MANTECA FILING SYSTEM 

All sections are to be in chronological order, most recent on the top.

	1.
	Checklists
	Based on project entitlements – look @ application and include all checked.

	2.
	Contact Info
	Template (to be filled in from Application)

	3.
	App Materials
	Application, Environmental Questionnaire, Allocation Application and another other project related information that is submitted with the application packet

	4.
	Site/ Vicinity Maps
	Site plan & photos, Vicinity or location map

	5.
	Schedule
	Entitlement Schedule

	6.
	Fact Sheet
	Template

	7.
	Meeting Notes & Tasks
	Handwritten or typed meeting notes or summaries.

	8.
	Letters
	To & From applicant

	9.
	Emails
	All email correspondence regardless of the subject.

	10.
	Responses to Routing
	Agency letters/response to all routings & route sheets

	11.
	Title Reports
	Copy of prelim report that is submitted with application.

	12.
	Preliminary Review
	Anything that was obtained before application in preliminary meetings etc

	13.
	Contracts
	Template (Summary)

	14.
	Invoices & Warrants
	If multiple from same agency paper clip them together

	15.
	Staff Reports
	All staff reports (Admin, PC, CC), Agenda, Minutes, PH Notices.

	16.
	COA/ MMRP
	Copy of final COA/MMRP

	17.
	Resolutions/ Ordinances
	Copy of Final Signed Reso & Ord

	18.
	EIR
	If in a EIR binder – page insert to be placed behind the tab

	19.
	Development Agreement
	Documents pertaining to Development Agreement

	20.
	Growth Allocations
	Template 

	21. 
	Annexation
	


*** Number One binder is to have 2 copies (General use/ Mark Nelson – executive copy)

EIR BINDER

	1.
	Final EIR
	If a bound copy there is a page insert to put behind the tab that indicates the document is located in a magazine holder

	2.
	Draft EIR
	If a bound copy there is a page insert to put behind the tab that indicates the document is located in a magazine holder

	3.
	Comments
	Agency/Dept/Public comments in regards to the Admin or Draft EIR

	4.
	Notices
	NOP, NOA or any other CEQA notice

	5.
	Public Notices
	Public Hearing notices for any meeting or workshop related to the EIR process

	6.
	Studies
	Copies of environmental studies

	7.
	Contracts
	All Contracts


GRAPHICS BINDER

	1. Blue Folder
	General Plan Amendment Exhibit

	
	Vesting Tentative Subdivision Map

	
	Preliminary Grading Plan

	
	

	2. Yellow 
	Site Plan

	
	Floor Plan

	
	Elevations

	
	Color Elevations

	
	Color Materials Board

	
	

	3. Green
	Landscape Plan

	
	Photometric Plan

	
	

	4. Red
	Historic Graphics

	
	(Anything that is superseded) 

	
	


