
 
 

 

 

 

 

 

Snapdocs Email Notifications 

 

 

Snapdocs Email Notifications   

This document explains the email notifications that will be automatically sent by 
Snapdocs on your behalf.  Recipients of the following emails can be customized by 
role depending on the notification. Your company’s branding will replace any 
“Lending Company” or “Demo” branding present on the sample emails. Note if a 
recipient is selected, but not present on a closing there will be no error. Do not 
forward information will be included on every closing.  
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Category: Closing Documents are ready 

 

Email Action: A closing has been created 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator,  Closer, Funder, 

Other lender users 
●​ Subject: [Last Name] [Loan Number], closing created 
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Email Action: A new settlement agent is invited to Snapdocs 
●​ Recipient Options: Settlement Agent 
●​ Subject: [Last Name] [Loan Number], You have a new closing! | [LenderName] 
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Email Action: Documents are ready for the settlement office to download 
●​ Recipient Options: Settlement Agent 
●​ Subject: [Last Name] [Loan Number], You have a new closing! | [LenderName] 
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Email Action: Documents are available to preview 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator,  Closer, Funder, 

Other lender users, Consumer 
●​ Subject: Review and eSign your closing document | [Lender Name] 
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Email Action: Documents are available to eSign 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Consumer 
●​ Subject: Review and eSign your closing documents | [Lender Name] 
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Email Action: Remote notarization appointment link is available 
●​ Recipient Options: Consumer 
●​ Subject: [Borrower Name], you have documents to review 
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Email Action: Snapdocs Introductory Email 

●​ Recipient Options: Consumer 
●​ Subject: Welcome to your Snapdocs digital closing | [Lender Name] 
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Category: Closing is completed 

 

Email Action: A consumer completed eSigning 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement Office 
●​ Subject: [Last Name] [Loan Number]. eSigning complete, signed documents 

are available 
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Email Action: Settlement office marks signing as complete  
●​ Recipient Options:  Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement Office  
●​ Subject: [Last Name] [Loan Number]. eSigning complete, signed documents 

are available 
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Email Action: Settlement has finished QCing documents 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Quality Controller,  Settlement office, Settlement agent 
●​ Subject: [Last Name] [Loan Number], Snapdocs QC Report (with errors) is 

ready to review 
●​ Notes: will only say “with errors” if errors are present. Only included if 

Funding QC is turned on 
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Email Action: Signed documents ready for download 
●​ Recipient Options: Consumer 
●​ Subject: Your signed closing documents are available | [Lender Name] 
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Email Action: Remote notary appointment is complete 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users 
●​ Subject: [Last Name] [Loan Number], Documents are ready for review 
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Email Action: Settlement office uploads signed funding package 

●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 
Other Lender Users 

●​ Subject: [Last Name] [Loan Number], Documents are ready for review 
●​ Notes: Will only include “eSigning has not yet been completed” if that is the 

case 
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Email Action: Confirm QC report errors detected & dates 
●​ Recipient Options: Settlement Office, Settlement Agent  
●​ Subject: [Last Name] [Loan Number], Snapdocs QC Report (with errors) is 

ready to review 
●​ Notes: will only say “with errors” if errors are present. Only included if 

Funding QC is turned on 
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Category: Messages 

 

Email Action: Consumer adds a message 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office, Participants 
●​ Subject: [Last Name] [Loan Number], [User Name] has added a message | 

[Lender Name] 
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Email Action: A Settlement Agent adds a message 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office, Participants, Consumer 
●​ Subject: [Last Name] [Loan Number], [User Name] has added a message | 

[Lender Name] 
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Email Action: A company team member adds a message 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office, Participants, Consumer 
●​ Subject: [Last Name] [Loan Number], [User Name] has added a message | 

[Lender Name] 
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Email Action: A participant adds a message 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office, Participants, Consumer 
●​ Subject: [Last Name] [Loan Number], [User Name] has added a message | 

[Lender Name] 
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Email Action: A signing service member adds a message 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office 
●​ Subject: [Last Name] [Loan Number], [User Name] has added a message | 

[Lender Name] 
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Category: Reminders: eSign & wet Sign 

 

Email Action: Settlement office hasn't set an appointment, and it's 24 hours before 
the earliest possible close date OR full eclosing and it's 48 hours or less before the 
latest possible close date 

●​ Recipient Options: Settlement Office 
●​ Subject: [Last Name] [Loan Number], Please verify or set the signing 

appointment details | [Lender Name] 
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Email Action: It’s the day of the signing 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office 
●​ Subject: [Last Name] [Loan Numer], Signing appointment is today | [Lender 

Name] 
●​ Note: Copy depends on if borrower has eSigned or not 
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Email Action: Remote notarization appointment is about to start 
●​ Recipient Options: Consumer 
●​ Subject: [Borrower Name], your online signing begins in 30 minutes 
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Email Action: Reminder to eSign unsigned documents before appointment 
●​ Recipient Options: Loan officer, Broker, Loan Coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: Reminder to eSign your closing documents | [Lender Name] 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24 



 

Email Action: Reminder to consumers that eSign is incomplete but signing was 
completed 

●​ Recipient Options: Consumer 
●​ Subject: Reminder to eSign your closing documents | [Lender Name] 
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Email Action: Settlement office marks signing complete but eSign is incomplete 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users 
●​ Subject: [Last Name] [Loan Number], Esign Incomplete | [Lender Name] 
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Email Action: Title documents have not been uploaded by settlement  
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users 
●​ Subject: [lastname] [File #] Title documents not uploaded 
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Category: Reminders: signing status & scanbacks 

 

Email Action: Settlement office hasn't added a signing status yet after the 
appointment (2 hours and 4 hours after appointment) 

●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 
Other lender users, Settlement office 

●​ Subject: [Last Name] [Loan Number], Upload signed funding package or 
mark signing appointment complete | [Lender Name] 
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Email Action: Settlement office hasn't added a signing status yet after the 
appointment (9AM and 2PM one day after appointment) 

●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 
Other lender users, Settlement office 

●​ Subject:  [Last Name] [Loan Number], Upload signed funding package or 
mark signing appointment complete | [Lender Name] 
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Email Action: Settlement office hasn't added a signing status yet after the 
appointment (AM and 2PM two days after appointment) 

●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 
Other lender users, Settlement office 

●​ Subject:  [Last Name] [Loan Number], Upload signed funding package or 
mark signing appointment complete | [Lender Name] 
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Category: Updates: closing Type 

 
Email Action: Consumer opts into eSigning 

●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 
Other lender users, Settlement office, Consumer 

●​ Subject: [Last Name] [Loan Number], Signing type update | [Lender Name] 
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Email Action: Consumer opts into eSigning 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: [Last Name] [Loan Number], Borrower has opted out of esigning  
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Email Action: The signing type has changed on a closing 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: [Last Name] [Loan Number], Signing type update | [Lender Name] 
●​ Note: Email will contain specific information on how the closing has changed 
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Category: Updates: Closing Documents  

 

Email Action: Original closing package is updated 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: Documents Updated - File [Loan Number] 
●​ Note: Will only prompt the Settlement Office to print the docs 
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Email Action: Redraw documents are added 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: Documents Updated - File [Loan Number] 
●​ Note: Will only prompt the Settlement Office to print the docs 
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Email Action: Signed documents are updated 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: A new version of signed closing documents is available | [Lender 

Name] 
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Email Action: Rush documents are added 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: Documents Updated - File [Loan Number] 
●​ Note: Will only prompt the Settlement Office to print the docs 
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Email Action: Signed documents are changed post download 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement office, Consumer 
●​ Subject: A new version of your signed closing documents is available | 

[Lender Name] 
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Category: Updates: Closing Appointment 

 

Email Action: Appointment details are changed  
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Consumer 
●​ Subject: [Last Name] [Loan Number], Signing appointment is set for [Date 

and Time] 
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Email Action: Notary order canceled  
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement Office, Consumer 
●​ Subject: Borrower #98765433, Signing appointment has been canceled | 

[Lender Name] 
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Email Action: Notary order details are available 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement Office, Consumer 
●​ Subject: Notary order details available 

 
 

 

 

 

 

41 



 

Email Action: Mobile notary is assigned 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Settlement Office, Consumer 
●​ Subject: Notary assigned | [Lender Name] 
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Email Action: Remote notary is assigned 
●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 

Other lender users, Consumer 
●​ Subject: [Borrower Last Name], Notary assigned 
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Category: Other  

 

Email Action: Fresh secure access link 
●​ Recipient Options: Consumer 
●​ Subject:  
●​ Note: Snapdocs team working through compliance on this notification. 

This is not an automatic email currently in use. Snapdocs support can 
manually resend link if needed 

 
Email Action: Notify when a closing is canceled  

●​ Recipient Options: Loan officer, Broker, Loan coordinator, Closer, Funder, 
Other lender users, Settlement Office 

●​ Subject: [Last Name] [Loan Number], Closing canceled | [Lender Name] 
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