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1. Make sure application fees have been paid! If not, collect them!

2. Copy the property owner on all correspondence, including the approval and final action letters.

3. Copy the job address file on the approval letter.

4. Organize file using dividers provided, separating out any attorney-client protected information (these should be identified with a separate cover sheet).  Organization includes preparing the file for eventual scanning.  Please do the following:

a. Remove duplicates of documents.

b. Make sure that all documents are hole punched and properly secure. If it is a very large file, please consider making another folder---this will ensure all documents are secure to the file.
 
c. Please do not leave any post-it notes on the documents—they may be removed and thrown away. If it is vital information, please type it on a regular sheet of paper (8 ½ x11) and then add to the file.

d. Please make sure that plans are folded properly---the “Fresno  Fold”. It will fit better in the file folder and cabinets.

5. Close out the file in Naviline (including inputting date accepted and department action in review steps) and put the printout showing CP (complete) status on the top of the file documents. For any questions, please refer to “Naviline Training-Documents” in K-Common (Review Steps).  

6. When you close out a file, make sure that the entitlement numbers were written on the indicated parcels in the APN books.  Then color in the red circle on your file.

7. Take your file to the records location on the south side of the third floor (Rm 3043) and place it in order on the shelves.

