SUGGESTED ORDER FOR TENANT FILES
Iowa Checklist
	Left  side
	Right Side

	
	** see note below

	1.  Lease agreement
	1. Tenant Income Certification

· Income Calculation Worksheet to show your figures on how you derived at your income and assets figure

	2.   Leasing Addendum (if applicable)
· If CROWN Program attached Maintenance Contract, Participation Contract, and other documents 
	2.  Application with any interview documentation



	3.  Rental Assistance (if applicable)
	3.  Income verifications
· Employment / Unemployment / Self Employed
· SS / SSI

· AFDC / TANF / FIP

· Child Support / Alimony

· Pensions

· Etc.

	4.   Credit Check / Criminal  

      Background / Landlord Reference 

      Checks (if applicable)

	4.  Asset Verifications

· Bank Verification / Under 5000 Asset Cert.
· Stocks / Bonds

· Insurance (Whole or Universal)

· Real Estate

· Etc.

	
	5.  Student Eligibility Certification
· Verifications with College (if applicable)

· Scholarship Information (if applicable)

	
	6.  Marital Status Form

	
	7.  Legal Documents (examples)

· Divorce Decree (if applicable)

· Guardianship paperwork (if applicable)

· Tax returns (if applicable)


** Should there be more than one Certification in the Tenant File, please have the most recent Certification on top with pertinent verifications immediately below and a colored sheet of paper (preferably legal size) separating that paperwork from the previous Certification with its corresponding documentation.

Pay Stubs or bank statements used as verification for Income Certification should be placed on the Right side of the folder.

Maintenance Issues, Rent Payment Issues, and Miscellaneous Correspondence / Notices should also be kept in a separate file from your Tax Credit Paperwork.  

YOUR TAX CREDIT FILE SHOULD ONLY HAVE THE INFORMATION USED TO VERIFIY INCOME AND ASSETS.  ALL OTHER INFORMATION SHOULD BE KEPT IN A SEPARATE TENANT FILE.  ONLY GIVE AUDITORS THE INFORMATION USED TO QUALIFY THIS TENANT.
