REAL ESTATE HOUSING FILE REVIEW CHECKLIST

Unit/Dwelling Number:
#Bedroom/Bathroom:

Type (Apartment, House, Plex or Mobile Home) 
Location (Site Name and State): 

Owned or Leased Asset:

Legend:
(R) Required – When applicable these documents shall be included in housing file.
(NR) Not Required – In general, other documents may provide useful protection for the Government but may not be required in the lease file for a particular acquisition.
(N/A) Not Applicable – If an item in the checklist is listed as required, however, it is not applicable for the particular acquisition, the Tenant Manager or RECO must place a N/A and a note in the comment field stating why it is not applicable for this housing unit.
	CHECKLIST ITEM
	Owned Asset
	Leased Asset
	IN FILE
	COMMENT: State why a required item is not in file for this acquisition unless not applicable for type of acquisition.

	Section 1 – Tenant Lease Documents
	
	
	
	

	Government Housing Assignment Agreement (DI form 1881)
	R
	R
	
	

	Government Housing Tenant Rent Notice (DI form 1882)
	R
	R
	
	

	FAA Application For Government Housing
	R
	R
	
	

	Oversized/Inadequately Sized Unit Composition Form
	
	
	
	

	No Phone Available Certification Form
	
	
	
	

	Lease for Real Property
	N/A
	R
	
	

	
	
	
	
	

	Section 2 – Payroll/Financial Records
	
	
	
	

	FAA Payroll Deduction for Rent of Employee Housing Request and Authorization Form
	R
	R
	
	

	Rent Implementation Schedule
	
	
	
	

	Dwelling Unit Clearance Form
	R
	R
	
	

	Rent Computation Schedule
	
	
	
	

	Section 3- Correspondance/Communications
	
	
	
	

	All correspondence (electronic and paper)
	R
	R
	
	

	Section 4 – Inspection, Maintenance Request, Miscellaneous
	
	
	
	

	FAA Inspection & Inventory Form
	R
	R
	
	

	Housing Work Request
	
	
	
	

	Miscellaneous
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