Policy and procedure for acceptance of gifts of real estate 
March 5, 2015 
General Policy

Gifts of real estate including residential, commercial, developed, and undeveloped property will be considered for acceptance by the Bay View Historical Society (BVHS). In order to be considered for acceptance, BVHS must determine that the following criteria are met: 

1. The property is useful for purposes of BVHS, if BVHS intends to hold the property. 

2. The property is marketable, if BVHS intends to sell the property.   

3. The restrictions, reservations, easements or other limitations associated with the property have been fully disclosed, reviewed, and deemed reasonable. 

4. The environmental audit reflects that the property is free of all recognized environmental conditions, historically or currently present, as defined by ASTM Standard E-1527-00 or its successor(s).   

5. The maintenance and carrying costs, including insurance, property taxes, mortgages or notes, etc. have been fully ascertained and deemed reasonable and acceptable.   

6. If BVHS intends to sell the property, the donor agrees to remain responsible for maintenance, insurance, and property taxes on the property until the property is sold by BVHS.

7. All applicable rules and regulations will be followed for purposes of determining the value for charitable deduction purposes.   

Procedure

In order to determine whether to accept a gift of real estate, the following procedures will be followed.   
A. All Property

The following information must be obtained and considered for a property to be accepted:  

1. Donor will complete “General Information” worksheet, attached as Exhibit A.   

2. Acceptable MIS appraisal by AIA certified appraiser.  

3. Acceptable results from title search.   

4. Acceptable Phase I environmental audit, as defined above.  

5. Certified survey of property.  

6. Most recent tax bill. 

7. Deed to current owner. 

8. For commercial or other income-producing property, an income/expense proforma 

for three year period. 

9. Association agreement, if applicable. 

10. Conditions, covenants, and restrictions, if applicable.   

11. Lease or rental agreements, if applicable.   

12. Notes and trust deeds, if applicable. 

13. Current insurance policy.   

14. Any past inspection reports, such as from code inspections or structural assessment reports.   

15. Assessment of marketability by a qualified broker. 

16. Assessment of donor's past sales efforts (if any). 

17. Inspection of property. 

18. Building inspection report.   

B. Mortgaged Property

In addition to meeting all criteria listed for non-mortgaged property, the following information must be obtained and considered for a property to be accepted: 

1. Copy of current mortgage agreement.   

2. Current mortgage statement. 

3. Property should be income producing and provide sufficient cash flow to cover mortgage and tax expenses.  

4. Non-income producing mortgaged property will not be accepted unless a guaranteed buyer is in place.  

5. Impact of the mortgage on BVHS financial statements must be acceptable to the Treasurer.  

Exhibit B provides a checklist for determining whether all information listed above has been obtained, as well as outlining who is responsible for providing which pieces of information. 
REAL ESTATE ACCEPTANCE POLICY            EXHIBIT A             GENERAL INFORMATION WORKSHEET 
1. Donor’s name: 

2. Address: 

3. Phone number: 

4. Location of property: 

5. Type of property: 

6. County Tax map number: 

7. Valuation and date of most recent appraisal: 

8. Donor’s basis/cost of property and length of time owned: 

9. List any liens, encumbrances, mortgages, etc.: 

10. Zoning (residential, commercial, etc.): 

11. List owners of record: 

12. Ownership structure: circle one (sole individual, joint, tenants-in-common, LLC, general 

partnership, limited partnership, community property) 

13. Does the ownership include all legal rights (e.g., mineral rights and water rights; are there any restrictive easements or covenants)? 

14. Please attach a copy of the legal description to the property.   

15. Is there any impending litigation with regard to the property?  If yes, please attach a 

detailed explanation.   

16. Status of this year’s property taxes and holding costs (including delinquent fees, if any):  

17. Please list all fees associated with the property (e.g., homeowners’ association 

membership fees, condominium fees, sewer/water or other operating costs).  

18. Has the property been the subject of any regulatory designations (such as wetland)? If so, list the type of designation and regulatory agency:  

19. Does the owner know of any environmental problems?  

20. Does the owner know of any title questions or problems? 

21. Date of Phase One Environmental Survey. 

22. If property is income producing, is there potential for unrelated business income? 
REAL ESTATE ACCEPTANCE POLICY 
EXHIBIT B 
DOCUMENT REVIEW AND PREPARATION CHECKLIST 
Document                                                               Party Responsible for Obtaining 
Title Search                                                            Ordered and paid for by BVHS

Appraisal by Qualified Appraiser                         Ordered and paid for by Donor within minimum of 60 









days of anticipated deed delivery 

Deed to Current Owner    



       Donor 

Latest Property Tax Bill                                         Donor 

Environmental Audit                                               Donor 

Income/ expense proforma for                              Donor  

three-year period (If commercial income- 

producing property) 

Association Agreement (Ownership                       Donor  

rights and responsibilities of some properties, 

primarily residential or condominiums, are 

governed by an owners’ association.  The 

agreement should include fees or assessments, 

together with a statement showing the 

condition of any reserve fund for deferred 

maintenance.) 

Conditions, Covenants and                                       Donor  

Restrictions (Conditions, covenants and 

restrictions are required of most subdivisions.  

A copy of these will show how the property 

may be used and what restrictions may apply.)

Lease or Rental Agreements (If the 


 Donor 

property is leased or rented to others, a copy of 

each rental agreement should be obtained 

showing the terms of the agreement, terms of 

rental, deposits, etc.) 

Notes and Trust Deeds or 
Mortgages (If applicable) 




 Donor 

Current Mortgage Statement (If 


 Donor 

applicable.  Will show the status of a loan 

and will be helpful in identifying and 

discussing the loan with the lender.) 

Insurance Policy (Will verify cost of 

           Donor 

insurance and provide information needed to 

transfer insurance, if desired, after gift is 

made.) 

Survey (This indicates location of property 
           Donor 

and is an important step in much of the 

information for gift analysis.) 

Assessment of marketability by 



  Donor 

qualified broker 
Assessment of donor’s past sales 


  Donor 

efforts 
Inspection Reports (Where inspection 

  Donor 


reports are available from previous activity 

related to the property, such as code 

compliance officer inspection reports or 

structural assessment reports by an engineer.)  

Donor/ Donee Transfer Agreement 


  Donor 

Gift Agreement 





           BVHS

Deed from Donor to BVHS




  Donor to order from title  insurance company and 











pay for preparation recording 

Compliance certificates and related 


 Donor  

inspections (applicable Village, Town, 

City, and/or State) 

Listing Agreement if BVHS is using 


BVHS

Broker for Sale of Gifted Property 

Rental Agreement    





BVHS

Closing Documents (transfer of 



BVHS

gifted property from BVHS, as Trustee, 

to Buyer).  Documents include, but are not limited to:  

Trustee’s Deed, Compliance Certificates, 

Closing Statement with Calculations; 

Bill of Sale for any tangible personal property included in sale.   

