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Inactive File Checklist
APPF #: __________
Date File Became Inactive: ________________________(mm/dd/yyyy)

Client Last Name:__________________________________	First Name:__________________________________	
Client Last Name:__________________________________	First Name:__________________________________

Client Last Name:__________________________________	First Name:__________________________________	
Client Last Name:__________________________________	First Name:__________________________________

[] Step 1: Create a folder on HOST inside your folder in the following format: APPF-#### Last Name [Cancelled]  
[] Step 2: Save this form in that folder under the following format:  1 – Inactive File Checklist – APPF-####
[] Step 3: Place the AFS Consent Form & Engagement Letter in the Folder labeled as follows:
	2 – AFS Consent Form – APPF-####
	3 – Engagement Letter – APPF-####
	4 – Client Verification Record – APPF-###
[] Step 4: Create a folder inside the new folder named “Supporting Documents” and place ALL documents provided by the client and all other documents include brokerage documents inside this folder
[] Step 5: Create a folder inside the new folder name “Emails” and place all the emails and digital communications inside this folder in PDF format.
[] Step 6: Update status on Filogix to “Cancelled”
[] Step 7: Delete all copies of documents that are copied to the above folder (if necessary)
[] Step 8: send an email to info@xlgmortgagegroup.com with the subject line “Inactive File: APPF-### Last Name”
***Please ensure that all folders and files are labels exactly as instructed***
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