APPENDIX 5 G


Board of Regents of the University System of Georgia

Title Search Procedure
A Title Search is required for all new buildings, major renovations and GSFIC projects. The Title Search should be conducted at the earliest opportunity in the project planning process to insure that the site that will be used for design is owned by the Board of Regents without any title exceptions.  

It is the responsibility of the Design Professional to insure that the project site is owned by the Board of Regents.  Failure to do so will necessitate redesign at the expense of the Design Professional.

1. Design Professional and Campus: The design professional should work with campus to prepare a red-lined site plan indicating that portion of the campus to be used as the project site.  A simplified outline of the site is preferred. Include areas for construction, staging and storage. Submit 2 copies to the BOR Facilities Office.  Also submit 2 unmarked copies of the plan. 

This should be accomplished at the earliest opportunity in the project planning process.  The campus should be cognizant of, and consider in the site selection, the boundaries of individual parcel acquisitions.  All parcels that are identified within the proposed project site will require titles to be searched, even if only a very small portion of a large parcel is included in the proposed project site.  This may result in delays in obtaining title clearance and additional costs to search more parcel records.  

It is not necessary to define the exact area to be provided to the contractor during the construction phase.  However, the area to be provided to the contractor should be entirely contained within the area of this site plan.

2. BOR:  Review red-lined site plan and advise Design Professional and campus of any changes required.

3. Design Professional: Revise red-lined site plan, if necessary, to reflect BOR changes required.  Request fee from surveyor to prepare a Plat of Boundary Line Survey using standard title block and Certificate of Surveyor language on page App. 5 G-3, 5 G-4 and G-5). Obtain approval from BOR of surveyors fee.  If surveyors fee is approved, direct surveyor to proceed with preparing Plat of Boundary Line Survey. (It is recommended to use the same surveyor to perform the topo and site conditions survey.)

4. BOR: Notify the Attorney General’s Office that a title search will be requested for the project.   This notification should be coordinated through the Assistant Vice Chancellor for Real Property.

5. Campus:  Provide to Board of Regents evidence of acquisition of the parcels included within the area to be surveyed.  Evidence includes copies of deeds and survey plats.

6. Surveyor:  Prepare preliminary Plat of Boundary Line Survey and send four copies to BOR, one to Design Professional and one to campus. Send invoice to Design Professional for approval.

7. Design Professional:  Review and approve surveyor’s invoice and send to campus for processing.

8. BOR:  Upon receipt of Plat of Boundary Line Survey from surveyor and evidence of acquisition of parcels from the campus, request a title search be conducted by the Attorney General’s Office.   This request should be coordinated through the Assistant Vice Chancellor for Real Property. (See App. 5 G-6 $ G-7)

9.  BOR:  Upon receipt of Certificate of Title from Attorney General’s Office, (this may take 3 - 4 months), the Assistant Vice Chancellor for Real Property will review the Certificate of Title and request assistance of the Attorney General’s Office in clearing up title exceptions as necessary.  When satisfied with the Certificate of Title, send a copy of the Certificate of Title to the surveyor with a copy to the Design Professional. Direct the surveyor to incorporate any issues addressed in the Certificate of Title (this direction should be specific) that are not already incorporated on the Plat of Boundary Line Survey and to prepare final Plat of Boundary Line Survey and complete Certificate of Surveyor.  (See App. 5 G- 8 )

10. Surveyor: Complete final Plat of Boundary Line Survey and send 4 copies to the BOR, one copy each to the campus and to the Design Professional.

11. BOR: If Certificate of Title is obtained more than one year prior to transmitting the project to GSFIC, then an updated Certificate of Title should be requested within four months of the anticipated transmittal to GSFIC.  This request should be coordinated through the Assistant Vice Chancellor for Real Property. (See Appendix 5 G-6).  Steps 11 and 12 above may need to be repeated as necessary.

12. Design Professional: Incorporate Final Plat of Boundary Line Survey document into the construction documents and include information as needed on “Plot Plan for GSFIC projects.

13. BOR:  On GSFIC projects attach Plat of Boundary Line Survey to the Attorney’s Certificate of Title for transmittal of the project to GSFIC. 

Sample

Letter by Design Professional to Surveyor

requesting Plat of Boundary Line Survey
Surveyor

Re:
Project No.

Project Name 

Institution

Dear ___________:

Enclosed is a copy of the site plan of this project.  On this drawing in red are the limits of the boundary of the site for this project.

Please prepare on behalf of the Board of Regents a Plat of Boundary Line Survey with easements and a legal description for this project based upon the enclosed site information.  The certificate of the surveyor and the title block enclosed are to be followed in preparing this Plat of Boundary Line Survey.  The title block and the certificate are to be on the Plat of Boundary Line Survey.  Please forward four (4) copies of the Plat of Boundary Line Survey and legal description to the Board of Regents (attention:   (Name)   ), one copy to    (campus)    (attention:   (Name)   ) and one copy to me as soon as possible.  Following the receipt of an Attorneys Certificate of Title, you will be sent a copy and be requested to complete your certificate. 

Sincerely,

Design Professional

Enclosure

cc:
BOR Program Manager

Campus

Sample

Title Block

for

Plat of Boundary Line Survey
PLAT OF BOUNDARY LINE SURVEY




PROJECT SITE OF PROJECT NO._________

(PROJECT NAME)

(INSTITUTION)




LAND LOT                                          LAND DISTRICT                                         SECTION

COUNTY, GEORGIA




PREPARED FOR BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA BY

(SURVEY COMPANY)

(SURVEYOR'S NAME & REGISTRATION NUMBER)

(ADDRESS)



SEAL

& SIGNATURE OF SURVEYOR
   DATE:  


   SCALE: 


   REVISED:



Sample

Certificate of Surveyor

for 

Plat of Boundary Line Survey

C E R T I F I C A T E    O F   S U R V E Y O R

I certify (a) that this plat is correct, (b) that all corners of the said property have been established by iron pins, (c) that the plat is complete as to directions and dimensions, (d) that the survey encompasses only the property the Board of Regents of the University System of Georgia, has informed me by letter dated           , 20___, is to be considered as the project site, (e) that the survey gives courses and distances of all sides, (f) that the survey shows interior angles, (g) that the courses are referenced to "magnetic north" with suitable notation at the north arrow, (h) that the property is tied in to a point considered reasonably permanent by a suitable traverse showing courses, distances, and interior angles, (i) that a closure sheet accompanies the survey on which closure sheet the error of closure is reflected (j) that this survey shows all rights, easements, restrictions, and protective covenants cited in the certificate of title of            (Name)           , Attorney at Law, whose certificate was effective through                            , 20    , and (k) that the area has been computed by the coordinate method. 

This              day of                         , 20___.

                    (Surveyors Signature)                          
                (Surveyors Name Printed)

Georgia Registered Land Surveyor No.____________       

Sample

Letter to Attorney Generals Office

requesting Certificate of Title
BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA

270 Washington Street, SW

Atlanta, Georgia  30334

OFFICE OF THE VICE CHANCELLOR
Date
(404) 656-2246

FOR FACILITIES






FAX 657-7433

Honorable __________________

Attorney General 

State of Georgia

40 Capitol Square

Atlanta, Georgia   30334

Attention:
_____________________

Senior Assistant Attorney General

Division II - RCA

Re:
Project No. _____

Project Name

Institution

Dear __________: 

The Board of Regents at its meeting on ____________, approved the above project for    (campus)    [Since this project is to be constructed by Georgia State Financing and Investment Commission]   OR   [To insure title in the property that is the proposed site for this project is properly vested in the Board of Regents], we request that the Real Property Section examine title to this property and provide a memorandum clearing the project site for construction. 

For your use in responding to this request, I enclose the following: 

1.
Two (2) copies of the Plat of Boundary Line Survey prepared by    (Name)     dated_____________ and showing the site of the subject project.

2.
New File Request form.

3.
Copy of the campus map of the institution showing the location of the project  site.

4.
Warranty Deed [Quitclaim Deed, etc.] dated _______________ and recorded in Book ____ Page ________ of _________ County Records. [Repeat in separate numbered items as necessary to include all deed records] [ Modify as necessary depending on type of evidence available for acquisition]
5.
Copy of Certificate of Title dated ___________ [If applicable to obtain an update of Certificate of Title]

6.
Request to Employ Outside Counsel. 

[This project is schedule to bid in _____________ (month). I would appreciate having your memorandum by __________ in order to complete the transmittal of project information to GSFIC.]

OR
[This project is in the _________design phase.  It is desired to insure that the Board of Regents is vested in clear title to the project site before design progresses.  Therefore, I would appreciate having your memorandum by __________ .]

Thank you for your assistance.

Sincerely,

_____________________

Assistant Vice Chancellor

   for Facilities

Enclosure

cc:
CBO

Program Manager

GSFIC Transmittal File

Sample

Letter to Surveyor

requesting Final Plat of Boundary Line Survey
BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA

270 Washington Street, SW

Atlanta, Georgia  30334

OFFICE OF THE VICE CHANCELLOR
Date
(404) 656-2246

FOR FACILITIES






FAX 657-7433

Surveyors Name and Address

Re:
Project No. 

Plat of Boundary Line Survey

Institution

Dear ________________:

Enclosed please find a copy of the Attorneys Certificate of Title issued by    (Name)   ,  Attorney at Law,     (City)   , Georgia, on the site of the above project at the    (institution)   , Georgia.  

[The following exceptions listed in the Attorneys Certificate of Title should be reflected on the Plat of Boundary Line Survey you prepared on this project dated ___________, 20______ :

14. Exhibit __,  Item ___

15. Exhibit __,  Item ___

It is requested that you then complete the Certificate of Surveyor, add it to the Plat of Boundary Line]

OR
[The exceptions listed in the Attorneys Certificate of Title do not affect the site of the project and will not appear on the Plat of Boundary Line Survey you prepared on this project dated ___________, 20______. 

Therefore, it is requested that you complete the Certificate of Surveyor, add it to the Plat of Boundary Line] Survey you prepared for this project and send me four (4) copies of the Plat of Boundary Line Survey, send one copy to the campus and one reproducible to the architect as soon as possible.  Please call if there are any questions. Thank you for your assistance. 

Sincerely, 

Program Manager

Enclosure

cc:
Campus

Design Professional

Campus


Survey File
Example letter to surveyor requesting final plat of boundary line survey
Surveyors Name and Address

Re:
Project No. 

Plat of Boundary Line Survey

Institution

Dear ________________:

Enclosed please find a copy of the Attorneys Certificate of Title issued by    (Name)       , Attorney at Law,    (City), Georgia, on the site of the above project at the (institution), Georgia.  The exceptions listed by   (Name) do not affect the site of the project and will not appear on the Plat of Boundary Line Survey you prepared on this project dated ___________, 199______. 

Therefore, it is requested that you complete the Certificate of Surveyor, add it to the plat of boundary line survey you prepared for this project and send me _________ copies (or CADD file) of the plat; send four (4) copies to the Board of Regents Office of Facilities, Attn. Ms. Jeannie Wright; and one copy to the campus  as soon as possible. 

Please call if there are any questions. Thank you for your assistance. 

Enclosure

cc:
BOR

Campus


University System of Georgia

App. 5 G-9
Building Project Procedure 2000



