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STANDARD OPERATING PROCEDURES

FILE MAINTENANCE AND DATA MANAGEMENT

The Brazoria County Housing Authority enforces the organization of the file stacking order to be uniform by the insertion of a checklist in each tenant file that requires the file to be stacked in the order of the checklist. 

File Stacking Order

Part 1 – Communication Log & General Correspondence

· List any necessary information about the tenant and family that would be helpful with their participation with the Voucher Program

1. Underneath the communication log enter the following documents: birth certificates, social security cards, citizenship certifications, criminal background release form, photo ID, other documents.

Part 2 – Correspondence

· Attach correspondence relative to the family that comes from the landlord, concerned citizens, the housing authority, and miscellaneous sources.  

Part 3A – Attach documents as listed on the checklist relative to the tenant.

· Initial (new admission and transfer of unit)

Part 3B – Attach correspondence relative to the transaction in behalf of the tenant 

· annual recertification, interim, or portability

Part 4A – Attach documents in the order listed on the checklist. 

· This check list includes documents relative to the landlord

1. HAP Contract
2. Request for Tenancy Approval
3. Fact sheet for property owners
4. Inspection notification
5. Unit Inspection booklet (HUD 52580)
6. Pass/Fail notice
7. Rent Reasonableness
8. Dwelling Lease
9. Lead Base Paint Information
10. W-9 form and ownership documents
11. HAP termination to Landlord
12. Other documents relative to the landlord

Part 4B – Attach documents in the order listed on the checklist.

· This checklist is for documents relative to the re-examination of the landlord.  It includes Annual Re-certifications and Interim 

Separation of Tenant File

Files may need to be separated due to the thickness of the file.  When files are separated the following documents must be moved to the part 2 file:

1. Current 50058
2. Voucher (issued for the current unit size)
3. Request for Tenancy Approval for the unit currently under a HAP contract.
4. Inspection booklet for the initial pass inspection
5. Rent Reasonableness Survey
6. HAP Contract
7. The last pass inspection for the annual re-exam
8. Amendments for annual re-exam 
9. Amendments for current interim changes

File Retention

Terminated files and inactive files will be stored for a period of three years.  After three years the files may be shred or destroyed.
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