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Current State

For each Asset Management transaction 
process, there is, or will be a corresponding 
Lender Checklist.



Current State
(continued)

Each checklist provides a list of the documents that 
must be submitted for review by the Account Executive 
(AE) to determine the approvability of the transaction.  
Each document submitted is identified by its 
corresponding exhibit number.



Current State
(continued)

When these 
documents 
are submitted 
to ORCF 
through the 
232 Healthcare Portal, they are received by the 
AE in no particular order.  



Why is a Change Necessary?

The AE must then
manually organize 
the documents in
the appropriate
order before they 

can review them….which can be a very time-
consuming exercise.



Why is Change Necessary?
(continued)

We needed a “guide” for the Healthcare Portal 
system to recognize the following:

✓ Type of transaction 
submitted.

✓ Section number from the 
checklist of the document 
being submitted.

✓ The identity of the 
document



What is the New Procedure?

It is critical that you name each file according to the 
naming convention that is provided in the checklist 
highlighted in green (see the Sample Checklist below). 

These highlighted 
numbers are important 
codes that “guide” the 
Portal system to recognize 
the type of transaction 
submitted, section number 
of the checklist, and the 
identity of the document.



What is the New Procedure?
(continued)

Using the naming conventions provided in the sample checklist, 
appropriate file names for this submission package include:

• 99901-a_Lender’s Narrative [OR] 
• 99901-a_LendersNarrative [OR] 
• 99901-a_Lnarrative

In all three examples, the critically 
important portion of the file name 
is the five-digit number, dash, 
letter, and underscore that have 
been highlighted in green on the 
checklist.  Failure to include this 
critical information will cause the 
Portal to reject the submitted 
document.



What is the New Procedure?
(continued)

If there is an “Incl” check box and no “N/A,” the Portal 
expects the document to be included with the 
submission and therefore, submission of the document is 
required to denote a complete submission.

The Portal may not
accept the transaction 
when documents are 
missing and the
submission fails to pass
a completeness
screening.



What is the New Procedure?
(continued)

Comparing the checklist to the ordered file 
name list, you will be able to quickly determine 
what documents may be missing from the 
submission.  All submission packages 
determined to be substantially deficient shall be 
returned to the applicant, closed in the Portal, 
and will need to be resubmitted once complete.  



What is the New Procedure?
(continued)

Lastly, please note that a copy of the completed 
checklist is one of the documents required for

submission in the checklist and
is an important part of ensuring
your submission is complete.



Questions?


