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STEP THREE:
                       PREPARING BOXES FOR QDOCS
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Label the Box

                                      

1. Clearly mark the box number on both ends of the box. Start with box # 1 and keep numbering boxes  sequentially.  (From one pickup to the next, don’t start the numbers over.)

2. Clearly mark the box on both ends with what type of file is in it.  This will be either “Mortgage Files,” or “Title Files.”

3. Clearly mark the box on both ends with your company name.
                      
                                    Fill out Inventory List Forms
                                      

1. List each file in the box on the inventory list form.
You only need to identify the file on this form by one of its index points. 

2. Check which type of file it is by placing a checkmark in one of the first two columns.  “New file” is a file with a certificate of access.  “Previous Stored File” is a file with a Previous Stored File slip.  It is okay to combine both types of files in one box.


3. Make a copy of the inventory list form for your records (suggested).

4. Place the inventory list form in the box.

5. Make sure the check(s) are inserted in the box for Qdocs for all files at the time of pick-up.
