


*

*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 

*TIFF Images 

*No Page Scaling 

*Don’t Compress or Zip Files 

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

 



*

*Only one “BUNDLE” PDF file format may be uploaded 

 

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

*Delegated Lenders:  Only Upload Closing Package  

* includes Final Underwriting Package 

*Correspondent Lenders:  Upload both Underwriting & Closing 
Package 

*TPO Lenders:  Only Upload Underwriting Package 

* Once loan is approved, submit Pre-Closing items through the “Schedule Closing 
Tab”.  Do NOT include in the Underwriting Bundle. 

 

*Do NOT upload:  Duplicates, ineligible copies and additional 
documentation NOT required  



*

*Upload Options: 

* Underwriting File 

* If an MCC is through KHC Secondary Market – upload the MCC documents with the first 
mortgage Underwriting File. 

* Appraisal 

* Pend Conditions 

* MCC Non-KHC 1st Closed Loan File 

* A MCC Loan with a first mortgage through an investor other than KHC 

* Closed Loan 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, Title Policy and any Affidavit of 
Mortgage Addendum (AOMA) 



Uploading Underwriting File -- Example 

*



Click on “Document 

Upload” 



Select 

Applicable File  

Appraisal needs to be 

uploaded separately 

from Underwriting 

Package 



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! 



TPO Lenders do NOT need to upload the 

Appraisal!  

*



Select Appraisal 

TPO Lenders do 

NOT upload 

Appraisals 

Correspondent  

Lenders will upload 

ALL Appraisals 



*
Contact KHC Single Family Department with Questions 

502-564-7630 ext. 291 


