
DELEGATED & CORRESPONDENT 
 

 RESERVATION THRU CLOSED 
LOAN PURCHASE WORKFLOW 

Kentucky Housing 
Corporation 



KHC’s Loan Reservation 
System 

RESERVE FIRST MORTGAGE  

AND DAP 





Click on “Log In” 



If you do not have the  ID, 

User Name and Password 

then contact   

your company’s KHC 

System Administrator  

You will need: 

• Broker ID 

• User Name 

• Password  

Specific to YOU  

Once you enter Broker ID, 

User Name and Password 

click on “Log In” 



Click on “Import Loan” 



Click on “Select File”  



Select the file to upload 



Once the file is selected then 

click on  “Import File”  



You can follow status 

  

Once the file is imported then 

the Loan Review Screen 

will appear  

 

Wherever you see the 

“Thumbnail” you can 

open or collapse 

  



1. Review information for accuracy 

2.  Choose Property Type  

Choose Intended 

Loan Type  



After completion of the Loan 

Review Screen then click on 

“Additional Loan Info” 
under workflow on left side  



Choose Loan Officer 

AUS 

Choose Loan Processor 



Input credit score & 

select Repository 

AUS 



Complete ALL 

applicable fields  

Household Size, Annual Income, 

Appraised Value, Application Date, APR 

(from  your initial LE), and AUS ID. 

Attaching a DAP? 

AUS 

When complete click 

on “Rate Lock”  



Click on “Select Product”  



Check Product and 

click on “Apply”  



The Product highlighted in 

green is the one chosen.  If 

correct click  

“Close Window” 



Click on  

“Select Pricing”  



Click on “Apply” 



The interest rate highlighted 

in green is the one chosen.  If 

correct click  

“Close Window” 



The loan is NOT Locked 
yet until you 

CLICK on “Lock 

Loan” 



NOW the Loan is LOCKED!  

See Lock Expiration  

Date. 

 Click “OK” 

Status is changed to 

Reserved 

 



Since this loan has a DAP 

then you will need to click 

on “Add DAP Loan” 



Click “OK” and 1003 data 

from First Mortgage will 

automatically upload! 



Click “OK” unless you do 

NOT need the DAP 



Since a second loan (DAP) has 

been created you now need to 

Click on “Switch Loan” 



Enter DAP Loan Amount 



Click on  

“Select Product” 



Check Product and 

click on “Apply”  



The Product highlighted in 

green is the one chosen.  If 

correct click  

“Close Window” 



Click on  

“Select Pricing”  



Click on “Apply” 



The interest rate highlighted 

in green is the one chosen.  If 

correct click  

“Close Window” 



The loan is NOT Locked 
yet until you 

CLICK on “Lock 

Loan” 

Fees 



NOW the Loan is LOCKED!  

Click “OK” 

Status is changed to 

Reserved 

 

Fees 



Once the DAP Rate is 

Locked then click on 

Fees 



The DAP Fees auto-populate: 

$50 Title Services – Bucket B 

$26 Estimated Recording Fee – Bucket E 

Take into account the Assignment 

 

THESE are the ONLY fees allowable on a 

DAP Loan 

Title Services 

in Bucket B 

Buckets 



Recording  and 

Assignment Fee 

in Bucket E 

The DAP Fees auto-populate: 

$50 Title Services  -- Bucket B 

$26 Recording Fee – Bucket E 

Must enter the 

$13 manually for 

Assignment Fee 



Once complete 

then click on 

TRID Documents 

Printing 



FIRST:   
Make sure in 

DRAFT Mode 

SECOND:   
Click “Get Package 

Docs” to generate 

DRAFT-TRID DAP 

Documents 



Lender may select all 

documents or 

view/print/email a 

particular document 



FIRST: 

When ready to FINALIZE: 
Be sure all fees are correct, 

because once the mode is changed 

to FINAL the fees are locked down 

unless a change of circumstance 

occurs.   

SECOND:   
Click “Get Package 

Docs” to generate 

FINAL-TRID 

Documents 



Click View/Print  



Click on “SWITCH LOAN” to 

go back to the first 

mortgage 

Fees 



Click on Document 

Printing for the First 

Mortgage 

All documents will populate to be printed:   

Reservation Confirmation 

Underwriting File Upload Checklist 

Once printing is completed then Exit Loan click 

on  

“Log Out” 

Fees 



Once printing is completed then click on  

“Exit Loan” 

Fees 



Changes to Loan Reservation 



Once you enter Broker ID, 

User Name and Password 

click on “Log In” 

Most changes to the 

reservation can be made by 

the lender 



Choose applicable loan 



To make changes to the 

Expiration Date click on  

“RATE LOCK” 



You can extend for a total of 

30 days (15 day intervals or all 

at once)—see applicable fees 



The confirmation of the loan 

being extended for both the 

First Mortgage and DAP if 

applicable 



It will then populate 

the Extension Fee 

amount & new Lock 

Expiration Date 

You have the option to cancel loan.  

 If a loan is NOT a viable deal 

promptly CANCEL. 



Change/Extend/Cancel 

 30 days maximum extension (.50%) 
 15 days at .25% 

 Change loan amount or purchase price 

 Email KHC to change any of the following 
 Address 

 Social Security Number 

 First Mortgage Loan Type  

 Addition/Deletion of DAP 

 Worse Case Pricing after 30 day extension 

  
khcuw@kyhousing.org 

502-564-7630 ext. 291 

 



Electronic Upload 

KHC’S RESERVATION SYSTEM 



Document Upload 

 For Multi‐Function Devices and scanners the below 
settings will need to be made standard so that the 
quality of scanned files is optimal: 
 300 dpi 

 Black & White (not grayscale as that will create significantly 
larger image files 

 Auto-Sense Page Size 

 No Page Scaling 

 Don’t Compress or Zip Files 

 If you have questions please contact your technical 
support staff. 

 



Document Upload 
Only one “BUNDLE” PDF File 

 “BUNDLE” checklist of items needed prints when 
reservation is made 

 Correspondent Lenders:  Upload: 

 Underwriting File 

 Appraisal – separate upload from Underwriting File 

 Underwriting Pend Conditions 

 Closed Loan File 

 Post Closing Trailing Documents 



Document Upload 
Only one “BUNDLE” PDF File 

 Security Documents must be ORIGINALS and 
mailed to KHC’s Single Family Closing and Quality 
Review Team:  

 1231 Louisville Road, Frankfort, Kentucky 40601.   

 This would include:  Recorded Mortgage, First and Second 
Mortgage Note, Title Policy and any Affidavit of Mortgage 
Addendum (AOMA) 



Electronic Upload 

UNDERWRITING FILE 



Click on “Document 

Upload” 



Select Underwriting  

File  

Appraisal needs to be 

uploaded separately 

from Underwriting File 



Click on “Select 

File” 

File needs to be ONE 

“BUNDLE” PDF file 

Select Borrower Name 





Once file has been 

selected then click on 

“UPLOAD” button 



Once the UW File is listed 

under Task then file has been 

successfully uploaded! 



Electronic Upload 

APPRAISAL 



Select Appraisal 

Correspondent  

Lenders will upload 

ALL Appraisals 



Workflow 

KHC UNDERWRITING 



 KHC Underwriting   

 Compliance Underwrite  

 FHA, VA and RHS 

 Credit and Compliance Underwrite 

 Conventional 

 Typically 3-4 business day turn-time 

 

If item(s) are left out of initial electronic Underwriting 
File upload AND the file has not been underwritten by 
KHC then send those items to khcuw@kyhousing.org 

 

 

mailto:khcuw@kyhousing.org


 Loan Status Changes   

 After initial underwriting review Loan Officer and 
Loan Processor (the ones selected in Additional Data 
Screen) will receive email notification   

 “The status on the above referenced loan has been changed, 
please log into KHC website for details” 

 Lender will go to Document Printing to print the Pend Letter, 
Approved Letter or Denial Letter 

 



 Electronically Upload the Underwriting Pend 
Conditions of specific loan in KHC’s Loan 
Reservation System 

 

Clearing Pend Conditions 
GNMA & MRB Funding Sources 



Approved Loan – Schedule 
Closing  

KHC’S COMMITMENT LETTER  

 



Once you enter Broker ID, 

User Name and Password 

click on “Log In” 



Choose the applicable 

Approved Loan by clicking 

on the pencil/tablet to the 

left of name 



Click on “Set Closing”  

Will open on Rate Lock 

Page  



Choose the Closing Date & Time, 

Closing Agent,  MERS MIN # and 

Warehouse Lender 

If DAP is applicable then 

required to get DAP closing 

documents 

The KHC DAP Section will not 

show up unless the loan is 

reserved with a DAP 



Once you choose a Date and Time 

the First Payment Date will 

populate  

Verify First Mortgage and DAP 

Payment are the same month 

and 1st  day  Whomever is setting the closing is choosing the Post Closer in 

the drop down box.  This person is who will get an email in 

regards to missing 10 day documents once the 10 day package 

is reviewed. 



System Administrators Role 

 Post Closers ideally will all  have a generic Post 

Closing Email listed so ALL Post closers will receive 

the email notification. 

 The other option is to add multiple emails to every 

post closer so if Jane Doe is chosen that Joe Doe 

will also receive the email notification 



When setting up Post Closers add generic 

email for all Post closers or add multiple 

individuals emails with a ; between each 

email address 



Click on “SUBMIT” 



Once you submit loan then 

Click on “Document 

Printing” 



Print all applicable First 

Mortgage Closing 

Documents 

When finished printing First Mortgage 

Documents need to Click on “SWITCH 

LOANS” in order to print DAP Documents 



Click on  

“DOCUMENT PRINTING” 



 Closing Disclosure for DAP    

 Lender selects Document Printing to print the 
Note, Mortgage, and Temporary Payment Coupons 

 Prints in the Lender’s name 

 DAP Endorsement on last page of note  

 Sign over to KHC 

 Print and complete the Mortgage Assignment  

 Record immediately behind the DAP Mortgage 

 DAP Mortgages are not registered in the Mortgage Electronic 
Registration System (MERS).  

 The recording cost of the DAP Mortgage increases by the cost of 
the assignment. 



Print all applicable DAP 

Documents 

Then Click on “TILA-

RESPA” Tab 



Once complete 

then click on 

TRID Doc 

Printing 

Add Initial CD 

date issued 

Click on Transfer 

servicing of your loan 

Click on Arrow to Expand  



FIRST:   
Make sure in 

DRAFT Mode 
SECOND:   

Click “Get Package 

Docs” to generate 

DRAFT-TRID Closing 

Forms 

Lender may select all 

documents or 

view/print/email a 

particular document 



 To generate 

finalized version 

click on Final 

Lender may select all 

documents or 

view/print/email a 

particular document 
Once 

complete 

then Exit 

Loan 



Loan Closes   

 After the actual loan closing  

 Upload the 10 Day Closed Loan Package 

 Mail Original Note (First Mortgage and DAP) within 10 Calendar Days 
of NOTE Date to:   

KHC Single Family Closing & Quality Review 

1231 Louisville Road 

Frankfort, Kentucky 40601 

 Do NOT send check for Principal Reduction  

 Insure Endorsement or Allonge completed 

 Failure to provide closed loan file to KHC within ten calendar days may 
result in a penalty being issued to the lender. 

***The 20th of the month is the deadline for upload & original note – will 
not be purchased after the 25th*** 

 
 

 

 





Once you enter Broker ID, 

User Name and Password 

click on “Log In” 



Choose the applicable 

“Closing” Loan to Submit for 

Purchase 

Closing 



1.  Select  “Document 

Upload” 

2.  Choose “Closed Loan File” and upload 

one PDF Bundle 

This will trigger KHC to purchase the loan. 

***Trailing Documents are a separate 

upload*** 

3.  Be sure to overnight the 

Original Note for First 

Mortgage and DAP 



Purchase   

 KHC Purchases loan 

 Emails the Warehouse Lender/Contact of Purchase 

 Purchase Advice is available upon purchase  

 Retrieve copy in KHC’s Reservation System under Document 

Printing Tab 

Ensure “Post Closing” contact is correct in order to receive 

notice of outstanding items 

 

Transfer MERS Servicing Rights to 1005950 – Kentucky 

Housing Corporation 48 hours after purchase 

 

 

 



Legal Documents   

 Security Documents must be ORIGINALS and mailed to 
KHC’s Single Family Closing and Quality Review Team: 
1231 Louisville Road                                               
Frankfort, Kentucky 40601   

 Recorded Mortgage, First and Second Mortgage Note 
(should be part of the 10 Day Closing Package), Title Policy 
and any Affidavit of Mortgage Addendum (AOMA) 

 Failure to provide within 90 days of closing could result in 
Penalties  

 Repeated failure to provide closing & post closing docs in a 
timely manner could result in penalties, suspension of 
reservations or purchases, & even repurchase of loan.  

 

 

 



 

 

Post Closing Reports 



Click on “REPORTS” 



Click on “All Post Closing 

Issues Report (External)” 



Enter Date Range and Broker 

ID # 

Then click on View Report 





Print out and clear up conditions—

you will notice dates of multiple 

contacts to get these documents 





Closing & Quality Review Contact Information  

Questions regarding Purchases, Schedule Closings, Funding, DAP Funds, Wires and MERS should be directed to: 

 Julie Key:  jkey@kyhousing.org or 502-564-7630 ext. 402 

 

Questions regarding Post Closing (10-Day Docs) Review, MCC Review, or Outstanding Docs should be directed to: 

 Denise Stucker:  dstucker@kyhousing.org or 502-564-7630 ext. 322 

 

Questions regarding Post Closing (10-Day Docs) Review, Mail Received by Email, Fax or USPS should be directed to: 

 Cindy Israel:  cisrael@kyhousing.org or 502-564-7630 ext. 294 

 

Questions regarding Security Documents (90-Day Docs) review, Outstanding Docs or Penalties should be directed to: 

 Julie Nopper:  jnopper@kyhousing.org or 502-564-7630 ext. 397 

 

Manager of Closing and Quality Review 

 Christie Fry:  chfry@kyhousing.org or 502-564-7630 ext. 340 

 

khcpc@kyhousing.org 
 

 

mailto:jkey@kyhousing.org
mailto:dstucker@kyhousing.org
mailto:cisrael@kyhousing.org
mailto:jnopper@kyhousing.org
mailto:chfry@kyhousing.org
mailto:khcpc@kyhousing.org


Sign up for 

eGram 



Choose 

“Lenders” Email 

List 



Questions / Comments 



KHC Contacts 

 KHC Underwriting Mailbox 
 khcuw@kyhousing.org 

 Homeownership Hotline 
 502-564-7630 EXT. 291 

 Jamie Swindler, Mortgage Production Administrator 

 jswindler@kyhousing.org 

 502-564-7630 ext. 329 

 Cindy Bradley, Mortgage Production Administrator 

 cbradley@kyhousing.org 

 502-564-7630 ext. 347 

 



Thank You 


