File Checklist (from bottom to top)

Side 1

· Original Lease

· Affordable Housing Addendum (under lease)

· Program Addendum (under lease)

· Drug Free Addendum

· Smoke Alarm Addendum

· Community Policies

· Subsequent lease package, same as above, divided by colored paper

Side 2 (from bottom to top)

· Non-Employment Affidavit

· Zero Income Affidavit

· Sworn Statement of Assets

· Bank Verification

· Stocks, Bonds, CD Verifications

· Any other Asset Verifications

· Tax Returns

· Social Security Verifications

· Veterans Retirement Verifications

· TANF Verifications

· Any other earned income

· Child Support Verification

· Non-Child Support

· Divorce Decree

· Student Certification

· Employment Verifications

· APPROVAL SHEET (if used), signed by management company

· Tenant Income Certification

Side 3

· Application

· Release and Consent

· Copy of Driver’s License, Social Security Cards, Birth Certificates

· Credit Report

· Criminal Report

· Legal documents

· Tenant correspondence (from tenant)

· Notices from Management

Side 4

· Move-in Inspection

· Work orders (if not kept in another file)

