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Sponsor-Dedicated Workforce (SDW) Housing 

Compliance Spot Check Job Aid 
This Job Aid provides guidance for life of loan compliance on delivered Sponsor-Dedicated Workforce (SDW) 
transactions, and instructions for supplying relevant SDW documents as described in the Guide to the Fannie Mae DUS 

DocWay® application. The Fannie Mae Guide Part V: Servicing and Asset Management – Chapter 4: Asset Management: 

Loan Document Administration – Section 419: Sponsor-Dedicated Workforce Housing Properties requires servicers to 
conduct an annual rent roll review and receive an annual Supplemental Annual Loan Agreement (Form 
6620.Supplemental.SDW) from the borrower, and attest to the Form 6620.Supplemental.SDW that the servicer has 

audited the rent roll for borrower compliance with the required rent restrictions. 

For reference, other Fannie Mae Guide Chapters that reference Sponsor-Dedicated Workforce are Part III: Products and 

Features > Chapter 22: Sponsor-Dedicated Workforce (SDW) Housing Properties.  

General: Annual Compliance Process Overview 

As detailed in Fannie Mae Guide Part V: Servicing and Asset Management – Chapter 4: Asset Management: Loan 

Document Administration – Section 419: Sponsor-Dedicated Workforce Housing Properties, servicers must annually 
submit copies of the:  

• Supplemental Annual Loan Agreement (Form 6620.Supplemental.SDW) and Servicer attestation; and  

• Property rent roll.  

If your deal has been randomly selected for Spot Checking 

1. Notification: You will receive an email from mf_product_management@fanniemae.com informing you of the 

deal’s spot check selection. 
2. Action Required:  

a. Upload the required documents (copy of the rent roll that was used to inform the borrowers of annual 

SDW compliance, and a copy of the completed Form 6620.Supplemental.SDW) into the DocWay 
system, and; 

b. Respond via email with the required documents (copy of the rent roll that was used to inform the 
borrowers annual SDW compliance, and a copy of the completed Form 6620.Supplemental.SDW) 

within two weeks of receiving the email. 

3. Compliance Results: Fannie Mae Products team will notify you of your compliance status approximately 
three weeks after your submission. 

Steps to Complete the Spot Check 

Step 1: Review the Notification Email 

• Read the email thoroughly to understand: 
a) Which documents are required; and  
b) Specific instructions and guidelines for uploading forms.  

Step 2: Gather Required Documents 

https://multifamily.fanniemae.com/financing-options/conventional-products/sponsor-dedicated-workforce?_ga=2.24818042.1511005388.1696862590-245154826.1677535086
https://mfguide.fanniemae.com/node/6521
https://mfguide.fanniemae.com/node/6521
https://multifamily.fanniemae.com/media/document/docx/form-6620supplementalsdw
https://multifamily.fanniemae.com/media/document/docx/form-6620supplementalsdw
https://mfguide.fanniemae.com/node/19996?highlight=Sponsor%20dedicated%20workforce
https://mfguide.fanniemae.com/node/19996?highlight=Sponsor%20dedicated%20workforce
https://mfguide.fanniemae.com/node/6521
https://mfguide.fanniemae.com/node/6521
https://multifamily.fanniemae.com/media/document/docx/form-6620supplementalsdw
mailto:mf_product_management@fanniemae.com
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• Collect Property rent roll and completed Form 6620.Supplemental.SDW and ensure they are completed and 
accurate; and 

• Make sure all documentation is in the correct format (PDF or Excel documents will suffice). 

Step 3: Upload Documentation to DocWay  

• Follow the Delivering Sponsor-Dedicated Workforce Housing Documents to DUS DocWay instructions on page 
3. 

Step 4: Verify Submission Deadline 

• Double-check that you have uploaded and responded via email with all required forms within two weeks of 

receiving the spot check email. 

Compliance Results 

When to Expect Results: Fannie Mae Products team will send your compliance results within approximately three 

weeks after the required documents have been submitted. 
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Delivering Sponsor-Dedicated Workforce (SDW) Housing 

Documents to DUS DocWay 

Getting Started in DUS DocWay 

1. You need to ensure you are already a user in DocWay. If you are not, your corporate administrator can help 

update your profile to obtain the appropriate access. In this case you will need access to upload Folder I Loan 

Documents. This will require role: “Lender_Folder1_Contributor”. 

2. Once your corporate administrator ensures you have the appropriate role to deliver these documents, you can 

log into DUS DocWay via the URL: https://docway.fanniemae.com/D2  

OR via the Multifamily Fannie Mae Applications and Technology page:https://multifamily.fanniemae.com/applications-

technology/dus-docway 

OR via your company’s federated portal to Fannie Mae applications 

3. Once you are logged in, you will land on the Home page 

 

 

 

 

https://docway.fanniemae.com/D2
https://multifamily.fanniemae.com/applications-technology/dus-docway
https://multifamily.fanniemae.com/applications-technology/dus-docway


 

 © 2025 Fannie Mae    4.3.25     Page 4 of 15 

 

 

 

Sponsor-Dedicated Workforce (SDW) DUS DocWay Document Summary 

 

 Document Category  Document Type 

 
 

 
Loan Documents 

OR 

Servicing Files 

(1) Form 6271.SDW - Modifications to Multifamily Loan and Security 
Agreement (Sponsor-Dedicated Workforce Housing) 

(2) Form 6325 - Modifications to Security Instrument (Sponsor-

Dedicated Workforce Housing) 

(3) Form 6620.Supplemental.SDW - Supplemental Annual Loan 
Agreement Certification 

 

(4) Property Rent Roll - 1-Year from Mortgage Loan Origination Date 

 

Delivering Sponsor-Dedicated Workforce Housing Documents in DUS 

DocWay 

1. Click “LOAN DOCUMENTS” tab to navigate to the Loan Documents workspace. 
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2. Click “IMPORT” button and select “File” to open Import screen. 
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3. Select the ellipses (3 dots) OR drag and drop files from your File Explorer with document(s) you wish to import. 

You may import multiple files at once. 
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4. “Selected file format” will populate automatically. You will not need to update this. Select “Next” to move to 
the Fill creation profile screen. Note depending on your access, this screen may auto populate and skip to the 

“Edit Properties” screen. 
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5. Select DUS Flow (CnD) – Folder I if you are importing for a flow loan and Structured Facilities – Folder I if you 

are importing for a structured loan. After Creation Type is selected, click “Next”. 

 
 

Flow Loan: 
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Structured Loan: 

 
 

6. On the Edit Properties page, uncheck “Apply same properties to remaining files” (if uploading multiple files 

of different document types). 

 
 

7. “Document File Name”, “Document Name By User” can be left alone. These auto-populate. “Lender Name” 

will be populated with your lender company based on your login credentials. For Flow, the “Import Document 
By” radio button should remain selected on Commitment Number. For Structured, the “Import Document By” 
radio button should be selected on “Fannie Mae Loan Number”. You can either use the drop-down or type in 
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the Number / ID into the text box. Ensure you click the drop-down and Commitment/Loan Number to validate 

it in the system. 

 
 

 
 

8. Input the “Document Category” as Loan Documents (Flow) for a flow loan and Loan Documents for a structured 

loan. Input “Document Type” with the relevant Sponsor Dedicated Workforce Housing document that you are 
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trying to import. Options can be found in Sponsor-Dedicated Workforce (SDW) DUS DocWay Document 

Summary section above. 
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9. The remaining fields on the “Edit Properties” screen will auto-populate and are for your reference. Select 

“Next” to import the first document. 

 
 

10. If importing multiple documents, the “Edit Properties” screen will reappear for the next document. Repeat 

steps 6-9. 

11. Once all documents have been uploaded, they will appear in the “Content List” widget in the middle of your 

screen. 
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12. You can double click the “Content List” tab to enlarge and use the horizontal scroll bar to view the metadata 

linked to your documents. 

 
 

 
 

13. If you log out and log back in and need to find your documents for a specific commitment/loan, you can navigate 
to the “Search by Attribute” widget in the upper left corner. Select the identifier you wish to search by and 
type the “Number / ID” in the textbox. Click “Run query”. The “Facets” widget will display associated metadata 

and documents based on your search. The Content List will display the documents associated with that 

identifier. 
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14. You can drill down further in your results by clicking on specific attributes in the “Facets” widget. For example, 
if you wish to only see the Form 6620.Supplemental.SDW documents, you can click on that “Documents Type” 

to filter the results further to be displayed in the “Content List” widget. 

 
 

 
 

Need Help? 

If you encounter issues or need clarification, reach out via email to the Products team: 

MF_Product_management@Fanniemae.com 

DUS DocWay Support 

If you have any questions of need DUS DocWay Support, please reach out via email to the DocWay Support Team: 

dusdocway_support@fanniemae.com. 

mailto:MF_Product_management@Fanniemae.com
mailto:dusdocway_support@fanniemae.com

