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Learning Objectives

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

• Locate Folders for Uploading Underwriting Submission Package
• Complete Additional Field Requirements 
• Submit Loan for Non-Delegated Review



Helpful Contacts

General Questions
SFAsk@thda.org

Lock Questions
lockdesk@thda.org 

Rhonda Ronnow CMB, CMCP, CRU
Director of Single Family Loan Operations 
rronnow@thda.org

Jennifer Green CMB, AMP 
Assistant Director of Single Family Loan Operations
jgreen@thda.org  

Connie Brewington
Underwriting Manager
cbrewington@thda.org 

Chuck Pickering, Jr 
Funding Manager
cpickering@thda.org

Yvonne Hall
Housing Education & Resource Manager
yhall@thda.org 
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Loan Document Upload - Using Appropriate Folders
1. When you are ready to submit a loan to THDA, you will click on the Loan Documents 

section. Don’t forget to use the Underwriting Submission Checklist. 
2. You will then be directed to a screen with multiple folders, one of which is the Underwriting 

Submission Package Folder. 
3. You will be able to either drag and drop your files or click browse for files to upload. 
4. You can upload 1 file or 50 files. The file size limit is 200MB. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/Underwriting-Loan-Checklist-0549_fill.pdf


Loan Document Upload - In Process
1. Please note that you will need to wait until all documents show completed before exiting 

the screen. 
2. If you do try to exit prior to the file being completely uploaded, you will get a notification 

letting you know that your work may not be saved. 
3. Please also note that uploading the UW Submission Package is NOT submitting the loan to 

THDA for review. 
4. While documents are uploading, rate lock pricing will not be available until the upload is 

complete.



Submitting for Non-Delegated Review (Submit for THDA U/W)
1. Once you have all of your documents uploaded in the Underwriting Submission Package 

folder, you will click on the Submit for Non- Delegated Review section. 



Submit for Non-Delegated Review
1. When you click on the Submit for Non-Delegated Review section, you will be brought to the screen 

below. 
2. If you missed uploading documents for the UW Submission Package folder, you will be prompted to 

do that here. 
3. There are also 4 additional areas that are required to be completed shown in blue.  
4. You will click the arrow on the left of each folder to open it and fill in all necessary areas. 



Underwriting Submission-Required Fields
1. These will be familiar areas for you to complete like Realtor Information, Homebuyer 

Education, Est. Closing Date, etc.
2. Please click save at the bottom when you are finished.  



Underwriting Submission-Required Fields Completed
1. Once you have completed all required areas, you will see the screen below with a blue 

confirm button.   
2. Click the Confirm button to submit the loan to THDA for Underwriting review. 
3. If the button is not blue, that means there are still some missing fields that need to be 

completed. 



Submitted for Non-Delegated Review Confirmation Email 

1. After clicking the confirm button, the Loan Officer and Processor selected on the loan will 
receive an email notification that the loan has been submitted to THDA for review. 

2. Another way to confirm the loan has been submitted is to check the key dates section on 
the loan summary page of the loan. 



THANK YOU! 
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