File Maintenance Checklist 2 - Project / Building Files
	Property Owner Name:

	

	Building Address:


	
	
	application to participate

	
	
	application review / evidence of selection decision

	
	
	award documentation

	
	
	clear scope of work

	
	
	SHPO correspondence and clearance letter

	
	
	environmental review / checklist

	
	
	list of contractors notified

	
	
	minimum of two bids

	
	
	contract between LPA and property owner

	
	
	contract between property owner and contractor

	
	
	set up form

	
	
	inspection log (document initial, progress, final and maintenance inspections)

	
	
	lead clearance (residential) 

	
	
	radon clearance (residential)

	
	
	invoices and proof of payment

	
	
	disbursement request

	
	
	signed declaration

	
	
	declaration filing receipt

	
	
	signed property release form

	
	
	documentation of income eligible tenants (residential)

	
	
	miscellaneous correspondence

	
	
	before and after photos

	
	
	proof of reimbursement to property owner

	
	
	final project budget

	
	
	project briefing sheet


	Notes:

	

	

	

	

	


