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1, PURPOSE AND SCOPE.

"This bulletin cutlines a - filing system for the use of project

- engineers., A uniform filing system for all project correspon-
dence and construction data is essential for reference and
rcccré. To facilitate control and procedure, it is important
trhat e2ch letter, memorandum, renort, instruction, authoriza-
tion, e¢tc., as well as contract docurz=nts and construction
records, generally be filed promptly and maintained uniformly,
so that they will be readily availatle at all tlmes.

Since such files form the permanent record of project con-
structicn ard may be subject to use as legal evidence in
matters of dispute or litigation, they must te preserved as a
complete and chronological acconnt of the work. All data and
records, tnerefore, should be filed systematically. Under

this system, all subject matter relating to project construc-
tion is divided into three rajor classificstions, "Preliminary",
"General" and "Construction". All filed material should be
apcropriately classified and segregated in folders.

2. PRELIMINARY ("P") FILES.

Correcpondence and rscords relating to all matters (active or
completed) prior to award of the ccnstruction contr2cts should
be filed in this section.

3., GENERAL ("g") FILES.

In this saction, all materlial of a general nature, or material
pertairing to more than one contract or vroject should be filed.

4, CONSTRUCTION ("C") FILES.

A separate file should be maintained for each prime contract
cor all correspondence, documents and subject matter relating
theieto. Correspondence regarding samples, tests, guarantees,
interpretations, etc., should be filed in the appllcable

"C - Sonstruction" file, and under the particular caption to
whicii it refers.

It is imvnortant that subject matter be properly classifled.
For example, correspondence regarding samples of hardware
might be filed in a folder captioned "C-470-b Hardware -
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Semrcliec", or, if it is anticipated the volume of correspon-

derce or date will be small, the one folder, captioned "C--470—
‘Har3ware", may suffice.

5. CHANGE RECGCRDS.

A separate section of the "C" file decignated as "C-300- Changes -
Contract" should be estabiished ‘and “wintained for each (zeneral
or prire) ccntract. As soon as it is known, or anticipested,

that a change in contract terms or requirements may eventuate,
give the subject matter a consecutive Change Item number and
establicsh a file folder to receive all corresvnondence zné data
relating to the pending charge. Assewble in such numbered
folder ail correspondence to dete, (if taken from another folder,
replace scme with a copy or a cross reference notation) and file
in the (pending) chance folder 11 future data relsting to the
Item, including rroposals, estimates, correrconcéence, ond draw-
ings, etc., and (if issued) twne Proceed Orier and Change COrcer,
(As an example "PILE (-300 - CHALGE ITEM 43") The cross
reference between Caange Item, Froceed Crder, and Change Orger
nurbers will apoear on the Change COrder Record Form FPrAA-373.
(See File Folder C-130C) A sevarate file folder should ve main-
tained for eacn change item. Change item folders should also
bezr & label glving s brief descrintion of the change, end space
for insertion of tae subsequent "Proceed Order" and "Change
Order" nu-=bers.

It is edvantazeous to subdivide each "C-600 File" into four
parte for convenience c¢f reference in accordance with the ststus
of the change, as between "Fending", "Proceed Orders", "Change

Crders", end "Relected", by maintaining the folders in tae
section correspunding to the current status of the Change Item,

6. _REFERZNCE & USE.

Each file separator and folder shoulld be labeled with th
aporoonriate "file number" and "gpecific sublect desig gt

e
netion"
and identified as to tre "prolect and_contract numbers”.

a. Ecch viece of corresvondence or data should be permsnently
marked. (urefera>lr in the upper richt hand corner) in ink
or by means of rubber stamp, to snow,-

(1) - the wrover filing designation, angd,
(2) - the date received.
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b. If it is desirable to subdivide a listed subject, for
example, "P-1-Site Acduisition" to accommodcte an additional
subject to cover "appraissls", a folder captioned, "E-2-
Appraisals" may be added.

7. IFDEX.

The accompanying Index is designed to grovide flexibility to
meet varying project conditions agnd expansion for new items,

8. CROSS REFERENCE & CCONTRCL.

a. A copy of the wrecise filing index used, complete and
currently revised, ghall be kept in the front of the
top drawer of each file catinet section, at all times
(even when in permanent or desd storsge).

b. When necessary to remove or change materlal from one
folder or section to another, revlacement coonies or
aporopriate cross reference sheets should be ut.lized.

9., DISPCSITION of RECCRDS.

On completion of a orolect, the project engineer shall transmit
all field office records to the regional office for permanent
storage, except such "as-built" and construction records as

are required for maintenance of the orojlect, which the

project engineer ghall deliver to .the housingsmandger at
completion of contract work.
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"p — PRELIMINARY' - (Prior to oconstruction contracts)

P-1 SITE ACQUISITICN

F-10 TENANT REMOVAL

P-20__DENMOLITICON

p-30  EQUIVALENT ELIMINATION

P-40 DEVELOPMENT CCST & BUDGET

P-50 DWELLING & NON-DWELLING CCST ANALYSES

P-6C__PERMITS

F-70 APPLICATION FCR FINANCIAL ASSISTANCE

P-80_ _LOAN CORTRACT

P-90 _DEVELCPMENT FUND_AGREEVENT

P-110 ANNUAL CCNTRIBUTIONS AGREEMENKT-

F=120_ARCHITECT-ENGINEER'S CCONTRACT
P-130 DRAWINGS & SPECIFICATICNS

P-140 LCCAL AGREEMEKTS (Including development
contracts, payments in lieu of taxes,
dedicaticns, easements, and local
municipal agreements)
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"G - GENERAL" (Of a general character applying to the pro-
Ject as a whole, but not to a specific contraoct)

G~1 DRAWINGS - CONTRACT
(a) Correspondence
(b) Interpretations

G-10 SPECIFICATIONS - CONTRACT
ta) Correspondence
(b) Intverpretaticns

G-20 CONFERENCE MINUTES

G-30 LABOR MATTERS - Wages, hours, and strikes

G-%0 PER3ONNEL

G-50 PHOTOGRAPHS

G-60 SIGNS, FEKNCES, PROTECTIONS, AND TEMPORARY
BUIT.DINGS

G-70 POLICIES AND PROCEDURES:
(a) Correspondence
(b) Interpretations

G-80 TELEPHONE CALLS:
(a) Correspondence
(b) Reports - Long Dictance Telephone
Cail (FPHA-16)

G-90 PAY ROLLS - FIELD Or¥TCE:
(a) Correspondence.
(b) Reports - Pay Rolls (FPHA-31)

G-100 REQUISITION FOR FUNDS:
(a) Correspondence
(b) Administrative, Supervision, and
Inspection Budget (LHA) - FPHA 1030
(¢) Allotment of Funds (Form FPHA 501)

G-110 OFFICE SUPPLIES AND EQUIPMENT
(a) Correspondence
() Requisition for articles and Services
(FPHA 60)

G-120 AS-BUILT DRAWINGS

G-130 FINAL JOB CLEAN-UP:
(a) Correspondence
(b) Punch Lists

G-140 OCCUPANCY
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"C-CONSTRUGTION" (Re: one contract) ’

C-1 CONTR4CT (:ncluding bids, bid tabulations, recommenda-—
tions, Netice to Proceed, Contract, Bond(S),
Certificate of Completion, etc.)

C—-10 SUSCCNTRACTS

C-20_SUSCONTRACTORS

C-30 DRA.THGS
(a) Correspondence
(b) Interprectaticns

C-40 SPECIFICATICNS:
(2) Correspondence
() Intervoretations

C-50 CONFEREHNCES (Minutes)

C-60 LABCR MATTERS - Wages, Hours, Strikes, Racial
Compliance, ctc.

C-70 FROGRZSS SCHEDULE (Contractor's):
(a) Corresncndence
(b) Progress Schedule (FPHA-Z72)

C—80_ FROGRESS R.PORT (Project Engineer' s)
(a) Correspondence
(b) Progress Revort (FPHA-377)

C=90 INSPECTI CMN — SUFERVIS. ON
(a) FPHA Inspecticr and Supervision
(b) LHA Inspection snd Supervision
(¢) Architect - Engineer's Supervision

C-100 CONmRA”T BREAIIDCWN &
uorresponderce
(b) Schedule of Amounts for Contract
Payments (FFHA-1000) ~

C-110 PAVENTS - partial - Contractor's:
(a) Corresvondence
(b) Revorts — Periodical Estimate (FPHA-1001)
(c) Revnorts - Schedule of Change Orders (FPHA-1002) °
(d) Revorts - Schedule of Materials Stored
TFHA-1003) ’
(e} SHevcorts — Summarv of Materials Stored
(FPEA~1004)
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C-12C TAYVNENTS TO CONTRACTOR'S EMPLCYELS i
{Supervision cf):
(a) Corresvcndence
(b) Arffidavit Avpoint Cfficer to Supervise Payments

C-130_ Ti'SURANCE:
(2) Correspondence
(b) Rerorts - Contractor's Coverage (FPHA-299)

o-140 PAY ROQLLS -~ Ccntractor's:
(a) Correspondence
b

(b) Weekly Sunreries - (FFHA-283, 284, & 285)

C-150 EWMILCOME!T:
(a) Correspcndence
(c) Reosorts

C-180 DLLAYS:
(a) Correspondence
(k) Record of Delays

C—-170Q_ui

CE
&) Cor”eSfon?ence
) Record of Drawings

C-160 CEAFGE CRDER REECRTS:
(a) Correspcndence
(o) Change Crder Record

C-1¢Q UISCELLAIECUS REPLATS
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C—-250 DEMOLITICN

C-260_EXCAVATING, FILLING, & GRADING
C-27C CONCRET- w(CRK

C-280_ ¥ASCI'RY

C-280 STCNE - Cut or Cast, Terra Cotta
C=300_1iNCIiER~TORS

C~-310 DaliFrr’.. 'IHG AND WATERFROCFING
C—-520 CAULLL..G

C-320 RCOFIVG, INSULATICH, & SHE:T METAL WCRK
C-340 WINDCWS

C=350 DCCRS & TRIU

C-360_STiiRsS

——

C=370 STRUCTURAL STEEL
C—550 MISCELLALLCUS & ORVAMENTAL IROR

C-320 PLASTERIIG

C-4C0 CADPENTRY & MILLWCRE

C—410 INSULATICN - GENERAL

C-420 _WEATELR STRIFTIIG

C—-420_ FLCCR_CUVERIVFC

C-+40 TILE, MAR3LE, TERRAZZO, & SLATE

5-450 PAINTIXNG

£-46C_3LAZING

C—470C_ HARDWARE

£-480 SHATES

C-4350 Ral'GES

£-3500_RoPRIGEAATCRS

C-510_PLT:BING ¥CRK

C-5%0 HRATIFG AFD VENTILATING WCRX

£5-530_ =LECTRICAL YCRKE

$-540 ELLVATCRHS

$-55C LAI'CSCAPE WORK

0~80C_CHALGES ~ Contract:
A sevarats folder, filed numerlically, for
each Charnge _%ter including 21l correspondence
thereon, sruajsals, estimates, data and (if
issued) Froceed Urder ani Change Order.




