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Generic   
Short Sale  
Package 
Important Instructions: Read Before Proceeding 
[bookmark: _Hlk481748283]RC REALTY GROUP OF NEW YORK INC ·∙ Short Sale Package Instructions & Policies 
Thank you for choosing RC REALTY GROUP OF NEW YORK INC to negotiate your short sale. The following are detailed instructions on completing and submitting a short sale file to our office. Please read these instructions carefully and be sure to completely execute all requirements so we may ensure the very best service for you.   
1. Please make sure that you are using the most current available lender package. Our packages are updated 
    frequently to reflect the most up to date requirements of the different lenders that we work with.  If you are unsure if you have the most current package available, you may email rcrealty2@aol.com with your request and we will forward you the necessary documents in PDF attachment. 
2. Be sure to use the checklist that we have provided on the following page.  It is designed to help you stay. 
organized and ensure that you provide us with all necessary pieces of information required for a smooth, successful negotiation.   

3. You must have a valid offer on the subject property in question with a signed and dated purchase & sales. 
                                          contract in order to submit a file to us.   
The day the purchase & sales contract is signed you should also have: 
· detailed hardship letter 
· financial statement 
· any supporting documents requiring a date & signature. 
	 	(ALL SHOULD BE DATED SAME AS THE PURCHASE & SALES CONTRACT) 
· 60 days of bank statements as well as 30 days of paystubs 
· must be current to the day that the purchase & sales contract is signed. 
IT IS IMPERATIVE THAT ALL DATED MATERIALS CORRESPOND AND MATCH THE DATE LISTED ON THE PURCHASE AND SALES CONTRACT! 
i.e.- If the purchase contract is signed and dated for April 1st, the hardship letter, financial statement, and supporting documents must also be signed and dated April 1st. The 60 days of bank statements should be from February 1st to March 1st to April 1st and the 30 days of pay stubs should be from March 1st to April 1st.   
4. After collecting all necessary documentation, scan your file to PDF format and email to             rcrealty2@aol.com as an attachment. 
· Once your package has been received, we will review all documentation and notify you of a missing or inaccurate information. 
· Your timelines in addressing any issues that are found will determine how long it will take us to be able to submit your file to the lender and begin our negotiations.   
· WE WILL NOT SUBMIT YOUR FILE TO THE LENDER UNTIL WE RECEIVE ALL NECESSSARY DOCUMENTATION 
5. Once we have submitted your package to the lender, we will need update paystubs and bank. 
          statement from the seller on a MONTHLY BASIS. Be advised that ALL lenders require us too continually. 
          update all files on a monthly basis for the duration of our negotiations.   
 
We ask that you understand that these instructions and policies have been put into place in order to help us better serve you as our value client. All information that we request is required by the lenders and our ultimate goal is to be proactive so that we may expedite every file as quickly as possible. If you have any questions or concerns, please contact us directly at 212-837-1835 or email us at rcrealty2@aol.com
 
[image: ]! 
Short Sale Check List 
This packet needs to be completed and emailed to Submit@ rcrealty2@aol.com
	*  The	 Following	 Documentation Must Be I	included To Determine Eligibility * 
 
	Financial Documents	 Should Include	 
For each borrower who is paid by an employer (W-2 wage earner): 
· Copy of 2 years most recent federal tax return with all schedules and W-2 forms. 
· Copy of 60 days most recent bank statements (include all pages even if blank) 
· Copy of 60 days most recent pay stubs   

For each borrower who is self-employed (1099 wage earner): 
· Copy of 2 years most recent federal tax return with all schedules and 1099 forms. 
· Copy of 60 days most recent bank statements (include all pages even if blank) 
· Copy of their year-to-date profit/loss statement

For each borrower who has income such as Social Security, disability, death benefits, or pension: 
· Copy of 2 years most recent federal tax return with all schedules and W-2 forms. 
· Copy of 60 days most recent bank statements (include all pages even if blank)
· Copy of benefits statement or letter from the provider stating the amount, frequency and duration of the benefit. 
For each borrower who has income such as public assistance, or unemployment: 
· Copy of 2 years most recent federal tax return with all schedule and W-2 forms. 
· Copy of 60 days most recent bank statements (include all pages even if blank)
· Copy of benefits statement or letter from the provider that states the amount, frequency, and duration of the benefit.   
 
For each borrower who relies on alimony or child support as qualifying income: 
· Copy of 2 years most recent federal tax return with all schedules and W-2 forms. 
· Copy of 60 days most recent bank statements (include all pages even if blank)
· Copy of divorce decree, separation agreement or other written agreement or decree that states the amount of   alimony or child support and period of time over which it will be received. Payments must continue for at least 3 years to be considered qualifying income under most programs.
· Proof of full, regular and timely payments; for example, deposit slips, bank statements, court verifications or filed federal tax return with all schedules.
 
.   
	Hardship Information
	· Hardship Letter as Well as the enclosed Financial Hardship Affidavit Completed and Signed Seller(s) 
	 	~  any documentation supporting the hardship letter (i.e., Medical Bills, Child Support/Alimony Payments, etc.) 

		 	~  see attached of ‘Hardship Letter Guidelines’ 
 
	
	
	

		                                   Mortgage Other Relative Property Information
· 1st Mortgage Statement 
· 2nd Mortgage Statement (if applicable) 
· Recent Real Estate Tax Bills (if available) 
· Condo Association Contact Info (are you delinquent? YES or NO) 
· Any Recent Water/Sewer Bills (if available) 
 
	
	
	 

	RC REALTY GROUP OF NEWYORK INC 	Document to Be Competed 
· RC REALTY GROUP OF NEW YORK INC Authorization Signed & Dated by Seller(s) 
· RC REALTY GROUP OF NEW YORK INC. Disclosure Signed/Date by Seller(s) 
· Financial Analysis Form
 
	
	
	

		Information to Be Provided 	by Listing/Buyer’ Agents
· Fully Executed Purchase & Sales Agreement 
· Completed Listing Agreement/Comps
· Commitment Letter from New Lender for The Buyer
· Detail Documentation of Time on Market & Sales Price Adjustments
· Seller   Realtor (listing & buyer’s agents) Contact Information Sheets
 
	
	
	

	 

	
	


Short Sale Disclosure 
 Thank you for choosing RC REALTY GROUP OF NEW YORK INC. for the sole purpose of negotiating a short sale of your (hereinafter Seller's") real property located at: ________________________________________________________________
 (Hereinafter referred to as "the Property").  A "short sale" is a voluntary sale of the Property for a price that is less than the total amount of any mortgages and/or liens that currently encumber the Property.   


 In order to effectively negotiate the short sale, Seller must provide any relevant financial and other personal information to   RC REALTY GROUP OF NEW YORK INC. upon request.  Upon receipt the information will be submitted to Seller's mortgage and/or lien   holder(s).  The information will permit the mortgage and/or lien holders to fully analyze the requested short sale.   
 
[bookmark: _Hlk481750941] In order for RC REALTY GROUP OF NEW YORK INC to commence the negotiation process with the mortgage and/or lienholder, Seller must read, fully understand and acknowledge all provisions as set forth below.  The provisions set forth fully disclose the terms of the engagement and scope of service offered by RC REALTY GROUP OF NEW YORK INC. The provisions also fully disclose the limitations on RC REALTY GROUP OF NEW YORK INC. services offered.   
 
 RC REALTY GROUP OF NEW YORK INC. is not associated with the government, and our service is not approved by the government or your lender. 
 
 RC REALTY GROUP OF NEW YORK INC. does not accept any upfront fees or payments from Seller.   
 
 After Seller has read and fully understood each provision, Seller must initial each provision to verify that said provision has been fully read and understood. If the Seller does not fully understand the terms of the Disclosure, Seller shall consult   independent counsel in Seller's applicable jurisdiction.   
 
[bookmark: _Hlk481749218] RC REALTY GROUP OF NEW YORK INC. looks forward to working with you to assist in the successful sale of your property.   
 
 The Seller(s) understand and acknowledge that:   

1. RC REALTY GROUP OF NEW YORK INC scope of engagement is for the sale purpose of negotiating he proposed short sale of the subject Property.  Seller acknowledges that RC REALTY GROUP OF NEW YORK INC. is in no way representing or acting as legal counsel to Seller. RC REALTY GROUP OF NEW YORK INC. I not offering any legal advice to Seller.  Seller acknowledges that Seller has been advised to seek independent advice of counsel regarding any and all legal issues that may arise as a result of any short sale transaction.   
2. All short sales are solely subject to the approval of all of Seller's mortgage and/or lien holders associated with the Property.   
3. RC REALTY GROUP OF NEW YORK INC. does not warrant and cannot guarantee that Seller's mortgage and/or lien holders will approve the proposed short sale.  Seller's mortgage and/or lien holder(s) are under no   
obligation to approve the proposed short sale.  The decision to approve said short sale rests solely within   
the discretion of the mortgage and/or lien holder(s).  Further RC REALTY GROUP OF NEW YORK INC cannot guarantee and make no representation that it will be able to stop, postpone or cancel any foreclosure proceedings initiated by any mortgage and/or lien holder(s).   

4. [bookmark: _Hlk481751692].   Seller agrees to provide any and all documents and/or information requested by RC REALTY GROUP OF NEW YORK INC. for the purpose of processing and negotiating the proposed short sale.  Seller further agrees that it is   Seller's affirmative obligation to immediately notify RC REALTY GROUP OF NEW YORK INC. of any and all foreclosure proceedings initiated by any party.  Seller is responsible to receive and open any and all notifications regarding the subject Property received by mail and/or service of process. If Seller does not reside at the   subject Property or there has been a change in Seller's mailing address, Seller must notify the mortgage and/or lien holder of the new address to ensure receipt of all notices.   

Short Sale Disclosure Continued 

5. Seller here by acknowledges that no proceeds from the sale of the subject Property will be received by   
 Seller.  All net proceeds from the short sale of Seller's home, including any refunded insurance premiums, shall be paid to Seller's mortgage and/or lien holders.   

6. Seller acknowledges that the mortgage and/or lien holder(s) may accept Seller's proposed short sale and issue a lien release while preserving its right to pursue a judgment against Seller for any deficiencies owed as a result of the mortgage and/or lien holder(s) agreement to accept less than a full payoff. RC REALTY GROUP OF NEW YORK INC. does not warrant and cannot guarantee that a deficiency resulting from the short sale will be forgiven, waived and/or cancelled by the mortgage and/or lien holder(s).  Various jurisdictions may be governed by an anti-deficiency statute that prohibits mortgage and/or lien holder(s) from seeking a deficiency judgment against Seller.  The scope of RC REALTY GROUP OF NEW YORK INC. service does not include negotiating settlements in the event the mortgage and/or lien holder(s) seek to recover monies from Seller stemming from a deficient balance that may exist after closing.  Seller further acknowledges that Seller has been advised to seek advice of legal counsel in Seller's jurisdiction determine whether an anti-deficiency statute or various applicable laws govern the recourse rights of mortgage and/or lien holder(s) which may affect the Seller's decision to proceed with a short sale.                 
                                                                 
7. The acceptance of a payoff for less than the full amount owed to Seller's mortgage and/or lien holder(s)   
                   may be reported to the credit bureaus, which may negatively impact Seller's credit rating and serve as   
[bookmark: _Hlk481752334]an impediment on Seller's ability to obtain future credit.  RC REALTY GROUP OF NEW YORK INC. does not negotiate with any credit bureau on behalf of Seller.   

	                          8.   The mortgage and/or lien holders may forgive a portion or all Seller's debt, which may be considered   
  income to Seller.  Seller should consult an independent, qualified professional regarding any questions or                                                                                        concerns regarding any potential tax liabilities of a short sale.   
	                   9. Seller is not obligated to pay RC REALTY GROUP OF NEW YORK INC. in advance for the negotiation of Seller’s   
                 payoff(s).  Seller acknowledges that Seller understands that. RC REALTY GROUP OF NEW YORK INC. will seek compensation from the mortgage and/or lien holder(s) from the proceeds of the short sale.  RC REALTY GROUP OF NEW YORK INC. will not claim, demand, charge, collect or receive any compensation until offer. RC REALTY GROUP OF NEW YORK INC. has fully performed or attempted to perform each and every service in an effort to effectuate the short sale of the Property Compensation is approved by the mortgage and/or lienholder(s), Compensation is deducted from the   
net proceeds that the mortgage and/or lien holder(s) have agreed to accept by approving the short sale.   
	         10.Seller agrees and acknowledges that RC REALTY GROUP OF NEW YORK INC. has made no promise, guarantees, or   
              representations made to Seller which are contrary to the disclosures and information contained herein. Seller(s)may accept or reject any short sale approval presented to them resulting from our negotiation of the short sale.   

 Seller(s) have read, understand and acknowledge the foregoing Short Sale Disclosure and fully agree with the terms and   conditions contained herein.   
 
 
_________________________________________________                                                      ________________________________                                                             Name                                                                                    Date						Witness 

 
 
       ________________________________________________                              		________________________________
Name                                                                                       Date         						Witness 
                                                                                                                                                                                                                                                           
Seller Questionnaire (Must Be Completed) 
Please Answer the Following Questions: 
1. Have you requested a short sale from your lender in the past? YES   NO (please circle one) 
2. If “YES” to above, when? ________________________________________________________________ 
3. Are you current on your mortgage payments?   YES   NO (please circle one) 
4. If “NO” to above, how many months are you behind? __________ months 
5. How much do you currently owe?  ________________1st Mortgage ________________2nd Mortgage 
6. Who is on the title (or deed) for your property?  ______________________________________________ 
________________________________________________________________________________________ 
7. Who is on the mortgage?  _________________________________________________________________ 
________________________________________________________________________________________ 
8. What kind of mortgage do you have?  (Please circle one) 
     CONVENTIONAL       VA          FHA        FREDDIE MAC     FANNIE MAE     
9. Do you have MI or PMI on your loan?          YES        NO (please circle one)   
10. How many lien holders are attached to the property and who are they?  _________________________________________________________________________________________________________________________________________________________________________________________________________ 
11. Do you have a HELOC?          YES                    NO (please circle one) 	 
12. Are you currently living in the property?          YES                    NO (please circle one) 
13. If “NO” to above, is the property being maintained?          YES                NO (please circle one) 
14. If leased, what are the terms of you lease? 
Monthly Rent:  $__________                    Expirations of Lease:  _____/_____/_____ 
15. If leased, are tenants willing to show property?          YES                    NO (please circle one)               
 	*  Please Provide Copy of Lease(s) 
16. What is the property condition and what repairs are needed?  (Please circle one) 
POOR                                                  FAIR                                                  GOOD                                                  EXCELLENT               
      
 	Repairs Needed:  _____________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
Seller Questionnaire Cont. (Must Be Completed)   
17. What are the best features and upgrades of your home?  ______________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
18. Are you relocating?          YES                    NO (please circle one) 
19. If relocating, how soon do you have to move?          Date:  _____/_____/_____ 
20. Are you up to date with your condo association/homeowner’s dues? (Please circle one) 
                                     YES,  NO                   
 Balance:  $__________          Monthly:  $__________ 
21. Do you owe back taxes or has the IRS put a lien on the property?    YES       NO (please circle one) 

22. Have you considered or are you considering filing for bankruptcy?   YES       NO (please circle one) 
23. What lender correspondence have you received? _____________________________________________ 
                _______________________________________________________________________________________ 
24. Have you received a Notice of Default or Notice of Trustee Sale on the property yet? (Please circle) 
                Notice of Default:          YES,    NO                    Notice of Trustee Sale:          YES                    NO 
25. If delinquent, what is the situation that caused you to miss your payments? _____________________ 
           _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
26. Why do you need to sell?  _________________________________________________________________ 
                _______________________________________________________________________________________ 
27. Do your current payments include taxes and insurance?          YES              NO (please circle one) 
28. How did you hear about our company?  If referred, by whom?  _________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________ 
                _______________________________________________________________________________________                 _______________________________________________________________________________________ 
Thank You! 
Seller Contact Sheet 
Name:  __________________________________________________________ 
 
 Property Address:  ________________________________________________________

__________________________________________________________________________

__________________________________________________________________________
                                                                        
 Current Mailing  Address:  ___________________________________________________________________

___________________________________________________________________________________
                                                                              
 Home Phone:  _____________________________________________________________________

 Cell Phone:  ________________________________________________________ 
 
Work Phone:  ______________________________________________________ 
 
 Email Address:  _____________________________________________________ 
 
 How Many Mortgages Are Currently on The Property?  __________________ 	~ Please List: 
	 	 	Lender:  _______________________________________________ 
 
	 	 	Acct #:  ________________________________________________ 
 
	 	 	Lender:  _______________________________________________ 
 
	 	 	Acct #:  ________________________________________________ 
 
	 	 	Lender:  _______________________________________________ 
 
	 	 	Acct #:  ________________________________________________ 
Listing Agent Contact Information 
 Name:  __________________________________________________________ 
 
Agency:  _________________________________________________________ 
 
Cell Phone:  _______________________________________________________ 
                                                                       
Office Phone:  _____________________________________________________ 
 
Email Address:  ____________________________________________________ 
 
 
Buyer’s Agent Contact Information 
Name:  __________________________________________________________ 
 
Agency:  _________________________________________________________ 
 
Cell Phone:  _______________________________________________________ 
                                                                        
Office Phone:  _____________________________________________________ 
 
Email Address:  ____________________________________________________ 
 

 
Authorization 
We here by authorized_____________________________ Tittle______________ Date_________

We here by authorized_____________________________ Tittle______________ Date__________

____________________________________			___________________________________          (Lender)   					                                     (Account  Number)                                                                                                                                                                                                   
 
_____________________________________                                           ____________________________________                                        
      		  (Lender) 						    (Account  Number)                                                                                                                                                                                                   
 
 
In Reference to The Property Address Of: 
___________________________________________________________________________________ (Address)                                

_______________________________                                               _________      ______________                                                                                                                                                           (City)                                                              				(State)            (ZIP)
 
 
______________________________________________                                                  _______________ 
(Signature)                                                                                                                           (Date)                                                                         
______________________________________________ (Print Name) 
______________________________________________ (Social Security Number) 
 
           ______________________________________________                                                  _______________ 
(Signature)                                                                                                                             (Date)                                                                       
______________________________________________ (Print Name) 
______________________________________________ (Social Security Number) 


[image: ]

I (We) understand that the financial information on provided is an accurate statement of my (our) loan financial status.  I (We) understand and acknowledge any on taken by the lender of my (our) mortgage loan on my (our) behalf will be made in strict reliance on the financial information on provided. My (Our) signature(s) below grants the holder of my (our) mortgage the authority to confirm the information on I (we) have disclosed in this financial statement to verify that it is accurate by ordering a credit report and to contact my (our) Real Estate.  
Agent and/or credit counseling service representative if applicable.   

Submitted this_____________ day of ___________________, of the year _________________ 
 
  By:  ___________________________________________________ Date ________________ 
                                      Signature of Borrower 
By:  ___________________________________________________ Date:  ________________ 
                                 Signature of Co-Borrower 
    			 BORROWERS COMMENTS: 
	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 



Hardship Letter Guidelines 
A Hardship letter is required by lenders to consider your request for a Short Sale. You must be honest and explain your situation clearly. They need to understand why you desperately need their help and why you fell behind or why you are struggling.  You must also have a legitimate reason for falling behind.   
 
“I/We are requesting a short sale on our property because I/we are having problems making my/our monthly payment (or can no longer make our monthly payments) due to our financial difficulties created by:   
 
 
 	I.  Hardships - What are your hardships (current and past).  For example-   
 
· Unemployment, Reduced Income, Medical Bills, Job Relocation, Business Failure   
· Death of Spouse or Family Member, Illness (Personal or family), Car Accident   
· Adjustable-Rate Mortgage, Military Service, Incarceration, Damage to Property   
· Divorce/Separation, Lawsuits, Eminent of Bankruptcy, Child Support Issues   
· Issues with Tenants Not Paying, Destroying Property, Can't Find Renters to Occupy Property   
· Property Values Have Dropped, there is No Way We Can Sell for What is Owed in This Market   
· Loss of Retirement or Other Income Sources, Tax Issues   
· Single Parent or Taking Care of Family Members   
 
The following are the most important messages to get across to the Lender:   
a. Why you will not be able to be current again on your loan.   
b. We do not have enough income to make these payments.   
(Explain how the adjustable rate has affected you if applicable)   
c. Explain EACH financial difficulty in detail.   
d. How many children/grandchildren do you have?  Ages?  Other dependents?   e. Total Occupants?   
f. What are you doing to better your situation (ex:  credit counseling, any kind of counseling) 
g. What happened to make to fall behind?  Please be as specific as possible.   
 
2. Any Signed Exemptions of Documents - If you do not have bank statements pay stubs or tax returns, you will need.  
 	     to explain the reason in more detail in your letter as to "why" you cannot provide those documents.  (i.e., I've been  
 	       unemployed for 6 months and have not been able to find work) Note- realize that if you don't have tax returns, then the bank will ask for Extension-Fillings.  So, if you don't have Extension-Fillings either, explain why in this letter.  (i.e.  "I haven’t worked in over 2 years and so I haven't filed taxes nor extensions", or "I haven’t filed my tax returns, or the past 2 years and I failed to file extensions as well). 
 
 
3. Bankruptcy - You could also mention “I don’t want to have to file bankruptcy.” 
 
Financial Hardship Affidavit 
Borrower Name:  _______________________________________________________________ Date of Birth ___________________ 

Co-Borrower Name:  ____________________________________________________________ Date of Birth ___________________ 

Property Street Address:  _______________________________________________________________________________________
 
Property City, State, Zip:  _______________________________________________________________________________________ 

Account Number(s): _________________________________________________________________________________________  
In order to qualify for a Short Sale, I/we am/are submitting this form to the Servicer and indicating by my/our checkmarks.   
("_”) the one or more events that contribute to my/our financial hardship and difficulty in making payments on my/our mortgage loan.   
Borrower      Co-Borrower   
 	 	Income has been reduced or lost for example: unemployment, underemployment, reduced job hours, reduce 	 	pay, or a decline in self-employed business earnings. Provide details under "Explanation" and have attached   	 	 		verifying documentation.   
Household financial circumstances have changed.  For example:  death in family, serious or chronic illness, permanent or short-term disability, divorce, incarceration, increased family responsibilities (adoption or birth of a child, taking care of elderly relatives or other family members).  Provide details under "Explanation" and have attached verifying documentation.   
Expenses have increased.  For example:  monthly mortgage payment has increased or will increase, high medical and health-care costs, uninsured losses (such as those due to fires or natural disasters), unexpectedly high utility bills, increased real property taxes. Provide details under “Explanation" and have attached verifying    documentation.   
Cash reserves are insufficient to maintain the payment on my mortgage loan and cover basic living expenses at the same time.  Cash reserves include assets such as cash, savings, money market funds, marketable stocks or bonds (excluding retirement accounts).  Cash reserves do not include assets that serve as an emergency fund (generally equal to three times my monthly debt payments).  Provide details under "Explanation" and have attached verifying documentation.   
Monthly debt payments are excessive, and we are overextended with my/our creditors. we may have used credit cards, home equity loans or other credit to make my/our monthly mortgage payments.  Provide details under "Explanation" and have attached verifying documentation.  

If apply, state other reasons I/we cannot make our mortgage payments. Provide details under “Explanation" and have attached verifying documentation.   
Explanation (Required):   
  

  

  
 
 
 
 
 
 
 
 
 
  

  

  
If additional space is needed for Explanation, please include an additional page.   
 

First Mortgage Company:  ______________________________________ Account Number: _____________________ Initials: _____

Second Mortgage Company:  ___________________________________ Account Number: _____________________ Initials: ______
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THANK YOU FOR YOUR COOPERATION
~ Your D-B Negotiation Team
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FINANCIAL ANALYSIS FORM

Name (Borrower): Home #: Work #: Alternate/Cell #:
Preferred Method of Contact Fax #: Email Address: Alternate/Cell #:
Borrower Social Security Number

Name (Co-borrower): Home #: Work #: Alternate/Cell #:
Preferred Method of Contact Fax #: Email Address: Alternate/Cell#:

Co-Borrower Social Security Number

Mailing Address:

May we contact you via email: Yes/No

Is the property occupied? Yes/No

If yes, is it owner occupied or tenant occupied? Owner/Tenant
If Tenant Occupied, Name of Tenant Phone #:

Condition of the property?

Excellent Good Fair Condemned

Have you received a notice of condemnation?

Yes/No

Have you filed bankruptcy? Yes/No
Amount of funds available to contribute towards a workout? $

Total number of individuals in your household:

Do you want to keep the property? Yes/No
Is your home listed for sale? Yes/No
If yes, what is the list price? $

Real Estate Company:
Listing Agents Name:

Listing Agents Email:

Short Sale Processor’s Name:

Processor’s Email:

Office Phone:

Realtor #

Processor’s #

Name of 1% Mortgage Company: Loan #:

Name of 2™ Mortgage Company: Loan #:
EMPLOYMENT HISTORY

Borrower Co-Borrower

Currently employed? Currently employed?

Yes No Yes No

How long? How long?

Present employer:

Present employer:

If self-employed, name of company:

Income *All income must have documented proof as outlined in the Fax Cover Sheet. .

Description * Borrower Co-Borrower Total
Gross Salary / Wages (monthly) ** $ $ $
Unemployment Income (monthly) $ § $
Child Support / Alimony (monthly) $ $ $
Disability Income (monthly) $ $ $
Rental Income (monthly) $ $ $

**Gross salary/wages is your total monthly income before any tax withholding or employer deductions.
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Name of 1¥ Mortgage Company: Loan #:

Name of 2™ Mortgage Company: Loan #:
EMPLOYMENT HISTORY

Borrower Co-Borrower

Currently employed? Currently employed?

Yes No Yes No

How long? How long?

Present employer:

Present employer:

If self-employed, name of company:

Income *All income must have documented proof as outlined in the Fax Cover Sheet. = .

Total

Description * Borrower Co-Borrower

Gross Salary / Wages (monthly) ** $ 5 5
Unemployment Income (monthly) $ 5 b
Child Support / Alimony (monthly) $ $ 8
Disability Income (monthly) $ 5 $
Rental Income (monthly) $ $ $

**Gross salary/wages is your total monthly income before any tax withholding or employer deductions.
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FINANCIAL ANALYSIS FORM

Name (Borrower): Home #: Work #: Alternate/Cell #:
Preferred Method of Contact Fax #: Email Address: Alternate/Cell #:
Borrower Social Security Number

Name (Co-borrower): Home #: Work #: Alternate/Cell #:
Preferred Method of Contact Fax #: Email Address: Alternate/Cell#:

Co-Borrower Social Security Number

Mailing Address:

May we contact you via email: Yes/No

Is the property occupied? Yes/No

If yes, is it owner occupied or tenant occupied? Owner/Tenant
If Tenant Occupied, Name of Tenant Phone #:

Condition of the property?

Excellent Good Fair Condemned

Have you received a notice of condemnation?

Yes/No

Have you filed bankruptcy? Yes/No
Amount of funds available to contribute towards a workout? $

Total number of individuals in your household:

Do you want to keep the property? Yes/No
Is your home listed for sale? Yes/No
If yes, what is the list price? $

Real Estate Company:
Listing Agents Name:

Listing Agents Email:

Short Sale Processor’s Name:

Processor’s Email:

Office Phone:

Realtor #

Processor’s #

Name of 1% Mortgage Company: Loan #:

Name of 2™ Mortgage Company: Loan #:
EMPLOYMENT HISTORY

Borrower Co-Borrower

Currently employed? Currently employed?

Yes No Yes No

How long? How long?

Present employer:

Present employer:

If self-employed, name of company:

Income *All income must have documented proof as outlined in the Fax Cover Sheet. .

Description * Borrower Co-Borrower Total
Gross Salary / Wages (monthly) ** $ $ $
Unemployment Income (monthly) $ § $
Child Support / Alimony (monthly) $ $ $
Disability Income (monthly) $ $ $
Rental Income (monthly) $ $ $

**Gross salary/wages is your total monthly income before any tax withholding or employer deductions.
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Name of 1¥ Mortgage Company: Loan #:

Name of 2™ Mortgage Company: Loan #:
EMPLOYMENT HISTORY

Borrower Co-Borrower

Currently employed? Currently employed?

Yes No Yes No

How long? How long?

Present employer:

Present employer:

If self-employed, name of company:

Income *All income must have documented proof as outlined in the Fax Cover Sheet. = .

Total

Description * Borrower Co-Borrower

Gross Salary / Wages (monthly) ** $ 5 5
Unemployment Income (monthly) $ 5 b
Child Support / Alimony (monthly) $ $ 8
Disability Income (monthly) $ 5 $
Rental Income (monthly) $ $ $

**Gross salary/wages is your total monthly income before any tax withholding or employer deductions.
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ASSETS/LIABILITIES

If you own real estate in addition to your personal residence, please attach a complete list of property addresses / name(s) of Lender /
Lender’s address and phone number / account numbers / monthly payment / amount owed / estimated value & rental income.

Assets Description

Estimated Value

Amount Owed

Net Value (est. value less amount owed)

Personal Residence

Personal Property

Checking Accounts

Savings Accounts

IRA /401(k) / Keogh Accounts

Stocks / Bonds / CDs

Cash Value of Life Insurance

Other

23 K2 £ (Y £ %) R PN 1

Totals

) 2] ) ) L ) ) )

23 (2 £ RN RN R2) £ 24 1)

Liabilities (Expenses)

Description

Monthly Payment

Balance Due

Delinquent?

First Mortgage Lender

$

$

Yes No

Other Mortgages / Liens / Rents

Yes No

Alimony / Child Support

Yes No

Homeowners Assoc. Dues
*DOCUMENTATION TO VERIFY
CONDO and/or COOP DUES MUST
BE SUBMITTED WITH PACKAGE

$
S
$

$
$
$

Yes No

Property Taxes (if not escrowed and
included in your current mortgage
payment)

Yes No

Homeowner’s (hazard) Insurance (if
not escrowed and included in your
current mortgage payment)

Yes No

Other insurance (i.e. wind, flood) (If
not escrowed and included in your
current mortgage payment.)

Yes No

Health Insurance

Yes No

Medical Expenses

Yes No

Child Care

Yes No

Credit Card / Installment Loans

Yes No

Student Loans / Personal Loans

Yes No

Auto Loan(s)

Yes No

Auto Expenses / Gasoline / Insurance

Yes No

Food / Household Supplies

Yes No

Water / Sewer / Utilities / Phone(s) /
Cable

(2] 21 £ (2 1) 14 P4 12 1)

»|o|u|a|v|v|o|v|en

Yes No

Other

Yes No

If additional space is needed for Liabilities (Expenses), please include an additional page.

Borrower Signature

Date

Co-Borrower Signature Date





image9.jpg




image12.jpeg




image10.jpg
Form 4506'T Request for Transcript of Tax Return

(Rev. January 2010) OMB No. 1545-1872

Department of the Treasury » Request may be rejected if the form is incomplete or illegible.

Internal Revenue Service

Tip. Use Form 4506-T to order a transcript or other return information free of charge. See the product list below. You can also call 1-800-829-1040 to
order a transcript. If you need a copy of your return, use Form 4506, Request for Gopy of Tax Return. There is a fee to get a copy of your return.

1a Name shown on tax retum. If a joint return, enter the name shown first. 1b First social security number on tax return or
employer identification number (see instructions)

2a If a joint return, enter spouse’s name shown on tax return. 2b Second sodial security number if joint tax return

3 Current name, address (including apt., room, or suite no.}, city, state, and ZIP code

4 Previous address shown on the last return filed if different from line 3

5 If the transcript or tax information is to be mailed to a third party (such as a mortgage company), enter the third party’'s name, address,
and telephone number. The IRS has no control over what the third party does with the tax information.

Caution. If the transcript is being mailed to a third party, ensure that you have filled in line 6 and line @ before signing. Sigh and date the form once you
have filled in these lines. Completing these steps heips to protect your privacy.

6  Transcript requested. Enter the tax form number here (1040, 1065, 1120, etc.) and check the appropriate box below. Enter only one tax form
number per request.
a Return Transcript, which includes most of the line items of a tax retum as filed with the IRS. A tax return transcript does not reflect
changes made to the account after the return is processed. Transcripts are only available for the following returns: Form 1040 series,
Form 1065, Form 1120, Form 1120A, Form 1120H, Form 1120L, and Form 1120S. Return transcripts are available for the current year
and returns processed durlng the prior 3 processing years. Most requests will be processed within 10 business days . . . . g |l

b Account Transcript, which contains information on the financial status of the account, such as payments made on the account, penalty
assessments, and adjustments made by you or the IRS after the return was filed. Return information is limited to items such as tax liability
and estimated tax payrments. Account transcripts are available for most returns. Most requests will be processed within 30 calendar days. . [ ]

¢ Record of Account, which is a combination of line item information and later adjustments to the account. Available for current year and
3 prior tax years. Most requests will be processed within 30 calendardays . . . . . . . . . . . . . . . . . . . ]

7 Verification of Nonfiling, which is proof from the IRS that you did not file a return for the year. Current year requests are only available
after June 15th. There are no availability restrictions on prior year requests. Most requests will be processed within 10 business days . . ]

8 Form W-2, Form 1099 series, Form 1098 series, or Form 5498 series transcript. The IRS can provide a transcript that includes data from
these information returns. State or local information is not included with the Form W-2 information. The IRS may be able to provide this
transcript information for up to 10 years. Information for the current year is generally not available until the year after it is filed with the IRS.

For example, W-2 information for 2007, filed in 2008, will not be available from the IRS until 2009. If you need W-2 information for retirement
purposes, you should contact the Social Security Administration at 1-800-772-1213. Most requests will be processed within 45 days . . . ]

Caution. If you need a copy of Form W-2 or Form 1098, you shouid first contact the payer. To get a copy of the Form W-2 or Form 1099 filed
with your return, you must use Form 4506 and request a copy of your return, which inciudes alf attachments.

9  Year or period requested. Enter the ending date of the year or period, using the mm/dd/vyyy format. If vou are requesting more than four
years or periods, you must attach another Form 4506-T. For requests relating to quarterly tax returns, such as Form 941, you must enter
each quarter or tax period separately.

Signature of taxpayer(s). | declare that | am either the taxpayer whose name is shown on line 1a or 2a, or a person authorized to obtain the tax
information requested. If the request applies to a joint return, either husband or wife must sign. If signed by a corporate officer, partner, guardian, tax
matters partner, executor, receiver, administrator, trustee, or party other than the taxpayer, | cettify that | have the authority to execute
Form 4506-T on behalf of the taxpayer. Note. For transcripts being sent to a third party, this form must be received within 120 days of signature date.

Telephone number of taxpayer on
line 1a or 2a

} Signature (see instructions) Date
Sign

Here ) Title (if line 1a above is a corporation, partnership, estate, or trust)

) Spouse’s signature Date

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Gat. No. 37667N Form 4506-T Rev. 1-2010)
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Form 4506-T (Rev. 1-2010)

Page 2

General Instructions

Purpose of form. Use Form 4506-T to
request tax return information. You can
also designate a third party to receive the
information. See line 5.

Tip. Use Form 4506, Request for Copy of
Tax Return, to request copies of tax
returns.

Where to file. Mail or fax Form 4506-T to
the address below for the state you lived in,
or the state your business was in, when
that return was filed. There are two address
charts: one for individual transcripts (Form
1040 series and Form W-2) and one for all

Chart for all other transcripts

If you lived in
or your business

Mail or fax to the
“Internal Revenue

was in: Service” at:
Alabama, Alaska,

Arizona, Arkansas, RAIVS Team
California, Colorado, P.O. Box 9941

Florida, Hawaii, Idaho,
lowa, Kansas,
Louisiana, Minnesota,
Mississippi,

Missouri, Montana,
Nebraska, Nevada,

Mail Stop 6734
Ogden, UT 84409

other transcripts.

If you are requesting more than one
transcript or other product and the chart
below shows two different RAIVS teams,
send your request to the team based on
the address of your most recent return.

Automated transcript request. You can
call 1-800-829-1040 to order a transcript
through the automated self-help system.
Follow prompts for "questions about your
tax account” to order a tax return

transcript.

Chart for individual
transcripts (Form 1040 series

and Form W-2)

If you filed an
individual return

Mail or fax to the
“Internal Revenue

and lived in: Service” at:
Florida, Georgia, RAIVS Team
North Carolina, P.O. Box 47-421
South Carolina Stop 91

Doraville, GA 30362
770-455-2335

Alabama, Kentucky,
Louisiana,
Mississippi,
Tennessee, Texas, a
foreign country, or
AP.O.or F.P.O.
address

RAIVS Team
Stop 6716 AUSC
Austin, TX 73301

512-460-2272

Alaska, Arizona,
Califomia, Colorado,
Hawaii, Idaho, llinois,
Indiana, lowa, Kansas,
Michigan, Minnesota,
Montana, Nebraska,
Nevada, New Mexico,
North Dakota,
Oklahoma, Oregon,
South Dakota, Utah,
Washington,
Wisconsin, Wyoming

RAIVS Team
Stop 37106
Fresno, CA 93888

550-456-5876

Arkansas,

Connecticut, Delaware,

District of Columbia,
Maine, Maryland,
Massachusetts,
Missouri, New
Hampshire, New
Jersey, New York,
Ohio, Pennsylvania,

Rhode Island, Vermont,

Virginia, West Virginia

RAIVS Team
Stop 6705 P-6
Kansas City, MO
64909

816-292-6102

New Mexico,

North Dakota,
Oklahoma, Oregon,
South Dakota,
Tennessee, Texas,
Utah, Washington,
Wyoming, a foreign
country, or A.P.O. or

F.P.O. address 801-620-8922

Connecticut,
Delaware, District of
Columbia, Georgia,

llincis, Indiana, RAIVS Team
Kentucky, Maine, P.O. Box 145500
Maryland, Stop 2800 F
Massachusetts, Cincinnati, OH 45250
Michigan, New

Hampshire, Mew
Jersey, New York,
North Caraolina,

Ohio, Pennsylvania,
Rhode Island, South
Carolina, Vermont,
Virginia, West Virginia,

Wisconsin 859-669-3592

Line 1b. Enter your employer identification
number (EIN) if your request relates to a
business return. Otherwise, enter the first
social security number (SSN) shown on the
return. For example, if you are requesting
Form 1040 that includes Schedule C

(Form 1040), enter your SSN.

Line 6. Enter only one tax form number per
request.

Signhature and date. Form 4506-T must be
signed and dated by the taxpayer listed on
line 1a or 2a. If you completed line 5
requesting the information be sent to a
third party, the IRS must receive Form
4506-T within 120 days of the date signed
by the taxpayer or it will be rejected.

Individuals. Transcripts of jointly filed
tax returns may be furnished to either
spouse. Only one signature is required.
Sign Form 4506-T exactly as your name
appeared on the original return. If you
changed your name, also sign your current
name.

Corporations. Generally, Form 4506-T
can be signed by: (1) an officer having legal
authority to bind the corporation, (2) any
person designated by the board of
directors or other governing body, or (3)
any officer or employee on written request
by any principal officer and attested to by
the secretary or other officer.

Partnerships. Generally, Form 4506-T
can be signed by any person who was a
member of the parthership during any part
of the tax period requested on line 9.

Afl others. See Internal Revenue Code
section 6103(e) if the taxpayer has died, is
insolvent, is a dissolved corporation, or if a
trustee, guardian, executor, receiver, or
administrator is acting for the taxpayer.

Documentation. For entities other than
individuals, you must attach the
authorization document. For example, this
could be the letter from the principal officer
authorizing an employee of the corporation
or the Letters Testamentary authorizing an
individual to act for an estate.

Privacy Act and Paperwork Reduction
Act Notice. We ask for the information on
this form to establish your right to gain
access to the requested tax information
under the Internal Revenue Code. We
need this information to properly identify
the tax information and respond to your
request. You are not required to request
any transcript; if you do request a
transcript, sections 6103 and 6109 and
their regulations require you to provide this
information, including your SSN or EIN. If
you do not provide this information, we
may not be able to process your request.
Providing false or fraudulent information
may subject you to penalties.

Routine uses of this information include
giving it to the Department of Justice for
civil and criminal litigation, and cities,
states, and the District of Columbia for use
in administering their tax laws. We may
also disclose this information to other
countries under a tax treaty, to federal and
state agencies to enforce federal nontax
criminal laws, or to federal law enforcement
and intelligence agencies to combat
terrorism.

You are not required to provide the
information requested on a form that is
subject to the Paperwork Reduction Act
unless the form displays a valid OMB
control number. Books or records relating
to a form or its instructions must be
retained as long as their contents may
become material in the administration of
any Internal Revenue law. Generally, tax
returns and return information are
confidential, as required by section 6103,

The time needed to complete and file
Form 4506-T will vary depending on
individual circumstances. The estimated
average time is: Learning about the law
or the form, 10 min.; Preparing the form,
12 min.; and Gopying, assembling, and
sending the form to the IRS, 20 min.

If you have comments concerning the
accuracy of these time estimates or
suggestions for making Form 4506-T
simpler, we would be happy to hear from
you. You can write to the Internal Revenue
Service, Tax Products Coordinating
Committee, SEEW.CARMP:T:T:SP, 1111
Constitution Ave. NW, |IR-6526,
Washington, DC 20224, Do not send the
form to this address. Instead, see Whaere fo
file on this page.
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Servicer: Loan Number:

HELP FOR AMERICA’S HOMEOWNERS. VA A A B
MAKING HOME AFFORDABLE

Dodd-Frank Certification

The following information is requested by the federal government in accordance with the Dodd-Frank Wall
Street Reform and Consumer Protection Act (Pub. L. 111-203). You are required to furnish this information. The
law provides that no person shall be eligible to begin receiving assistance from the Making Home Affordable
Program, authorized under the Emergency Economic Stabilization Act of 2008 (12 U.S.C. 5201 et seq.), or any
other mortgage assistance program authorized or funded by that Act, if such person, in connection with a
mortgage or real estate transaction, has been convicted, within the last 10 years, of any one of the following:
(A) felony larceny, theft, fraud, or forgery, (B) money laundering or (C) tax evasion.

I/we certify under penalty of perjury that I/we have not been convicted within the last 10 years of any one
of the following in connection with a mortgage or real estate transaction:

(a) felony larceny, theft, fraud, or forgery,
(b) money laundering or
(c) tax evasion.

I/we understand that the servicer, the U.S. Department of the Treasury, or their agents may investigate the
accuracy of my statements by performing routine background checks, including automated searches of federal,
state and county databases, to confirm that I/we have not been convicted of such crimes. I/we also understand
that knowingly submitting false information may violate Federal law.

This Certificate is effective on the earlier of the date listed below or the date received by your servicer.

Borrower Signature Date
Co-Borrower Signature Date
Co-Borrower Signature Date
Co-Borrower Signature Date

8583C SSIP 04/21/11 Short Sale Information Packet Page 10 of 10
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HELP FOR AMERICA’S HOMEOWNERS. /...
MAKING HOME AFFORDABLE

Servicer: Borrower:

Address of Servicer: Co-Borrower:
Address of Borrower:

Loan #:
Servicer FAX: Borrower Phone:
Servicer Email: Borrower Email:

Date: / /

Request for Approval of Short Sale Pursuant to Agreement Dated (Date of SSA: i / )

This is a Request for Approval of the Short Sale Pursuant to Agreement Dated [Date of SSA] between the above
referenced Servicer (“Servicer”) and the borrower and co-borrower (“Borrower” or “you”). Under penalty of
perjury you certify that:

1) the sale of the property is an “arm’s length” transaction, between parties who are unrelated and unaffiliated
by family, marriage, or commercial enterprise;

2) there are no agreements or understandings between you and the Buyer that you will remain in the property
as a tenant or later obtain title or ownership of the property;

3) neither you nor the Buyer will receive any funds or commissions from the sale of the property; and

4) there are no agreements or offers relating to the sale or subsequent sale of the property that have not been
disclosed to the Servicer.

Please read and sign below.

Borrower Signature Date

Co-Borrower Signature Date
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- Program Terms And Conditions MAKING HOME AFFORDABLE

Terms of Sale [All blanks to be completed by Borrower]:

1. Contract Sales Price S | 6. Closing Date:
2. Less Total Allowable Closing Costs S | 7. Approved Buyer(s):
a.  Commissions S
h.  Settlement Escrow/Attorney Fees S
c.  Seller’s Title and Escrow Fees S | 8. Settlement Agent:
d. Subordinate Lien Payoff S
e. Transfer taxes/stamps/recording fees §
f. Real Property Taxes S 9. Settlement Agent’s Address:
g. Termite Inspection/Repair S
h.  Borrower Relocation Assistance S 3,000
i. Other (attach explanation) S
3. Net Proceeds to Servicer 5
4. Earnest Money Deposit S 10. Settlement Agent’s Office Phone:

11. Settlement Agent’s Office Fax:

W

5. Down Payment

As required by the Short Sale Agreement, copies of the following documents are attached:

0 Sales contract and all addenda
O Buyer's documentation of funds or Buyer’s pre-approval or commitment letter on letterhead from lender

The Borrower represents that the information provided in this Request is true and accurate and authorizes the
Servicer to disclose to the U.S. Department of the Treasury or other government agency, Fannie Mae and/or Freddie Mac any
information provided in connection with the Making Home Affordable program.

Borrower Signature Date Co- Borrower Signature Date

Printed Name Printed Name

If you would like to speak with a counselor about this program, call the Homeowners HOPE™ Hotline 1-888-995-
HOPE (4673). The Homeowner's HOPE™ Hotline offers free HUD-certified counseling services and is available 24/7
in English and Spanish. Other languages are available by appointment.

If you have questions, please contact us directly between the hours of [insert hours] at [insert toll free number.]

NOTICE TO BORROWER
Be advised that by signing this document you understand that any documents and information you submit to your servicer in connection with the
Making Home Affordable Program are under penalty of perjury. Any misstatement of material fact made in the completion of these documents
including but not limited to misstatement regarding your occupancy in your home, hardship circumstances, and/or income, expenses, or assets will
subject you to potential criminal investigation and prosecution for the following crimes: perjury, false statements, mail fraud, and wire fraud. The
information contained in these documents is subject to examination and verification. Any potential misrepresentation will be referred to the
appropriate law enforcement authority for investigation and prosecution. By signing this document you certify, represent and agree that:” Under
penalty of perjury, all documents and information | have provided to Lender in connection with the Making Home Affordable Program, including
the documents and information regarding my eligibility for the program, are true and correct.”
If you are aware of fraud, waste, abuse, mismanagement or misrepresentations affiliated with the Troubled Asset Relief Program, please contact
the SIGTARP Hotline by calling 1-877-51G-2008 (toll-free), 202-622-4559 (fax), or www.sigtarp.gov. Mail can be sent Hotline Office of the Special
Inspector General for Troubled Asset Relief Program, 1801 L St. NW, Washington, DC 20220.
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