Important Environmental File Contents
· PEAR/PES

· If PEAR not required for the project, it’s helpful to note this in the file

· Class of Action determination documentation (file in PEAR/PES tab)
· If class of action changes, DOCUMENT this

· Environmental Document Quality Control Certification forms

· Environmental Document checklist

· Documentation that signatory has been informed that the environmental document is ready for signature

· Environmental Document – include final signed version 

· Technical Studies

· Should be with project file for consistency and ease of review.  If kept separately, note in the file where they can be found

· Where items are kept separately for confidentiality purposes, note in file where items can be found

· Make sure final version filed

· Public and agency comments and responses

· All consultation/coordination documentation

· Air Quality Conformity

· Air Quality interagency consultation

· Section 7

· Section 106

· NEPA/404 concurrence points, etc

· Section 4(f) (coordination with agency with jurisdiction; DOI)

· Section 6002 (Efficient Environmental Review Process)

· List of those invited, and those agreeing to be participating agencies

· Copy of invitation letter, all response letters

· Evidence of opportunity for input on P&N, alts to be studied (both public & agencies); and any input received
· Coordination plan & transmittal letter for plan

· Record of request for input on methodologies; and any input received
· RTP/TIP project listings

· Other consultation/coordination (Coastal Commission, Wild & Scenic, etc.)

· Pertinent emails reflecting deliberation, decision support, “hard look”

· LEGAL REVIEW materials kept separate from official file or in manila envelope (attorney – client privilege), except memo demonstrating that review was requested and completed, and legal sufficiency memo
· Meeting materials

· Public notice

· Hearing transcript
· Copies of public comments

· List of CT attendees

· Copies of handouts, boards, etc

· If not in environmental file, note where they can be found

· Environmental Commitments Record
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