
 
Information &Tracking 

Whenever Accepting Paperwork Over the Counter 
 
 

Date:  Project #:  

 
   Commercial    Residential 

Property Owner:  

Property Address:  

Contact Name:  

Contact Phone:  

Project or Work Description: 

 

Number of Sheets of Information Received:  
 
 
 
STAFF MEMBER ________________________________________ 
 
Comments: 
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