, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program 
Manager for HUD acquisition grant programs will instruct the contracted law firm to set up 
the closing at a time agreeable to the owner. 
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5.1.3 Tenant Improvement 
When tenants have made improvements to the real property to be acquired, payment should 
be made directly to the tenant only if: 

 The tenant provides the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs with title to the 
improvements. 

 The real property owner disclaims all interest in the improvements.  Otherwise, the grantee 
may use condemnation proceedings to have the court determine ownership. 

 The payment does not duplicate payment made to the real property owner. 
 The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 

for HUD acquisition grant programs uses the following method to determine the value of 
improvements: 
 Pay the greater of: the amount the improvement contributes to the market value of the 

property, or the salvage value of the improvements. 

 If neither of the above methods represents fair and equitable compensation, the LDRM 
for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs may determine the depreciated value in place of the 
improvements and offer this amount to the real property owner. 

5.2  Provide Notices of Eligibility or Notices of Non-displacement   

5.2.1  Notice of Non-displacement 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will issue this notice to all occupants who will be 
permitted to remain in the project.  This notice must be issued at the time of the “Initiation of 
Negotiations” and must contain the offer of a suitable, affordable housing in the project upon 
completion, and the terms and conditions under which they may lease and occupy the 
housing unit.   

5.2.2 Temporary Relocation Notice  

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will also provide a “Notice of Non-displacement” to all   
residents who will not be required to move permanently from the project, but may be 
required to move temporarily IF all conditions of the move are "reasonable". 
Temporary relocation is limited to one (1) year or less.  If the term of the temporary 
relocation extends beyond one year, then the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs must 
contact the tenant and notify them they are eligible for relocation assistance under the URA. 
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This assistance is in addition to any temporary relocation assistance and may not be 
reduced by the amount of temporary relocation assistance already received. 

Those to be temporarily relocated must receive "reasonable" advance written notice of the 
location, terms and conditions of the temporary move, and of their right to reimbursement of 
all reasonable out-of-pocket expenses (see explanation of Notice of Eligibility below and 90- 
and 30-Day Notices in Stage 7 for more information). 

5.2.3  Notice of Eligibility for Relocation Assistance 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will issue this notice to persons who will be permanently 
and involuntarily displaced by the Federally-assisted project.  Eligibility for relocation 
assistance begins on the date a “Notice of Intent to Acquire” is sent, the initiation of 
negotiations, or the actual acquisition, whichever occurs first.  A “Notice of Eligibility” must 
be issued to all eligible displaced persons promptly after this triggering date and should 
include the applicable HUD relocation brochure.   

The “Notice of Eligibility” must detail their rights, specific monetary assistance and describe 
available advisory services based on an occupant’s eligibility for relocation assistance 
including the following minimum information: 

 Information that the homeowner or tenant will not be required to move without a referral to at 
least one comparable replacement dwelling unit, and they will be provided at least 90-days 
advance written notice from the date of the referral. 

 If feasible, addresses of three comparable replacement dwelling units will be provided,  
 The estimated amount and type of moving expenses the displaced person would be eligible 

for, and 
 A specified maximum amount of the replacement housing payment based on the 

comparable replacement unit. 
It is important for the LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs keep in mind that because the 
amounts identified by a comparable replacement dwelling unit establish an upper limit for 
assistance.  Failure to provide information about available, comparable replacement 
dwelling units may result in a requirement to pay higher relocation costs than necessary 
under URA requirements. 

Files or Attachments needed for Stage 5: 
 Establishment of Just Compensation form (agency value determination) 
 Offer of Just Compensation template (to owner) 
 HUD Acquisition and Relocation Brochures (see Stage 1 documents) 
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 Notice of Non-displacement 
 Notice of Eligibility for Relocation Assistance 
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Stage 6:  Property Acquisition 
6.1 Negotiation with Property Owner 
With County Attorney support, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs should make all 
reasonable efforts to conduct negotiations face-to-face with the property owner or the 
property owner’s representative.  The property owner may present relevant information that 
bears on the determination of value and may suggest modifications to the proposed terms 
and conditions of the real property purchase.  With County Attorney involvement, the LDRM 
for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs must give these suggestions full consideration. 

If the property owner’s information or other circumstances warrant it, the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs may update the current appraisal or order another appraisal.  If this results 
in a change in the offer of just compensation, the LDRM for FEMA acquisition grant 
programs and/or the CPD Housing Program Manager for HUD acquisition grant programs 
must adjust the offer.  Adjustments to an offer of fair market value may impact and reduce 
amounts of relocation assistance determined or warrant a revision to those determinations.   

The property owner must be paid for costs to transfer title to the County.  These costs may 
be advanced instead of reimbursed and they include recording fees, legal fees, prepayment 
penalties, and incidental costs.  The property owner is also eligible for reimbursement of 
legal, appraisal, and engineering cost if:  

 The court determines that the County cannot acquire the property through eminent domain; 
or 

 The condemnation action was dropped for any reason, other than a settlement; or 
 The court rules in favor of the property owner in an inverse condemnation action. 

Once a price has been determined based on negotiations, with County Attorney support, the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs will send an offer letter to the property owner within ten (10) 
days of said verbal negotiations.   

6.1.1.  Coercive Actions Not Allowed by Agencies 
The County Attorney, the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs must not delay the 
purchase, advance the date of condemnation in order to obtain an agreement to sell, or 
otherwise coerce a property owner to accept a purchase price that property owner considers 
unacceptable. 
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6.1.2.  Administrative Settlement 
With the County Attorney involvement, the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs can 
determine that there may be circumstances when the County is justified in agreeing to a 
purchase amount greater than the established offer of just compensation.  This may occur 
when all reasonable efforts to negotiate an agreement with the property owner have failed 
and the County Council approves this action.   

The administrative settlement must be at a reasonable price, defensible to HUD and the 
public, and in the public’s best interest, given the cost and time of prolonged negotiations 
and possible litigation.  Documentation in the file, fully explaining the reasons and rationale 
why an administrative settlement was reached is required.    

6.1.3  Closing the Sale 
Before the County takes possession of the real property, the property owner must be paid 
the agreed-upon purchase price.  A closing is scheduled with the title company on a date 
and time that is agreed to by the seller/seller’s attorney and the County’s contracted attorney 
handling the sale.  If the County is taking the property through condemnation, the agency 
must deposit the full amount of just compensation with the court (See 6.2 Condemnation 
Process for further details). 

6.1.4  Renting the Acquired Property 
After acquisition, if there are occupants occupying structures on the site and the County 
does not intend to clear the site immediately (this is not applicable when using FEMA 
acquisition grant programs which require the site be immediately cleared), the CPD Housing 
Program Manager for HUD acquisition grant programs may rent the property on a short-term 
basis.  The rent charged may be less than otherwise charged if a long-term lease were 
offered.  Regardless of whether the current occupants are held over after acquisition, they 
are still required to receive the appropriate move notices.  (See Section 7.1 – “90 – 30 Day 
Move Notices”) 

6.2  The Condemnation Process 
The FEMA acquisition grant program is strictly a voluntary program for all parties. Therefore, 
condemnation is not allowable or applicable. The remainder of paragraph 6.2 is only 
applicable for HUD acquisition grant programs.   

For instances where it is not possible to acquire property through reasonable negotiations, 
legal action must be taken.  The use of HUD funds in some projects involving eminent 
domain is prohibited, therefore, this possibility should be considered in the planning stage to 
avoid use of funds eligibility conflicts.  In general, some legitimate reasons for exercising the 
power of eminent domain include: 
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 Disagreements with the property owner about the fair market value of the property whereby 
no further discussion between the County Attorney and/or the CPD Housing Program 
Manager staff and the property owner will reach an agreement. 

 Title problems create complexities and only the courts can resolve the issues to enable the 
property owner to deliver clear title. 

 The property owner may disagree with the County about the need for the acquisition in 
general, or the piece of the property that is or is not being acquired. 
The County Attorney must be involved from the beginning of the negotiations so if the case 
ends up in court, the County Attorney can demonstrate that it has carried out the acquisition 
process legally.  These acquisition process steps include: 

 Documentation that proper notices were sent and received, and that the property owner’s 
rights were protected as prescribed by the URA and State law.  

 Documentation of personal contacts with the property owner and sincere, business-like 
negotiations were attempted. 

6.2.1  Initiating Condemnation – County Attorney 
The CPD Housing Program Manager will forward to the County Attorney the entire parcel file 
and provide a summary report that includes the following: 

 Documentation of all previous contacts, dates, what was done and said to negotiate in good 
faith.  This would include a log of all contacts, letters and phone calls. 

 Information about the project including the rationale and documentation addressing the 
“public purpose” to be served through acquisition. 

 All information regarding the appraisal reports, including information about any 
improvements, fixtures, leases, and existing uses. 

 An updated title report.  
The County Attorney will file for condemnation with the court.   

6.2.2  Request Check for Escrow 
When the court has issued its final order regarding just compensation, or if an Administrative 
Settlement is negotiated and signed by all appropriate parties, the County Attorney prepares 
a memo to the Housing Program manager requesting a check.  The Housing Program 
Manager thru the CPD Director orders a check from the Finance Department for the agreed 
upon purchase price of the real property.  Obtaining approval can take up to six weeks.  
Once the check is issued, the Finance Department will notify the CPD Director, the Housing 
Program Manager and the County Attorney.   
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6.2.3  Deposit Check at County Treasures’ Office 
The County Attorney will deposit the check with the County Treasurer.  The County 
Treasurer will provide a deposit ticket for receipt.  The County Attorney will give the CPD 
Housing Program Manager the deposit ticket.  This deposit ticket is proof of ownership and 
is to be retained in the parcel file. 

6.2.4 Litigation 
The owner’s attorney may ask for a legal settlement prior to going to trial.  If this occurs and 
a financial settlement is reached, the condemnation action may cease and a closing can be 
held. 

 If no settlement is reached, litigation will proceed and there will be judicial review of the 
merits of the case.  In some jurisdictions, a Board of Valuers or Court-Appointed 
Commissioners will be appointed.   

 Depending on State law and the nature of the case, a jury trial may or may not be held.   
 The decision of the courts may be appealed.  Depending on the court’s ruling, the County 

may be required to pay additional costs incurred by the property owner.  Once the Housing 
Program Manager has title to the property, a “Notice to Vacate” can be sent to the 
occupants (See Stage 7 for more information).  
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Stage 7:  Issuing Move Notices 
7.1  90- and 30-Day Notice to Vacate 
The FEMA acquisition grant program is strictly a voluntary program for the County and the 
property owner(s). Therefore, forced eviction is not allowable or applicable of the property 
owner(s). Stage 7 is only applicable for HUD acquisition grant programs and tenants of 
FEMA acquisition grant programs. 

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs is responsible for issuing the appropriate 90-day or 30-
day “Notice to Vacate”.  Each lawful occupant to be permanently and involuntarily displaced 
must receive at least 90 days advance written notice before being required to move.  The 
“Notice to Vacate” cannot be given before the person is issued a “Notice of Eligibility” for 
relocation assistance and is notified of the availability of at least one available, comparable 
replacement dwelling. 

The “Notice to Vacate” must specify the date by which the property must be vacated or, if 
the date is unknown, indicate the earliest date that the occupant may be required to move.  
If no date is specified in the 90-day “Notice to Vacate”, the occupants must be informed they 
will receive at least 30-days advance written notice of the specific date of the move. 

Occupants may be required to move on less than 90-days’ notice if the CPD Housing 
Program Manager determines that the dwelling unit is a health or safety hazard.  However, 
the needs of the County or the project developer do not represent sufficient reason to issue 
a “Notice to Vacate” before providing an occupant with 90-days prior written notice to move.   

If the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program 
Manager for HUD acquisition grant programs knows the actual date that occupants will be 
required to move, then it is permissible to combine both the “Notice of Eligibility” and a 90-
day “Notice to Vacate” to provide them at the same time.  If the exact date that an occupant 
will be required to move in not known, then it will be necessary to provide two separate 
notices; a 90-day “Notice to Vacate”, and a date-specific 30-day “Notice to Vacate.” 

Files or Attachments needed for Stage 7: 
 90-day Notice to Vacate 
 30-day Notice to Vacate 
 Combined Notice of Eligibility and 90-day Notice to Vacate 
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Stage 8:  Execute Relocation 
These requirements include: 

 Provision of Comparable Units for Residential Properties 
 Replacement Housing Assistance for Residential Properties 
 Assistance with New Locations for Commercial Properties 
 Advisory Services for Residential and Commercial Properties 
 Moving Expenses for Residential and Commercial Properties 
 Reestablishment Expenses for Commercial Properties 
 An Appeals Process for Residential and Commercial Properties 

8.1 Residential Relocation 
Homeowners or tenants who are permanently and involuntarily displaced and who are 
determined to be eligible for relocation benefits must be provided the following: 

 Referrals to available comparable dwellings 
 Replacement housing assistance payments 
 Advisory services 
 Moving expenses 

 
The FEMA acquisition grant program is strictly a voluntary program for the County and the 
homeowner(s). Involuntary displacement is not allowable or applicable for the 
homeowner(s), therefore, the County does not have to provide the homeowner(s) the above 
relocation benefits nor does the FEMA acquisition grant program pay for any of these 
benefits. For FEMA acquisition grant programs, the following stage is only applicable to the 
tenants of the homeowner(s) participating in the FEMA acquisition grant program.  

8.1.1  Provision of Comparable Units 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will be responsible for identifying comparable 
replacement units for all households who are permanently, involuntarily displaced by a 
Federally-assisted project.  All occupants who are to be involuntarily displaced must be 
provided at least one (preferably three) comparable replacement dwelling unit that will 
accommodate their housing needs and is currently available to occupy in their written 
"Notice of Eligibility".  The URA defines a comparable replacement dwelling as one which is: 

 Decent, safe and sanitary; 
 Functionally equivalent to the displacement dwelling; 
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 Adequate in size to accommodate the occupants; 
 In an area not subject to unreasonable adverse environmental conditions; 
 On a site of typical size for residential development; 
 Currently available to the displaced person; and 
 Within the financial means of the displaced person. 

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs must identify and establish the comparable replacement 
dwelling unit to establish the upper limit of the replacement housing assistance that will be 
provided to a displaced household.  A displaced occupant may relocate to a housing unit of 
their choice, but if that choice is higher in cost, through the establishment of the comparable 
unit, the price differential or rental assistance payment is generally capped at that level.   

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will include the cost of the comparable replacement unit 
in the “Notice of Eligibility” as an estimate of the potential relocation benefits a household 
may be eligible to receive.  While the final benefit amount will reflect actual cost of the unit 
ultimately occupied by the household, a preliminary estimate will be provided to the 
household to assist in making appropriate housing choices.  Failure to provide complete 
information regarding comparable replacement dwellings may result in any benefit paid 
being deemed not “cost reasonable” and are not eligible under the FEMA, HOME, CDBG 
and CDBG-DR programs. 

8.1.2  Advisory Services  
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will provide all necessary and appropriate advisory 
services, in accordance with the requirements established under the URA to all affected 
occupants or households.  The Relocation Plan for each project must outline these services 
and identify specifically who will provide them.  This includes: 

 Assistance with obtaining and securing alternative comparable replacement dwelling units; 
 Provision of information about housing choices; 
 Assistance with credit and mortgage applications; and  
 Provision of necessary transportation to potential housing units (referral units) in 

neighborhoods and areas outside those identified and offered as comparable.   
If the affected households want assistance from someone other than the LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs or other County agency, such assistance, to the extent feasible will be 
provided, including assistance with language translation.  The LDRM for FEMA acquisition 
grant programs and/or the CPD Housing Program Manager for HUD acquisition grant 
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programs will also be responsible for ensuring that the following services are provided as 
necessary: 

 Health services; 
 Child care; 
 Employment training; 
 Assistance with credit counseling.  

These additional needs should be determined during the either initial site visit or as part of 
household surveys or individual interview process. 

8.1.3 Moving Expenses 
The URA also requires that all reasonable and appropriate moving expenses be provided to 
both owners and renters who are involuntarily and permanently displaced from their housing 
units.  A displaced household has the option of receiving reimbursement for actual and 
reasonable moving expenses, accepting a moving expense and dislocation allowance 
based on the current Department of Transportation (DOT) schedule, or a combination of 
both options.   

The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs is responsible that all costs reimbursed for moving 
expenses must be disbursed upon execution of the HUD form 40054 – “Residential Claim 
for Moving and Related Expenses.”  Supporting documentation must be retained to justify all 
claims paid.  Eligible moving costs include: 

 Transportation of personal property up to 50 miles; 
 Packing and unpacking; 
 Storage of property for up to 12 months, as determined to be reasonable and necessary; 
 Disconnecting, removing, and reconnecting appliances;  
 Insurance for the replacement value of personal property; 
 Credit checks; and  
 Utility hook-ups, including telephone and cable (but not deposits). 

For occupants who will be temporary relocated, the URA requires that all reasonable and 
appropriate out of pocket expenses and increased monthly housing costs must be paid.  
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs shall determine whether the occupant may hire a 
contract mover and reimburse the cost, or if the LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs will hire 
moving services for all households.  The temporary relocation plan must identify how the 
moves will be carried out and the LDRM for FEMA acquisition grant programs and/or the 
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CPD Housing Program Manager for HUD acquisition grant programs will be responsible for 
informing all affected households.   

If there is a need to stage the project work and require residents to move around the project, 
the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs will provide reasonable advance written notice of the 
planned move date.  The date of an actual move may depend on factors such as progress 
on the work on the project or the availability of temporary housing units.  The LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs will provide households that will be temporarily relocated 
reasonable notice of their move date and the address of a decent, safe and sanitary 
available temporary unit.  The LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs will take all necessary steps 
to satisfy the requirement that all terms and conditions of the temporary move are 
reasonable, and not cause a current occupant to become “displaced” and eligible for 
relocation assistance under the URA due to failure to provide appropriate notices, terms or 
conditions.  

Upon completion of the project, the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs will ensure that 
residents are offered the opportunity to reoccupy a dwelling unit that is decent, safe and 
sanitary, under reasonable terms and conditions. It is not required that households return to 
the original unit that they occupied prior to the temporary relocation and project 
rehabilitation.   

8.1.4 Replacement Housing Assistance 
To ensure that occupants, both owners and renters, are not unduly harmed as the result of a 
Federally assisted housing development project, the URA requires that eligible households 
receive assistance if, as the result of being permanently and involuntarily displaced, they will 
incur a greater cost for housing.  This assistance is called a replacement housing payment 
(RHP).  The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program 
Manager for HUD acquisition grant programs is responsible for assessing occupant eligibility 
under the URA and/or Section 104(d), replacement housing needs, coordinating advisory 
services, and computing various relocation assistance payments.   

The tenure and length of occupancy and the way the assistance is provided determines the 
type and level of assistance.  A displaced residential occupant’s eligibility for replacement 
housing payments cannot be guaranteed until such time a residential occupant either 
purchases or leases and occupies a decent, safe and sanitary dwelling within the 
appropriate timeframe.  The condition and cost of a potential replacement dwelling may be 
evaluated by County staff prior to entering into a written binding agreement as part of 
advisory service provision to provide conditional approval.  This guide contains basic 
replacement housing payment guidance, and is subject to requirements of Subpart E of the 
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URA.  HUD Handbook 1378 also provides additional policy, program requirements, and 
project templates.     

Assistance for 180-Day Homeowner-Occupants 
Homeowner-occupants of a property to be acquired involuntarily, who have been in 
residence for at least 180 days prior to the initiation of negotiations, are eligible for 
assistance to relocate to a comparable replacement dwelling, in addition to just 
compensation for the property and moving expense payments.  This RHP includes a price 
differential for the housing unit, compensation for the loss of favorable mortgage financing, 
and payment of reasonable expenses related to the purchase of the dwelling unit.   

49 CFR 24.401(b) authorizes the provision of this type of RHP in amount up to $22,500.  
However, this statutory limit may be exceeding under Housing of Last Resort provisions at 
49 CFR 24.404.  In practice, there is no monetary cap on the RHP as the URA requires that 
additional assistance must be provided when comparable replacement dwellings are not 
available within the monetary limits for owners, or tenants ($5,250).   
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The following is an example of a 180-day homeowner-occupant RHP calculation. 

A. Acquisition Price       $65,000 

 Comparable Unit Price      $80,000 

 Replacement Unit Price      $87,000 

B. Lesser of comparable or actual unit     $80,000 

 Difference between A and B ($80,000 - $65,000)    $15,000 

 Increased interest costs       $  1,000 

 Incidental costs        $  2,700 

Replacement Housing Payment ($15,000 + $1,000 + $2,700)  $18,700 

For assistance to be provided, the displaced household must submit their request to the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs on the HUD claim form 40057 – “Claim for Replacement 
Housing Payment for 180-Day Homeowner-Occupant” and document the eligible amounts 
and items.   

A RHP for homeowner-occupants who have been in residence less than 180 days is 
calculated in the same manner as if the occupant were a tenant, under 49 CFR 24.402.  
Assistance is available to 180-day homeowner-occupants who elect to rent a replacement 
dwelling, and a specific determination of this payment must be made upon request.   

Assistance for 90-day Occupants 
This assistance is intended to assist a tenant, or less than 180-day homeowner-occupant, to 
pay increased housing costs and not incur undue hardship as the result of the project.  The 
RHP is calculated to provide a rental subsidy for a 42-month period and must be provided in 
installments (except in the case of down payment conversion). 

49 CFR 24.402 authorizes the provision of a RHP in amount up to $5,250.  As mentioned 
previously, the URA requires that if a comparable replacement dwelling is not available 
within the displaced household’s financial means the payment may exceed the $5,250 
amount under Housing of Last Resort guidelines at 49 CFR 24.404.  Other options besides 
monetary increases should also be considered.  Occupants who do not meet the 90-day 
eligibility requirement who cannot obtain replacement housing within their financial means 
are also eligible under this provision.  The RHP calculation for 90-day occupants is as 
follows: 

 



County of Richland – URA/104d Policy & Procedure Guide   Page 98 
June 19, 2019 
 
 
 
 
 
 
 

 RHP makes up the difference between: 
 The lesser of rent and estimated utility costs for the actual replacement unit OR the 

comparable unit; and 

 The lesser of the monthly rent and estimated average utility costs for the displacement 
dwelling OR 30 percent of the tenant’s average monthly gross household income (only if 
the household is classified as low-income according to HUD’s Annual Survey of Income 
Limits for the Public Housing and Section 8 Programs). 

The following is an example of a rental assistance calculation where the tenant is classified 
as a low-income household: 

 
Renter occupied households have the option of using their rental assistance payment as a 
down payment to purchase a decent, safe, and sanitary home.  If they choose to pursue 
homeownership, the relocation benefit can be provided in a lump sum to the extent it is paid 
towards the actual down payment and closing costs.   

For assistance to be provided, the displaced household must submit their request to the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs on the HUD claim form 40058 – “Claim for Rental 
Assistance or Down Payment Assistance” and document the eligible costs.   

Section 104(d) Relocation Assistance 
Low-income occupants who are displaced from their homes to be demolished, or converted 
from a lower-income dwelling, as part of projects funded in whole or in part by certain HUD 
sources, such as CDBG and HOME, are also eligible for relocation assistance under Section 
104(d).  A 104(d) rental assistance payment is computed under the same principal as the 
URA but has variations as to how household income is computed and the monthly housing 
differential is multiplied over 60 months as opposed to 42 months.  This effectively results in 
two different payment computations.  Eligible occupants must be presented with both the 
URA and Section 104(d) options to select as their choice to receive payment.   

A. Rent and utilities of comparable unit    $850 

 Rent and utilities of replacement unit    $910 

B. Rent and utilities of displacement unit   $725 

 30% of household gross monthly income   $690 

 Lesser of A – Lesser of B ($850 - $690)     $160 

 Monthly differential X 42 months ($160 x 42)   $6,720 
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Down payment assistance for a Section 104(d) replacement housing payment is limited to 
the purchase of an interest in a housing cooperative or mutual housing association.  For 
persons eligible for 104(d) replacement housing assistance, the reasonable and necessary 
cost of any security deposit and credit checks required to rent or purchase the replacement 
dwelling are eligible expenses.  Expanded advisory services may be required, however, 
moving expenses are paid in accordance with the URA.   

For assistance to be provided, the displaced household must submit their request to the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs on the HUD claim form 40072 – “Claim for Rental 
Assistance or Purchase Assistance” and document the eligible costs.   

8.2 Commercial 
Under the URA, displaced businesses are entitled to relocation benefits and advisory 
services to assist with displacement.  Businesses under the URA are defined as: 

 A for-profit enterprise engaged in a lawful activity; 
 A non-profit organization (church or social service agency); and 
 A farm. 

When dealing with a business that will be displaced as the direct result of a federally 
financed activity, there are differences and similarities between residential displacements.  
While businesses are entitled to moving expenses and advisory services, they do not qualify 
for a “replacement occupancy payment” like the RHP.  Instead, they are eligible for 
reestablishment payment.   

8.2.1 Assistance with New Locations 
If the site a business relocates to is more expensive than the business’ current location, 
there is no obligation to provide assistance to address the difference, as required in 
residential displacement.  In addition, there is no requirement for the County to provide a 
comparable site; however, advisory services must include help locating alternative locations 
and include for some search expenses.  The LDRM for FEMA acquisition grant programs 
and/or the CPD Housing Program Manager for HUD acquisition grant programs will be 
responsible for the coordination and provision of appropriate advisory services to all 
displaced non-residential occupants. 

8.2.2 Advisory Services 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs is responsible for providing and/or coordinating all 
eligible displaced businesses with advisory services. The following is a list of the minimum 
advisory services required for businesses.  To achieve successful relocation of a business, 
the County advisory services may need to go above and beyond these minimum 
requirements: 
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 Determine the relocation needs and preferences of each business to be displaced and 
explain the relocation payments and other assistance for which the business may be 
eligible, the related eligibility requirements, and the procedures for obtaining such 
assistance.  This will include a personal interview with each business.  At a minimum, 
interviews with displaced business owners and operators should include the following items: 
 The business’s replacement site requirements, current lease terms and other contractual 

obligations, and the financial capacity of the business to accomplish the move. 

  Determination of the need for outside specialists in accordance with 49 CFR 
24.301(g)(12) that will be required to assist in planning the move, assistance in the 
actual move, and in the reinstallation of machinery and/or other items determined to be 
personal property. 

  An identification and resolution of personality/realty issues.  Every effort must be made 
to identify and resolve realty/personality issues prior to, or at the time of, the appraisal of 
the property.  These activities will be coordinated between the property owner, business 
operator, appraisal staff, and County staff providing relocation assistance,   

 An estimate of the time required for the business to vacate the site. 

 An estimate of the anticipated difficulty in locating a replacement property. 

 An identification of any advance relocation payments required for the move, and the 
County’s capacity to provide them. 

 Provide current and continuing information on the availability, purchase prices, and rental 
costs of suitable commercial and farm properties and locations.  Assist any person displaced 
from a business to obtain and become established in a suitable replacement location. 

 Minimize hardships to persons in adjusting to relocation by providing advice as to other 
sources of assistance that may be available, and such other help as may be appropriate. 

 Supply persons to be displaced with appropriate information concerning Federal and state 
economic development programs, disaster loan and other programs administered by the 
Small Business Administration, and other Federal and State programs offering assistance to 
displaced persons, and technical help to persons applying for such assistance. 

8.2.3 Moving Expenses 
The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager 
for HUD acquisition grant programs is responsible for providing all eligible displaced 
businesses with moving expenses.  The displaced business may choose one of two basic 
moving options:  

 Fixed Payment (“In Lieu Of” Payment).  As an alternative to documenting incurred expenses 
and receiving payment for actual, reasonable and related moving and reestablishment 
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expenses, certain businesses may be eligible to choose a fixed payment in the amount of 
not less than $1,000 and no more than $20,000 as based on documented income records; 
or 

 Payment for Actual, Reasonable Moving and Related Expenses. If this option is selected, a 
displaced “small business” may also be eligible for a Reestablishment Payment, up to 
$10,000, in addition to actual, reasonable and necessary moving expenses.   
Displaced businesses have a variety of moving options available, if the Moving and 
Reestablishment choice is determined to be most appropriate.  The LDRM for FEMA 
acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition 
grant programs shall provide detailed information on eligibility criteria for each moving option 
and provide guidance on which option(s) may be most advantageous for the displaced 
business.  The business may choose to use a professional mover or perform a self-move; 
however, in neither case may the cost exceed that of the lowest acceptable bid from a 
moving company.   

 Commercial move.  Based on the lower of two bids or estimates prepared by a commercial 
mover or contractors.  At the County’s discretion, payment for a low cost or uncomplicated 
move may be based on a single bid or estimate. 

 Self-move.  A self-move payment may be based on one or a combination of the following: 
 The lower of two bids or estimates prepared by a commercial mover or qualified County 

staff person.  At the discretion of the LDRM for FEMA acquisition grant programs and/or 
the CPD Housing Program Manager for HUD acquisition grant programs , payment for a 
low cost or uncomplicated move may be based on a single bid or estimate; or  

 Supported by receipted bills for labor and equipment.  Hourly labor rates should not 
exceed the rates paid by a commercial mover to employees performing the same 
activity and, equipment rental fees should be based on the actual rental cost of the 
equipment but not to exceed the cost paid by a commercial mover. 

Depending on the nature and complexity of the business, moves may require special 
handling, equipment or technicians, and may have to be based on actual cost, on a time and 
material basis.  If a business chooses a Payment for Actual, Reasonable Moving and 
Related Expenses, it may claim the actual, reasonable and necessary cost of: 

 Transportation of the displaced person and personal property.  Transportation costs beyond 
50 miles are ineligible, unless the LDRM for FEMA acquisition grant programs and/or the 
CPD Housing Program Manager for HUD acquisition grant programs determines that 
relocation beyond 50 miles is justified. 

 Packing, crating, unpacking, and uncrating personal property. 
 Disconnecting, dismantling, removing, reassembling, and reinstalling relocated personal 

property including machinery, equipment, substitute personal property, and connections to 
utilities available within the building; it also includes modifications to the personal property, 
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including those mandated by Federal, State or local law, code or ordinance, necessary to 
adapt it to the replacement structure, the replacement site, or the utilities at the replacement 
site, and modifications necessary to adapt the utilities at the replacement site to the 
personal property. 

 Storage of the personal property for a period not to exceed l2 months, unless the LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs determines that a longer period is necessary and reasonable. 

 Insurance for the replacement value of the property in connection with the move and 
necessary storage. 

 The replacement value of property lost, stolen, or damaged in the process of moving where 
insurance covering such loss, theft, or damage is not reasonably available. 

 Any license, permit, fees or certification required at the replacement location.  However, the 
payment may be based on the remaining useful life of the existing license, permit, fees or 
certification. 

 Professional services as the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs determines to be actual, 
reasonable and necessary for: planning the move of the personal property; moving the 
personal property; and installing the relocated personal property at the replacement location.  

 Re-lettering signs and replacing stationery on hand at the time of displacement that is made 
obsolete because of the move. 

 Actual direct loss of tangible personal property incurred because of moving or discontinuing 
the business or farm operation.  The payment shall consist of the lesser of: 
 The fair market value in place of the item, as is for continued use, less the proceeds 

from its sale; or 

 The estimated cost of moving the item as is, but not including any allowance for storage 
or for reconnecting a piece of equipment, if the equipment is in storage or not being 
used at the acquired site.  If the business or farm operation is discontinued, the 
estimated cost of moving the item shall be based on a moving distance of 50 miles. 

 Re-lettering signs and replacing stationery made obsolete as part of the move. 
 The reasonable cost incurred in attempting to sell an item that is not to be relocated. 
 Purchase of substitute personal property.  If an item of personal property, (which is used as 

part of a business or farm operation), is not moved but is promptly replaced with a substitute 
item that performs a comparable function at the replacement site, the displaced person is 
entitled to payment of the lesser of: (1) The cost of the substitute item, including installation 
costs at the replacement site, minus any proceeds from the sale or trade-in of the replaced 
item; or (2) The estimated cost of moving and reinstalling the replaced item but with no 
allowance for storage.   
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 Searching for a replacement location [49 CFR 24.301(g)(17)].  A business or farm operation 
is entitled to reimbursement for actual, reasonable expenses, not to exceed $2,500, which 
are incurred in searching for a replacement location, including: transportation; meals and 
lodging away from home; time spent searching, obtaining permits, attending zoning hearings 
and negotiating the purchase or lease of a replacement site (based on reasonable salary or 
earnings); fees paid to a real estate agent or broker to locate a replacement site (exclusive 
of any fees or commissions related to the purchase of such sites).  

 Low value/high bulk [49 CFR 24.301(g)(18)].  When the personal property to be moved is of 
low value and high bulk, and the cost of moving the property would be disproportionate to its 
value in the judgment of the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs, the allowable moving cost 
payment shall not exceed the lesser of: (1) the amount which would be received if the 
property were sold at the site or (2) the replacement cost of a comparable quantity delivered 
to the new business location.  Examples include, but are not limited to, stockpiled sand, 
gravel, minerals, metals and other similar items of personal property as determined by the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs. 

 Other moving-related expenses that the LDRM for FEMA acquisition grant programs and/or 
the CPD Housing Program Manager for HUD acquisition grant programs determines are 
reasonable and necessary. 

 
In addition to the expenses for moving personal property listed above, the following items 
may also be related nonresidential eligible expenses if the LDRM for FEMA acquisition grant 
programs and/or the CPD Housing Program Manager for HUD acquisition grant programs 
determines they are actual, reasonable and necessary as per 49 CFR 24.303.  

 Connection to available nearby utilities from the right-of-way to improvements at the 
replacement site. 

 Professional services (based on a reasonable hourly rate pre-approved by the LDRM for 
FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD 
acquisition grant programs) performed prior to the purchase or lease of a replacement site 
to determine its suitability for the displaced person’s business operation including but not 
limited to, soil testing, feasibility and marketing studies (excluding any fees or commissions 
directly related to the purchase or lease of such site).   

 Impact fees or one-time assessments for anticipated heavy utility usage.   
 

A displaced person or business is not entitled to payment for the following ineligible moving 
and related expenses:   
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 The cost of moving any structure or other real property improvement in which the displaced 
person reserved ownership.  (However, this part does not preclude the computation under 
49 CFR 24.401(c)(2)(iii)); 

 Interest on a loan to cover moving expenses;  
 Loss of goodwill;  
 Loss of profits;  
 Loss of trained employees;  
 Any additional operating expenses of a business or farm operation incurred because of 

operating in a new location except as provided in § 24.304(a)(6);  
 Personal injury;  
 Any legal fee or other cost for preparing a claim for a relocation payment or for representing 

the claimant before the LDRM for FEMA acquisition grant programs and/or the CPD 
Housing Program Manager for HUD acquisition grant programs;  

 Expenses for searching for a replacement dwelling;  
 Physical changes to the real property at the replacement location of a business or farm 

operation except as provided in 49 CFR 24.301(g)(3) and 24.304(a);  
 Costs for storage of personal property on real property already owned or leased by the 

displaced person; and 
 Refundable security and utility deposits. 

Additional benefits that may be provided to businesses, depending on the circumstances, 
are a “direct loss” payment and a “substitute equipment” payment.  A direct loss payment is 
reimbursement for loss of personal property, after a good faith effort to liquidate inventory, 
due to closing or moving the business.  A substitute equipment payment is made when 
personal property is left in place and promptly replaced at the new site. 

Business moves can be complex, and it may require the assistance of a knowledgeable 
relocation professional to properly advise the business owner and provide adequate 
advisory services.  In many cases, the owner of the real property to be acquired for a project 
and the business owner are separate parties, and both have specific rights that must be 
protected. 

A representative of the LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs will be present at the time of the 
move to ensure that it occurs as planned, done at reasonable cost, secure a detailed pre- 
and post-move inventory of personal property relocated, and to provide any other technical 
assistance necessary. 
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8.2.4 Reestablishment Costs 
In addition to a business’ actual, reasonable and necessary moving payments (49 CFR 
24.301 and 24.303), a small business (generally a business with no more than 500 
employees on site), may be eligible to receive a payment, not to exceed $10,000, for 
expenses incurred in relocating and reestablishing the business at a replacement site. 

Eligible reestablishment expenses must be reasonable and necessary, as determined by the 
LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for 
HUD acquisition grant programs and include, but are not limited to the following:  

 Repairs or improvements to the replacement real property as required by Federal, State or 
local law, code or ordinance. 

 Modifications to the replacement property to accommodate the business operation or make 
replacement structures suitable for conducting the business. 

 Construction and installation costs for exterior signing to advertise the business. 
 Redecoration or replacement of soiled or worn surfaces at the replacement site, such as 

paint, paneling, or carpeting. 
 Advertisement of replacement location. 
 Estimated increased costs of operation during the first two years at the replacement site for 

such items as: lease or rental charges; personal or real property taxes; insurance premiums; 
and utility charges, excluding impact fees. 

 Other items that the LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs considers essential to the 
reestablishment of the business. 

 
It is important for the LDRM for FEMA acquisition grant programs and/or the CPD Housing 
Program Manager for HUD acquisition grant programs to properly document all costs related 
to reestablishment payments and moving expenses to ensure that they are reasonable and 
appropriate.  The following is a nonexclusive list of expenses not considered to be 
reasonable, necessary, or otherwise eligible under the URA: 

 Purchase of capital assets, such as, office furniture, filing cabinets, machinery, or trade 
fixtures. 

 Purchase of manufacturing materials, production supplies, product inventory, or other items 
used in the normal course of the business operation. 

 Interest on money borrowed to make the move or purchase the replacement property. 
 Payment to a part-time business in the home which does not contribute materially to the 

household income. 
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8.3 Appeals 
If a person, household or business feels that they have not been accorded all protected 
rights and protections under the URA, they are eligible to appeal and seek review of how 
their case was handled.  The County will establish an appeal process, to be described in the 
formal relocation plan for a project, in addition to being made public, and being provided in 
writing to each affected household, person or business as part of advisory services.   

An appeal must be in writing and filed with the Director, ESD for FEMA acquisition grant 
programs and/or the Director, CPD for HUD acquisition grant programs within a 60-day 
period from the action subject to the appeal.  The appeal process establishes the 
opportunity for the affected household, person or business to be heard by a person other 
than the one who made the decision or determination being appealed.  The appeal process 
has been established in accordance with local standards and state law pertaining to 
administrative hearing procedures.   

 

Actions that may be appealed include: 

 Determination as a “displaced person;” 
 The amount of relocation benefit provided; 
 Comparable housing unit offered; 
 Failure to inspect replacement unit in a timely manner; and 
 Failure to meet time deadlines for filing a claim for relocation benefits. 

A person, household or business shall have the right to be represented, to review pertinent 
records, and to receive a prompt, written decision on the matter appealed.  A person, 
household or business that is dissatisfied may also submit a written request for the Regional 
Relocation Specialist in the HUD Columbia Regional Office for review of the County 
determination.  Notwithstanding the appeal process, a person, household, or business is not 
precluded nor limited in seeking judicial review, once all administrative remedies have been 
exhausted. 

Files or Attachments needed for Stage 8: 
 HUD Form 40054, “Claim for Moving and Related Expenses – Families and Individuals” 
 HUD Form 40055, “Actual Reasonable Moving and Related Expenses – Businesses, Non-

profit Organizations, and Farm Operations” 
 HUD Form 40056, “Fixed Payment in Lieu of Payment for Actual Reasonable Moving and 

Related Expenses” 
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 HUD Form 40057, “Claim for Replacement Housing Payment for 90-Day Homeowner-
Occupant” 

 HUD Form 40058, “Replacement Housing Payments Rental Assistance or Down Payment 
Assistance” 

 HUD Form 40072, “Claim for Rental Assistance or Purchase Assistance” 
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	Policy and Procedure Guide for compliance with the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, as amended at 49 CFR 24 and Section 104(d) of the Housing and Community Development Act of 1974, as amended at 24 CFR 42.
	NOTE:  This document is intended as a guideform internal procedure manual to assist agencies, and their subrecipients, with compliance for HUD-funded projects involving acquisition, rehabilitation, demolition, and/or conversion.  It should be modified...
	Stage 1:  Property/Site Identification for Acquisition
	 Property Identification
	 Site Visit
	 Demolition/Conversion Review
	 Development Preliminary Relocation Costs
	 Issue Notice of Interest/GIN
	1.1 Property Identification
	 Identify the need for the project;
	 Identify appropriate property to acquire;
	 Identify all funding sources for project;
	 Order environmental review;
	 Notify the Tax Assessor’s Office of the possible acquisition.
	1.1.1  Identify Need

	 South Carolina Emergency Management Division’s (SCEMD) grant guidance; and
	 The property is in the Special Flood Hazard Area (SFHA); and
	 The property was significantly damaged by the disaster event; and
	 The property owner has an interest in participating in the program.
	 HUD approved 3 -5 Year Consolidated Plan; and
	 County of Richland (County) Consolidated Plan – Annual Action Plan; or
	 Local neighborhood or area redevelopment plan.
	1.1.2  Identify Appropriate Real Property
	1.1.3  Identify Funding Source
	1.1.4  Order Environmental Review
	1.1.5  Notify Tax Assessor’s Office

	1.2  Site Visit
	1.2.1  Residential Properties

	 Initial Visit.  During the initial visit, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	 Follow up visits.  During follow-up visits, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	 Visual home site inspection.  During the visual home site inspection, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	Non-Residential Properties

	 Initial visit.  During the initial visit, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	 Follow up visits.  During follow-up visits, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	 Visual non-residential site inspection.  During the visual non-residential site inspection, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must:
	1.3  104(d) Demolition/Conversion Review
	1.4  Development Preliminary Relocation Costs
	 The purchase of land, buildings, or housing units, estimated at fair market value (see Valuation, below);
	 Transfer of ownership, including customary settlement fees and closing costs (legal assistance, title search, recordation fee);
	 Property survey(s);
	 Appraisal(s); and
	 Demolition costs to include:
	 initial asbestos testing, monitoring, and clearance testing;
	 restoration of the property to the desired state; and
	 Relocation payments, including replacement housing payment, moving expenses, and advisory services, if displacement will occur.
	 If displacement must occur in a project, the following considerations must be considered to establish accurate relocation costs:
	Determining Resource Needs

	 During the planning stage of a project, it is recommended that the County review the following in order to anticipate relocation issues:
	 The grantee should also determine the following issues:
	1.5  Issue Notice of Interest/General Information Notice
	1.5.1 Preliminary Notice of Interest

	 Expression of possible interest in acquiring the property;
	 Advise occupants not to move;
	 Informs the property owner(s) if an appraisal must be conducted, and that the owner has the right to accompany the appraiser;
	 If the property is acquired, the owner(s) will be offered fair market value; and
	 The owner’s protections under the URA.
	1.5.2 General Information Notice (GIN)

	 An explanation of the proposed project;
	 Advise occupants not to move prematurely;
	 Information (if available) regarding the terms for continued occupancy or of the assistance available if the person will be displaced.

	Files or Attachments needed for Stage 1:
	 Sample Notice – Notice to Owner
	 Sample Notice – General Information Notice
	 HUD Form 1041-CPD, “When a Public Agency Acquires Your Property”
	 HUD Booklet 1042-CPD, “Relocation Assistance to Tenants Displaced from Their Homes”
	 HUD Booklet 1043-CPD, “Relocation Assistance to Non-Residential Occupants”
	 HUD Booklet 1044-CPD, “Relocation Assistance to Displaced Homeowner Occupants”
	 HUD Booklet 1365-CPD, “Relocation Assistance to Persons Displaced from Their Homes 104(d)”

	Stage 2:  Approval of Acquisition Authority
	 Development & Services Committee Recommendation to County Council
	 County Council Approval
	2.1  Development & Services Committee Recommendation to County Council
	2.2  County Council Approval
	2.2.1  Acquisition Authority

	 Development & Services Committee Recommendation to County Council - The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs is required to obtain Development & Services Committee recomme...
	 County Council Approval - If acquisition approval has not been granted, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must obtain County Council approval.
	2.2.2 Redevelopment Agreement

	 Development & Services Committee Recommendation to County Council - The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must obtain Development & Services Committee recommendation to...
	 County Council Approval - The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs must obtain County Council approval.
	 Execution Redevelopment Agreement - The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs will execute the redevelopment agreement.

	Stage 3:  Preliminary Acquisition and Relocation Planning
	 Title and survey work.  These are described in Section 3.1 below.
	 Appraisal(s).  Ordering guidelines, required content and reviewing appraisals are described in Section 3.2 below.
	 Prepare Relocation Plan. Required contents of the Relocation Plan are described in Section 3.3 below.
	 Prepare 104(d) One for One Replacement Plan
	 Issue Move-In Notice, if applicable.
	3.1  Title and Survey Work
	3.2  Appraisals
	3.2.1  Appraisal Contents At a minimum, all appraisals must comply with 49 CFR 24.103 and contain the following:

	 The purpose and function of the appraisal
	 A statement of the assumptions and limiting conditions affecting the appraisal
	 An adequate description of the property, any remnants not being acquired, and the property’s physical characteristics (including items identified as personal property)
	 A description of comparable sales
	 A final statement of the value of the property
	 The effective date of the valuation and appraisal
	 A signature and certification of the appraiser
	3.2.2  Review Appraisals

	 The reasons for the change and the new value should be documented in a certified document.
	 The level of this explanation will vary according to the complexity of the individual project circumstances.
	3.3  Prepare Relocation Plan
	 Name and contact information for the entity designated to manage the relocation and other associated activities;
	 Summary or overview of the project, including properties to be acquired;
	 How and when the grantee plans to conduct occupant surveys (if known – include occupant data here);
	 Available housing resources, including location of potential comparable replacement dwelling units;
	 Anticipated rents, changes in utility, parking or other charges and new rental policies after the rehabilitation or change in use of the property;
	 Measures that will be taken to retain existing tenants;
	 Information on how the relocation assistance plan will be implemented including staffing, relocation payments, advisory services and eligibility requirements;
	 Project timetables, including descriptions of the scope of work to be done and its phasing;
	 Advisory and community-based services available to those displaced;
	 Methods to be used to communicate details of relocation plan to owners, occupants, and tenants, and if necessary, in alternative formats; and
	 Measures planned to minimize proposed project’s impact on occupied units.
	3.4  Prepare 104(d) One for One Replacement Plan
	3.4.1  Affected Units

	 Unit is low income (rents at or below FMR);
	 Is occupied or is vacant occupiable;
	 Converted to a housing unit renting above the FMR; and
	 Converted to a non-residential use.
	 Unit is substandard and not suitable for rehabilitation (as defined in Consolidated Plan); or
	 Unit has been vacant over 90 days.
	3.4.2  Place Public Notice (30 days)
	3.4.3  Submit to HUD

	3.5  Issue Move-In Notice (if required)

	Files or Attachments needed for Stage 3:
	 Sample Move-In Notice

	Stage 4:  Request for “Offer to Purchase” Approval
	4.1  Property Information
	4.2  Draft and Forward Confidential Memo
	4.3  Verify and Authorize Funding
	4.4  Final Memo drafted

	Stage 5:  Offer to Purchase
	5.1  Offer of Just Compensation to Owner
	 A description and location of the property to be acquired.
	 Identification of the buildings, structures, equipment, fixtures and other improvements included in the offer.
	 If the County chooses to do so, the owner may be provided with a copy of the appraisal(s).
	5.1.1  Determining Just Compensation

	 Just compensation cannot be less than the appraised fair market value (See Stage 3 for more information on appraisals).
	 If the owner retains or removes any property improvements, (for example, permanent fencing) the salvage value of the improvement should be deducted from the offer of just compensation.
	 If an entire parcel is not being acquired and the County determines that the owner would be left with an uneconomic remnant, the County must offer to purchase this remnant.  An uneconomic remnant is a parcel of real property with little or no value ...
	5.1.2  Purchase Agreement

	 Negotiating basic terms of purchase agreements.  An offer should be adequately presented to an owner, and the owner should be properly informed preferably via personal, face-to-face contact when feasible.  All reasonable efforts must be made to disc...
	 Creating purchase agreement or contract for purchase documents.  Purchase agreements and other contractual documents must be reviewed and approved by the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisi...
	 When the property owner returns the Agreement to the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs, the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Mana...
	5.1.3 Tenant Improvement

	 The tenant provides the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs with title to the improvements.
	 The real property owner disclaims all interest in the improvements.  Otherwise, the grantee may use condemnation proceedings to have the court determine ownership.
	 The payment does not duplicate payment made to the real property owner.
	 The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs uses the following method to determine the value of improvements:
	5.2  Provide Notices of Eligibility or Notices of Non-displacement
	5.2.1  Notice of Non-displacement

	5.2.2 Temporary Relocation Notice
	The LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs will also provide a “Notice of Non-displacement” to all   residents who will not be required to move permanently from the project, b...
	5.2.3  Notice of Eligibility for Relocation Assistance

	 Information that the homeowner or tenant will not be required to move without a referral to at least one comparable replacement dwelling unit, and they will be provided at least 90-days advance written notice from the date of the referral.
	 If feasible, addresses of three comparable replacement dwelling units will be provided,
	 The estimated amount and type of moving expenses the displaced person would be eligible for, and
	 A specified maximum amount of the replacement housing payment based on the comparable replacement unit.

	Files or Attachments needed for Stage 5:
	 Establishment of Just Compensation form (agency value determination)
	 Offer of Just Compensation template (to owner)
	 HUD Acquisition and Relocation Brochures (see Stage 1 documents)
	 Notice of Non-displacement
	 Notice of Eligibility for Relocation Assistance

	Stage 6:  Property Acquisition
	6.1 Negotiation with Property Owner
	 The court determines that the County cannot acquire the property through eminent domain; or
	 The condemnation action was dropped for any reason, other than a settlement; or
	 The court rules in favor of the property owner in an inverse condemnation action.
	6.1.1.  Coercive Actions Not Allowed by Agencies
	6.1.2.  Administrative Settlement
	6.1.3  Closing the Sale
	6.1.4  Renting the Acquired Property

	6.2  The Condemnation Process
	 Disagreements with the property owner about the fair market value of the property whereby no further discussion between the County Attorney and/or the CPD Housing Program Manager staff and the property owner will reach an agreement.
	 Title problems create complexities and only the courts can resolve the issues to enable the property owner to deliver clear title.
	 The property owner may disagree with the County about the need for the acquisition in general, or the piece of the property that is or is not being acquired.
	 Documentation that proper notices were sent and received, and that the property owner’s rights were protected as prescribed by the URA and State law.
	 Documentation of personal contacts with the property owner and sincere, business-like negotiations were attempted.
	6.2.1  Initiating Condemnation – County Attorney

	 Documentation of all previous contacts, dates, what was done and said to negotiate in good faith.  This would include a log of all contacts, letters and phone calls.
	 Information about the project including the rationale and documentation addressing the “public purpose” to be served through acquisition.
	 All information regarding the appraisal reports, including information about any improvements, fixtures, leases, and existing uses.
	 An updated title report.
	6.2.2  Request Check for Escrow
	6.2.3  Deposit Check at County Treasures’ Office
	6.2.4 Litigation

	 If no settlement is reached, litigation will proceed and there will be judicial review of the merits of the case.  In some jurisdictions, a Board of Valuers or Court-Appointed Commissioners will be appointed.
	 Depending on State law and the nature of the case, a jury trial may or may not be held.
	 The decision of the courts may be appealed.  Depending on the court’s ruling, the County may be required to pay additional costs incurred by the property owner.  Once the Housing Program Manager has title to the property, a “Notice to Vacate” can be...

	Stage 7:  Issuing Move Notices
	7.1  90- and 30-Day Notice to Vacate

	Files or Attachments needed for Stage 7:
	 90-day Notice to Vacate
	 30-day Notice to Vacate
	 Combined Notice of Eligibility and 90-day Notice to Vacate

	Stage 8:  Execute Relocation
	 Provision of Comparable Units for Residential Properties
	 Replacement Housing Assistance for Residential Properties
	 Assistance with New Locations for Commercial Properties
	 Advisory Services for Residential and Commercial Properties
	 Moving Expenses for Residential and Commercial Properties
	 Reestablishment Expenses for Commercial Properties
	 An Appeals Process for Residential and Commercial Properties
	8.1 Residential Relocation
	 Referrals to available comparable dwellings
	 Replacement housing assistance payments
	 Advisory services
	 Moving expenses
	The FEMA acquisition grant program is strictly a voluntary program for the County and the homeowner(s). Involuntary displacement is not allowable or applicable for the homeowner(s), therefore, the County does not have to provide the homeowner(s) the a...
	8.1.1  Provision of Comparable Units

	 Decent, safe and sanitary;
	 Functionally equivalent to the displacement dwelling;
	 Adequate in size to accommodate the occupants;
	 In an area not subject to unreasonable adverse environmental conditions;
	 On a site of typical size for residential development;
	 Currently available to the displaced person; and
	 Within the financial means of the displaced person.
	8.1.2  Advisory Services

	 Assistance with obtaining and securing alternative comparable replacement dwelling units;
	 Provision of information about housing choices;
	 Assistance with credit and mortgage applications; and
	 Provision of necessary transportation to potential housing units (referral units) in neighborhoods and areas outside those identified and offered as comparable.
	 Health services;
	 Child care;
	 Employment training;
	 Assistance with credit counseling.
	8.1.3 Moving Expenses

	 Transportation of personal property up to 50 miles;
	 Packing and unpacking;
	 Storage of property for up to 12 months, as determined to be reasonable and necessary;
	 Disconnecting, removing, and reconnecting appliances;
	 Insurance for the replacement value of personal property;
	 Credit checks; and
	 Utility hook-ups, including telephone and cable (but not deposits).
	8.1.4 Replacement Housing Assistance
	Assistance for 180-Day Homeowner-Occupants
	Assistance for 90-day Occupants

	 RHP makes up the difference between:
	Section 104(d) Relocation Assistance


	8.2 Commercial
	 A for-profit enterprise engaged in a lawful activity;
	 A non-profit organization (church or social service agency); and
	 A farm.
	8.2.1 Assistance with New Locations
	8.2.2 Advisory Services

	 Determine the relocation needs and preferences of each business to be displaced and explain the relocation payments and other assistance for which the business may be eligible, the related eligibility requirements, and the procedures for obtaining s...
	 Provide current and continuing information on the availability, purchase prices, and rental costs of suitable commercial and farm properties and locations.  Assist any person displaced from a business to obtain and become established in a suitable r...
	 Minimize hardships to persons in adjusting to relocation by providing advice as to other sources of assistance that may be available, and such other help as may be appropriate.
	 Supply persons to be displaced with appropriate information concerning Federal and state economic development programs, disaster loan and other programs administered by the Small Business Administration, and other Federal and State programs offering...
	8.2.3 Moving Expenses

	 Fixed Payment (“In Lieu Of” Payment).  As an alternative to documenting incurred expenses and receiving payment for actual, reasonable and related moving and reestablishment expenses, certain businesses may be eligible to choose a fixed payment in t...
	 Payment for Actual, Reasonable Moving and Related Expenses. If this option is selected, a displaced “small business” may also be eligible for a Reestablishment Payment, up to $10,000, in addition to actual, reasonable and necessary moving expenses.
	 Commercial move.  Based on the lower of two bids or estimates prepared by a commercial mover or contractors.  At the County’s discretion, payment for a low cost or uncomplicated move may be based on a single bid or estimate.
	 Self-move.  A self-move payment may be based on one or a combination of the following:
	 Transportation of the displaced person and personal property.  Transportation costs beyond 50 miles are ineligible, unless the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs determi...
	 Packing, crating, unpacking, and uncrating personal property.
	 Disconnecting, dismantling, removing, reassembling, and reinstalling relocated personal property including machinery, equipment, substitute personal property, and connections to utilities available within the building; it also includes modifications...
	 Storage of the personal property for a period not to exceed l2 months, unless the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs determines that a longer period is necessary and rea...
	 Insurance for the replacement value of the property in connection with the move and necessary storage.
	 The replacement value of property lost, stolen, or damaged in the process of moving where insurance covering such loss, theft, or damage is not reasonably available.
	 Any license, permit, fees or certification required at the replacement location.  However, the payment may be based on the remaining useful life of the existing license, permit, fees or certification.
	 Professional services as the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs determines to be actual, reasonable and necessary for: planning the move of the personal property; moving...
	 Re-lettering signs and replacing stationery on hand at the time of displacement that is made obsolete because of the move.
	 Actual direct loss of tangible personal property incurred because of moving or discontinuing the business or farm operation.  The payment shall consist of the lesser of:
	 Re-lettering signs and replacing stationery made obsolete as part of the move.
	 The reasonable cost incurred in attempting to sell an item that is not to be relocated.
	 Purchase of substitute personal property.  If an item of personal property, (which is used as part of a business or farm operation), is not moved but is promptly replaced with a substitute item that performs a comparable function at the replacement ...
	 Searching for a replacement location [49 CFR 24.301(g)(17)].  A business or farm operation is entitled to reimbursement for actual, reasonable expenses, not to exceed $2,500, which are incurred in searching for a replacement location, including: tra...
	 Low value/high bulk [49 CFR 24.301(g)(18)].  When the personal property to be moved is of low value and high bulk, and the cost of moving the property would be disproportionate to its value in the judgment of the LDRM for FEMA acquisition grant prog...
	 Other moving-related expenses that the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs determines are reasonable and necessary.
	 Connection to available nearby utilities from the right-of-way to improvements at the replacement site.
	 Professional services (based on a reasonable hourly rate pre-approved by the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs) performed prior to the purchase or lease of a replacemen...
	 Impact fees or one-time assessments for anticipated heavy utility usage.
	 The cost of moving any structure or other real property improvement in which the displaced person reserved ownership.  (However, this part does not preclude the computation under 49 CFR 24.401(c)(2)(iii));
	 Interest on a loan to cover moving expenses;
	 Loss of goodwill;
	 Loss of profits;
	 Loss of trained employees;
	 Any additional operating expenses of a business or farm operation incurred because of operating in a new location except as provided in § 24.304(a)(6);
	 Personal injury;
	 Any legal fee or other cost for preparing a claim for a relocation payment or for representing the claimant before the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs;
	 Expenses for searching for a replacement dwelling;
	 Physical changes to the real property at the replacement location of a business or farm operation except as provided in 49 CFR 24.301(g)(3) and 24.304(a);
	 Costs for storage of personal property on real property already owned or leased by the displaced person; and
	 Refundable security and utility deposits.
	8.2.4 Reestablishment Costs

	 Repairs or improvements to the replacement real property as required by Federal, State or local law, code or ordinance.
	 Modifications to the replacement property to accommodate the business operation or make replacement structures suitable for conducting the business.
	 Construction and installation costs for exterior signing to advertise the business.
	 Redecoration or replacement of soiled or worn surfaces at the replacement site, such as paint, paneling, or carpeting.
	 Advertisement of replacement location.
	 Estimated increased costs of operation during the first two years at the replacement site for such items as: lease or rental charges; personal or real property taxes; insurance premiums; and utility charges, excluding impact fees.
	 Other items that the LDRM for FEMA acquisition grant programs and/or the CPD Housing Program Manager for HUD acquisition grant programs considers essential to the reestablishment of the business.
	 Purchase of capital assets, such as, office furniture, filing cabinets, machinery, or trade fixtures.
	 Purchase of manufacturing materials, production supplies, product inventory, or other items used in the normal course of the business operation.
	 Interest on money borrowed to make the move or purchase the replacement property.
	 Payment to a part-time business in the home which does not contribute materially to the household income.
	8.3 Appeals
	 Determination as a “displaced person;”
	 The amount of relocation benefit provided;
	 Comparable housing unit offered;
	 Failure to inspect replacement unit in a timely manner; and
	 Failure to meet time deadlines for filing a claim for relocation benefits.

	Files or Attachments needed for Stage 8:
	 HUD Form 40054, “Claim for Moving and Related Expenses – Families and Individuals”
	 HUD Form 40055, “Actual Reasonable Moving and Related Expenses – Businesses, Non-profit Organizations, and Farm Operations”
	 HUD Form 40056, “Fixed Payment in Lieu of Payment for Actual Reasonable Moving and Related Expenses”
	 HUD Form 40057, “Claim for Replacement Housing Payment for 90-Day Homeowner-Occupant”
	 HUD Form 40058, “Replacement Housing Payments Rental Assistance or Down Payment Assistance”
	 HUD Form 40072, “Claim for Rental Assistance or Purchase Assistance”


