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SAMPLE FORMAT FOR RESIDENT FILES 

Use a 6-part paperboard file with each section labeled
File Folder labels should include the following:

Property Name

Unit Number / Unit Size

Resident Name

Move-In Date
Section 1: Lease
File in date order with most recent on top.

Lease

Attachments, Amendments, Rules

Notice of Contract Terms Change

Form “Notice of Rent Increase” (dated and signed by owner/manager)
Section 2: Annual Recertification
File Annual Recertifications in date order with most recent year on top.

Copy of 1st, 2nd, 3rd “Annual Recertification Notice” (dated and signed by manager)
Income Summary Sheet

Verifications

a) Income Verifications

b) Asset Verifications

c) School/Grant Verifications

Recertification Application

Form “Record of Oral Verification”
Other recertification qualifying materials

Documents Required for Recertification Checklist

Financial Aid Memos
Section 3: Initial Certification
Resident File Checklist

ID’s:  Social Security, Drivers License, etc.

Income Summary Sheet

Verification Forms

a) Income Verifications

b) Asset Verifications

c) School/Grant Verifications

Form “Record of Oral Verification”
Rental/Certification Application

Resident Landlord References

Reference Letters

Credit Reports

Any other initial qualifying materials

SAMPLE FORMAT FOR RESIDENT FILES 

Section 4: Legal Notices and Correspondence
File in date order with most recent on top.
Warning of Violation of Lease

Notice to Terminate Tenancy

3 Day Notice to Pay Rent or Quit

3 Day Notice to Change Condition/Covenant or Quit

Payment Contracts

Billing Statements for Maintenance

Notice to Resident, Re: Payment for Repairs

Intent to Vacate

Release for Resident Reference to Other Managers

Former Resident Contract for Money Owed

Belief of Abandonment

Section 5: General Correspondence

File in date order with most recent on top.
Emergency Form

Key Authorization

Information & Telephone Log

Letter of Notice to Enter Dwelling Unit

Pest Control / Roach Preparation Instructions

Water Bed Insurance Policy

Non Sufficient Fund Check Slips

Waiting List Letters

Offer of Assigned Apartment Letter

Section 6: Maintenance / Unit Inspection
File in date order with most recent on top.
Annual Unit Inspection Letter

Maintenance Request / Work Orders (White copy)

Unit Inspection (Annual / Move-in / Move-out)

Keep these inspection and work orders in this resident file.

Put yellow/pink copies of Work Orders in separate “Unit Work Order File.” 
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