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	Appendix 12.02(b) Legistar Report Entry Checklist

	☐	Do I have all reports and supporting documentation?

	☐	Are all necessary documents signed (wet signature)?

	☐	Did I follow all the necessary steps in the Step-by-Step Instructions to Draft the File (pg. 32 of Legistar Procedure Manual)? 

	☐	Did I email the file number to the DAS Sr. Executive Assistant?

	☐	Have I received an email from the DAS Sr. Executive Assistant that reports have been approved in Legistar?

	☐	Do I have the original + 4 copies of the report(s) and supporting document(s)?

	☐	Have I written or typed the file number on the front page of each set of document(s)?

	☐	Are the documents arranged in the correct order?

	☐	Has delivery of reports to County Clerk’s Office; Courthouse Rom 105 occurred?



