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Non-Delegated step-by-step guide to uploading 
the credit package for initial underwriting. 
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2 Click on "View Pipeline" 

https://seller.springeq.com/portal/#/login
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3 Click on the locked loan you are wanting to upload the credit package for. 

 To ensure the declarations section is saved correctly from the 3.4 file, click on “Full 
Application.” 
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7 Once in the loan, Click on "Loan Submission". 

 
8 Click on "Upload / View Documents". 
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9 Click on "Upload Documents". 

 
10 Click on "Browse" to search for the file you want to upload. 
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11 Once you've added the file, click on "Upload". 

 Once the documents have been uploaded, this box will appear. Click on "OK" To close 
the box. 
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 Next, navigate to the left-hand side of the portal screen and click on "Loan 
Submission". 

 
14 Click on "Submit Loan". 
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 To confirm you want to submit the loan, click on "Yes" when asked if you are sure you 
want to submit the loan. 

 You will receive confirmation the loan has been submitted. Click on "OK" to close this 
box. 
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17 The loan will now show in your pipeline in the "Submitted for Approval" status. 

Tip! You can view all of your recently accessed loans on the left-hand side of the pipeline view 
screen to easily go back to loans you've recently worked on. 



Non Delegated Correspondent 
Minimum Required Documents for Initial Underwriting 
Last Updated: 2/15/2024 
                                     

Standard Requirements Required Documentation 
1 APPRAISAL PRODUCT • AVM or Drive-By 

• Full Appraisal order Receipt 

2 PHOTO IDENTIFICATION • US Citizen Permanent Resident 
• Non-Permanent Resident 

3 SUBJECT PROPERTY - FIRST LIEN • Mortgage Statement 

4 
SUBJECT PROPERTY - EXPENSES • HOI Policy 

• Condo Master Policy (if applicable) 
• HOA Statement (if applicable) 
• Flood Policy (If applicable) 

5 

INCOME USED FOR QUALIFICATION 
a. Wage Earner Income: • Current Paystub with YTD earnings 

• W2s - most recent 2 years 
b. Self-Employed Income: • Personal Tax Returns - Most Recent 2 Years  

• Business Tax Returns - Most Recent 2 Years 
c. Long-Term Rental Income: • Current Lease Agreement 

• Personal Tax Returns - Most Recent 2 Years 
d. Other Income: (document options 

per guidelines) • Auto Allowance 

• Capital Gains 

• Child Support/Alimony 

• Dividend/Interest 

• Foster Care 

• Housing or Parsonage 

• IRA (Newly Established)  

• Note Receivable Pension 

• Retirement/Annuity/IRA Royalty Payment 

• Short Term Rental 

• Social Security Trust 

• Union Members VA Benefits 
ADDITIONAL REQUIREMENTS 

6 
REO PROPERTY - EXPENSES (if 
applicable) 

• Mortgage Statement 
• HOA Statement 
• If owned free/clear - Taxes, HOI, HOA, Flood 

7 CREDIT INQUIRY LETTER Letter addressing all recent inquiries 
8 TITLE PRODUCT Property Report or Full Title Policy 
9 EXPLANATION FOR ANY 

OMITTED/IGNORED LIABILITIES 
All tradelines omitted/ignored require the reason 
explanation 

10 CREDIT REPORT All pages of the credit report 
 


