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Learning Objectives

By the end of this training, you should be able to:

Locate Conditions Issued via Conditions or Loan Documents Tab

Sort, Review, and Export Conditions to a Spreadsheet

Know How to Upload Conditions
* Know How to Re-Open a Condition
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Helpful Contacts

General Questions Connie Brewington
SFAsk@thda.org Underwriting Manager
cbrewington@thda.org

Lock Questions

lockdesk@thda.org Chuck Pickering, Jr
Funding Manager
Rhonda Ronnow CMB, CMCP, CRU cpickering@thda.org
Director of Single Family Loan Operations
rronnow@thda.org Yvonne Hall
Housing Education & Resource Manager
Jennifer Green CMB, AMP vhall@thda.org

Assistant Director of Single Family Loan Operations
jgreen@thda.org
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Conditions Notification Email

1. After submitting the loan to THDA Underwriting for review, there may be processing and/or
underwriting conditions issued on the file.

2. The Processor selected on the loan will receive a notification email stating conditions have
been issued.

3. The conditions will not be listed in the email. The Processor will need to log into the loan to
see the conditions issued.

THDA Loan # 6010070200 - Janet Osterhouse Condition(s) Outstanding

i hn\|«nn|Al||%F dH H|
noreply-MortgageTech@ice.com ‘©| ) Reply D Reply orwar 73
To @ Rhonda Rennow: © Russell Catron

Retention Policy 2 Year Retention For Mailbox (2 years) Expires 3/31/2027

Mon 3/31/2025 12:31 PM

ICAUTION - This email originated from outside of THDA. Do not click links or open attachments unless you recognize the sender.

Conditions have been issued on the following loan. Please log into TPO Connect to review conditions and provide outstanding items.
For questions, please email SFAsk@thda.org.
Borrower: Janet Osterhouse

Property: 1119 E Grundy St, Tullahoma TN 37388

FHA - CAIVRS Provide evidence of clear CAIVRS for all borrowers FHA - Home Inspection Disclosure Initial For Your Protection Obtain A Home Inspection disclosure to be signed and dated by borrower FHA - Identity of Interest Disclosure Initial Identity Of Interest to be completed,
signed and dated by borrower FHA - Case Assignment Provide fully validated case assignment with clear CAIVRS

***D0O NOT REPLY TO THIS E-MAIL. THIS MAILBOX IS NEITHER MONITORED NOR ANSWERED***

<
Tennessee Housing

Development Agency



Conditions Screen

1. Onceyouloginto TPOC and select the loan, you will go to the Conditions tab on the left. You can then

see the open conditions on the file. (Yellow Arrow)

Click the blue arrow on the left of each condition to see what is needed and to upload the necessary

documentation. _You can also click the folder on the right of the description to upload.

Once you have uploaded the documents to clear the condition, click Ready for Review. This will send

a notification to THDA that there are documents available. Please allow up to 24 hours for THDA to

review. ((s1EId@Ag{elY)

i= Loan Summary

Conditions (5)

(=) urLA 2020

Last Notifled: 3/31/2025

(® Product Pricing & Lock Condition Type + | All Conditions

PUBLISHED STATUS CATEGORY

E] Loan Documents

I
‘%’ Conditions

:} Purchase Advice

033112025 Added Appraisal
03/3112025 Added
03/3172025 Added
03/3112025 Added

:} Request Loan Withdrawal
031312025 Added

FHA Disclosur...

FHA Disclosur...

FHA Disclosur...

FHA Disclosur...

PRIOR TO

Closing

Approval

Approval

Approval

Approval

TYPE

LP/UW/PC

Preliminary

Preliminary

Preliminary

Preliminary

NAME «  DESCRIPTION DISPOSITION

FHA - Appraisal Logging Provide evidence FHA appraisal logging i...

FHA - CAIVRS Provide evidence of clear CAIVRS for all ...
FHA - Case Assignment Provide fully validated case assignment ...

FHA - Home Inspection Disclosure  Initial For Your Protection Obtain A Home..

Efff!ﬂ

Lo blolebD

FHA - Identity of Interest Disclosure  Initial Identity Of Interest to be completed...
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Conditions Screen- Pulling a Spreadsheet

1. You have the option to export the conditions into a spreadsheet. Click on the top righticon.

:= Loan Summary

[E) urLa 2020

(&) Product Pricing & Lock

E‘_ Loan Documents

@‘ Conditions »

—:} Purchase Advice

:} Request Loan Withdrawal

Conditions (5)

Last Notifled: 3/31/2025

Condition Type ~~ All Conditions

»  PUBLISHED STATUS

»  03/3172025 Added

03/31/2025 Added
»  03/31/2025 Added
»  03/31/2025 Added

»  03/31/2025 Added

CATEGORY

Appraisal

FHA Disclosur...

FHA Disclosur...

FHA Disclosur.

FHA Disclosur...

PRIOR TO TYPE NAME « DESCRIPTION

Closing LP/UW/PC FHA - Appraisal Logging Provide evidence FHA appraisal logging i
Approval Preliminary FHA - CAIVRS Provide evidence of clear CAIVRS for all ..
Approval Preliminary FHA - Case Assignment Provide fully validated case assignment ...
Approval Preliminary FHA - Home Inspection Disclosure Initial For Your Protection Obtain A Home.

Approval

Preliminary

FHA - Identity of Interest Disclosure

Initial Identity Of Interest to be completed...

blolalelal

DISPOSITION

000000
CNCHGHEGHG)

2. Youwillthen have a spreadsheet you can send to your team or the borrower of the conditions. This is
an easy way to view all the conditions in one place and be able to view the full description.

A B
Published Status
8/6/2025 Added
8/6/2025 Added
8/6/2025 Cleared
8/6/2025 Added
8/6/2025 Added
8/6/2025 Cleared
8/6/2025 Added
8/6/2025 Cleared

1| 8/8/2025 Added

= D
Category PriorTo
Security Ir Completion
Security Ir Completion
MNote Purchase
Servicing Completion
Security Ir Completion

MNote Purchase
Title Polic Completion
URLA Purchase

Insuring Completion

Type
Post-Closing
Post-Closing
Post-Closing
Post-Closing
Post-Closing
Post-Closing
Post-Closing
LP /UW/PC
Post-Closing

F G

Name Description

1stLien DOT - Address  Firstlien DoT page
1stLien DOT - Recorded Provide Original R
1stLien Note - Original Deliver the origina
1st Lien Motice of Servici First lien transfer |
2nd Lien DOT - Recordec Provide Copy of Re
2nd Lien Note - Original Deliver the origina

Final Title Policy Provide Final Title
Final URLA Final 1003 page 3 ¢
MIC MIC 2€* Evidence ¢

H

1

= s e e s s S s

I ] K

Document Comment: Disposition

0 Open

0 Open

0 Satisfied

0 Open

0 Open

0 Satisfied

0 Open

0 Satisfied

0 Open
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Condifions Screen — Uploaded Wrong Documente

1.

If you realize you uploaded the wrong document under a condition request and have already clicked
ready for review, you will have the option to re-open the condition. There will be a button that says Re-
Open.

When you click Re-Open, you will be able to upload new documents and click Ready for Review again
to submit the new documentation for THDA to review.

THDA will also receive a notification that documents are available.

SPOSITION -

Re-Opon

Re-Open

Re-Open

Re-Open

T really dido't meanit.”

Re-Opaen

CHONGCN X < NONON < NON <
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Loan Documents Tab- Conditions Folder

1. You can also upload all documents for clearing conditions under the Loan Documents Tab. (Yellow
Arrow)

2. There is a Conditions Folder for you to upload as many documents as needed. _THDA
will also receive a notification that documents are ready to review. Please allow 24 hours for review.

3. Also note, there is a folder called ZArchived Documents at the top. This houses every upload for the
file that has been received. You may want to check here if you feel that you have already uploaded a
requested document. If you have, please connect with the Underwriter on the file to advise. -

Announcements Welcome Pipeline Add New Loan Daily Rate Sheet ~ Lender Docs ~ Batch Doc Upload Reporting Views Homebuyer Education

Loan # 6010070200 urchase bl $158,023.00

Janet Osterhouse ; ;
fom 36.797/41.553 : 639

419 E Grundy St, Tullahoma, TN, 37388

01- Test Company LTV/CLTV 96.500/100.227 -$1,364.12

f= Loan Summary

Max attachment size is 200 MB. View Supported Files. Expand All Collapse All Y —

All Borrowers

[E] urLA 2020

() Product Pricing & Lock

Ej e BE sl ZARCHIVED DOCUMENTS

'@‘ Conditions
Janet Osterhouse

:} Purchase Advice
“CLOSED LOAN PACKAGE Comments Drag & Drop files here or

:} Request Loan Withdrawal
“CONDITIONS Comments Drag & Drop files here or

“UNDERWRITING SUBMISSION PACKAGE Comments Drag & Drop files here or

K
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Conditions- Upload In Process

1. Please rememberto wait until all documents have completely uploaded.

2. Ifyou try to exit the loan prior to completion, you will receive a prompt asking if you want to
exit as your documents will not be saved.

Loan # 6010070200 Loan Purpose Purchase Total Loan Amount $158,083.00
Janet Osterhouse Started
118 E Grundy St, Tullanoms, TH, 37388 DTl 36.797/41.5563 Loan Type FHA FICO 689 C i B
01- Test Company LTV /CLTV 96.500/100.227 Interest Rate 6.375% Cash to Close $1,364.12

Do

§= Loan Summary

. _ Max attachment size is 200 MB. View Supported Files
5] urLA 2020 )

=1 All Borrowers
() Product Pricing & Lock

%J Loan Documents » ZARCHIVED DOCUMENTS omments Drag & Drop files here or Browse for files

ﬁ* Conditions
Janet Osterhouse

t} Purchase Advice

*CLOSED LOAN PACKAGE Comments Drag & Drop files here or Browse for files
:} Request Loan Withdrawal
o _

X
298.33 KB

X

a 92800-A.pdf 65.56 KB

a FHA Amendatory C...

100 %
Compi etede
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Conditions Submitted- Next Steps

1. Once you have submitted all documents to clear the requested conditions via the
Conditions Tab or Loan Document Tab, THDA is notified that there are documents ready for
review.

2. We ask that you allow 24 hours for our team to review.

3. Once ourteam reviews the condition items, they will either clear the conditions or submit
additional requests.

4. If additional requests are made, you will use the same process to review, upload, and
resolve the additional conditions issued.

5. If all conditions have been cleared, the Processor for the loan will receive a notification
email stating the Commitment Package is ready.

6. Please see TPOC Portal Training- How to Locate Commitment Package for next steps.
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https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf

Closing Conditions

Closing Conditions will follow the same upload process as mentioned prior.

The closer on the loan will receive a notification email that closing conditions have been
issued.

You can sort the conditions on the Conditions Tab to show only those that are Closing
related via the All-Conditions button or Open via the Disposition column for easier viewing.

Announcements Welcome Pipeline Add New Loan Daily Rate Sheet ~ Lender Docs ~ Batch Doc Upload Reporting Views Homebuyer Education ~

Loan # 6010070200 Loan Purpose Purchase Total Loan Amount $158,083.00
Janet Osterhouse
1119 € Grundy St Tullahoms, TN, 37388 DTl 36.797/41553 Loan Type FHA FICO 689
01- Test Company LTV/ CLTV 96.500/100.227 Interest Rate 6.376% Cash to Close -$1,281.29

Approvel
C =S

i= Loan Summary Last Notifled: 3/31/2025

URLA 2020 ) Conditiens (13)

(9 Product Pricing & Lock Condition Type ~- | All Conditions

PUBLISHED STATUS CATEGORY FRIOR TO TYPE NAME DESCRIPTION GISPOSITION!

Loan Documents
04/01/2025 Added Title Policy Completion Post-Closing Final Title Policy Final Title Policy - Upload FTP and jacket

oo
oo
oo
o
[ eor i
[ eor s

04/01/2025 Added Servicing Completion Post-Closing 1st Lien Notice of Servicing Transfer ~ Provide st Lien Notice of Transfer Letter
. 04/01/2025 Added Income Closin UW /PC WVOE Verbal Verification of Employment within ...
Purchase Advice 9 Pl

04/01/2025 Added Note Purchase Post-Closing 1st Lien Note - Original Deliver the original Note, endorsed to TH.
Request Loan Withdrawal

04/01/2025 Added Security Instru. Completion Post-Closing 1st Lien DOT - Recorded Original Provide Original Recorded 1st Lien Deed ...

04/01/2025 Added Security Instru...  Completion Post-Closing 2nd Lien DOT - Recorded Copy Upload only- original not required

03/31/2025 Cleared FHA Disclosur. Approval Preliminary FHA - CAIVRS Provide evidence of clear CAIVRS for all ..

03/31/2025 Cleared FHA Disclosur. Approval Preliminary FHA - Home Inspection Disclosure Initial For Your Protection Obtain A Home.

03/31/2025 Cleared FHA Disclosur. Approval Preliminary FHA - |dentity of Interest Disclosure  Initial Identity Of Interest to be completed.

03/31/2025 Cleared FHA Disclosur..  Approval Preliminary FHA - Case Assignment Provide fully validated case assignment ...

03/31/2025 Cleared Appraisal Closing LP/UW/PC FHA - Appraisal Logging Provide evidence FHA appraisal logging i

04/01/2025 Cleared Income Approval LP/uw Pay Stubs Provide copies of the most recent pay sta...

Jo00000000000
XN NN NN NOHCHNCHONONO!

lplolalolalolpblplblalalal
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THANK YOU!
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