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The organization of the environmental file for the Final Report is described in the Texas AN 616 
– Environmental File Checklist. This Administrative Notice (AN) is past the expiration date, but 
the information is still unchanged and applicable. Look for any future updates. The National 
Office (NO) is updating the regulation. Texas AN 616 is attached. 
 
The checklist should be placed on the top of the file position indicated. It is recommended that 
the checklist be marked with an X or check and the date when the corresponding item is 
complete.  
 
Use the checklist to remind you what needs to be done. Notes in the margin, items penciled in 
then inked in, 30day/60 day time reminder notes, and any other useful tool should be applied as 
the report is being developed. If the checklist pages become too cluttered for the Final Report, 
you can replace it with a new cleanly marked page just before submitting the ER. 
 
The Final Documents should be bound and marked within the file as professionally as possible. 
Sometimes documents are used that are oversized from the 8 ½” x 11” format. If theses cannot 
be cropped or edited to fit, they should be folded to fit within the 8 ½” x 11” size. 
 
If available, it is preferred to use table of contents color tab dividers. This is a supply budget 
issue and may not always be in stock in every office. If the stick-on tabs specifically made for 
dividers are available, then use these. Lastly and least preferred, use marked post-it tabs. These 
are the least expensive, but are the first to fall off or become damaged.  
 
Organize each individual tab to present the documents in the best understood sequence.  Include 
only what you need to document the report. Extra documents are just that, extra. If it helps to 
present a clearer description of the project or organizes the documents for quicker review, use 
colored pages to separate complex documents.  Be sure that the Standard Flood Hazard 
Determination Form (FEMA Form 81-93), intergovernmental reviews, environmental justice 
reviews (Form RD 2006-38), and the environmental due diligence – Transaction Screen 
Questionnaire (TSQ) are with the environmental file.       
 








