
Required Information to Process your Short Sale 
 

Included in the Short Sale Package: 

Client information sheet 

Explanation of Forms 

Third Party Authorization 

Foreclosure Disclaimer 

Hardship Letter Explaining the Reason for Default 

Financial Statement 

 

To be Provided by the Borrower: 

 Mortgage Statement 

 2 Years of Tax Returns AND I.R.S. Form 4506 T 

 2 Months of Current Bank Statements 

2 Months of Pay Stubs OR a 1 year Personal Financial Profit and Loss (if self employed) 

Lender Information to include (if not included on mortgage statement); Lender Name, Lender 
Phone Number, Loan Number 

 

To Be Provided by the Listing Agent: 

 Listing Agreement 

 Real Estate Purchase Contract 

 

 

 

 



Explanation of Items Required to Process Your Short Sale 
 

Included in the Short Sale Package:  

 Client Information Sheet – this form details all necessary and important information about you, 
the client / borrower.  This information is vital to identifying your account when speaking with 
your lender, and is necessary for processing your short sale.  

o Borrower Information: Name, SSN, DOB property address, mailing address, phone 
number, email address  

o Lender Information: Mortgagees, loan numbers, principal balance  
o Employment Information: indicates employment status and pay  

 Foreclosure Disclaimer - this form details to you, our client, the responsibilities of IRA REALTY in 
relation to the processing of your short sale.  It also releases all IRA Realty liability in the event 
your home does end up going to a foreclosure sale.  It is mandatory that you complete this form. 

 Third Party Authorization - this form is crucial in the short sale process. Without this form, our 
company and its employees are not able to speak to your lender and negotiate the short sale.  

 Hardship Letter Explaining the Reason for Default - this form is handwritten by you, the 
borrower and explains the reason for your hardship.  It should always be signed and dated.  

 Financial Statement - this form is an essential document in the short sale packet and will detail 
your income and expenses for the lender to review. It is important that this form presents a 
strong case for your actual hardship.  It will play a STRONG role in getting an approval on the 
short sale.  A negative debt to income ratio is actually a good thing in getting approved for a 
short sale. 

 

Additional items to be provided by borrower:  

 Recent Mortgage Statement 
 Tax Returns for Past 2 Years 
 Past 2 Months of Bank Statements  
 Past 2 Months of Pay Stubs 

 

 

  



 

  

Borrower Name: Co-Borrower Name:

Last 4 digits of SSN: Last 4 digits of SSN:

Date of Birth: Date of Birth:

Property Address:

City, State, Zip Code:

Mailing Address:

City, State, Zip Code:

Phone: Phone:

Fax: Fax: 

E-Mail: E-Mail:

Borrower 1 Borrower 2

Employer: Employer:

Business Phone: Business Phone:

Supervisor Name / Phone: Supervisor Name / Phone:

Monthly Salary: Monthly Salary:

Dates of Employment: Dates of Employment:

Company Name: Company Name:

Company Phone: Company Phone:

Loan Number: Loan Number:

Principle Balance: Principle Balance:

Date Originated: Date Originated:

Due Date: Due Date:

Verified With: Verified With:

Please list detailed information on any other liens may held against the property:

EMPLOYMENT INFORMATION (indicate if self employed)

FIRST MORTGAGE INFORMATION SECOND MORTGAGE INFORMATION

ANY OTHER LIENS?

Client Information Sheet



FORECLOSURE DISCLAIMER 

 

I understand IRA REALTY is a licensed real estate brokerage and not attorneys or certified public 
accountants.  IRA REALTY advises that I consult these professionals with any specific questions I may 
have relative to legal and tax issues. 

I understand that IRA Realty will make every attempt to successfully market my property in order to 
save it from foreclosure.  In the event of a short sale on my property, I understand that there is no 
guarantee that my lender will approve a payment for less than the full amount due on the loan.  

I understand that there may be tax ramifications associated with saving my property from foreclosure 
auction, including but not limited to, the issuance of an IRS tax form 1099-C for any short fall of the 
mortgage debt.  

I understand that every effort will be made by IRA Realty to obtain a full payoff/release of my loan, 
however I realize IRA REALTY cannot guarantee that my lender will accept these terms. 

I understand that I am unlikely to receive any cash compensation from this transaction.  

I further understand that the listing agent may become the listing agent for the beneficiary/investor or 
other new owner, if the property goes to foreclosure sale and is sold. 

 

 

 

 

  

Name      Date 

 

 

 

 

Name      Date 

 



Authorization Form 
 

I                                                                             (borrower), authorize my real estate agent Joseph H. Mills 
and Kari Holding (escrow officer), to discuss my request for a Short Sale Payoff with the Lender or 
Investor who is handling my loan. 

I authorize said parties to negotiate the terms of a Short Sale Payoff with my Lender and deliver 
documents to my Lender in regards to my request for a Short Sale Payoff. 

I will be fully responsible for reviewing the information sent to my lender and the terms of any short sale 
approval letters that may be received. 

 

 

 

 

Lender:      Loan Number: 

Lender:      Loan Number: 

Last 4 of SSN: 

 

Borrower’s Address:    Borrower’s Phone: 

 

Borrower’s Signature: 

Co-Borrower’s Signature: 
 

 

 

 

 

 



Guidelines for Hardship Letter 
 

Remember to state the following items in your HAND WRITTEN hardship letter:  

1. Hardships:   What are your hardships (current and past). For example – unemployed, business 
failure, car accident, medical problems (personal or family), etc. Go into a little detail about each 
hardship. The following are the most important messages to get across to the Lender:  

a) You do not have enough income to make these payments.  
b) You are leaving the property.  
c) You don’t anticipate being able to catch up on back payments 
d) If you are current on your payments it is important that the lender sees an eminent 

default taking place in the future based on your hardship. 
2. Your Assets:  The less assets you have the better.  
3. Signed Exemptions of Documents (if applicable):  If you do not have bank statements, pay stubs or 

tax returns, you will need to explain the reason why you cannot provide these documents (for 
Example, if you’ve been unemployed for 3 months you won’t have any pay stubs to provide).  

4. Bankruptcy:   Are you on the verge of bankruptcy? If so you may want to mention that you are 
working to avoid bankruptcy. 

5. Income Property:  If the subject property you are looking to short sale is a rental, mention if you are 
evicting tenants, have vacancies, unit was trashed by tenants, etc. 

 

Hardship Letter Example 

To Whom It May Concern:  

I have been unable to make payments on my house, and I am now facing foreclosure.  My inability to 
keep up with the monthly payments is the result of {list hardships} 

Over the next 6 months I don’t see my situation changing and I am not in a position to continue making 
my mortgage payments.  This was not at all what I intended but I have come to the conclusion that this 
is my only feasible option.  

Your consideration in this matter is sincerely appreciated.  

{Signature} 

 

{Printed Name}   {Date} 

 



Financial Hardship Letter 
 

I am having problems making my monthly payment because of financial difficulties created by: 

 

Military Service    Business Failure    Divorce/Separation 

Reduced Income   Incarceration    Death of Spouse 

Medical Bills    Too Much Debt    Disability 

Illness     Job Relocation    Unemployment 

Other (Please Specify) 

 

I believe that my situation is: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature    Date 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Property Address

Is your home listed for sale?  Y        N Agent Name Agent's Phone #:

Borrower Name: Social Security Number:

Mailing Address:

Total Number of People Living at this Address: Number of Dependents at this Address:

Home Phone Number: Work Phone Number:

Co-Borrower Name: Social Security Number:

Number of Cars Owned?

Monthly Income (Wages): $ per month Additional Income (not wages): $ per month

*Source of Additional Income

*Notice: Alimony, Child Support or Separate Maintenance Income Need Not Be Revealed if the Borrower or

Co-Borrower Does Not Choose to Have it Considered

Asset Type Liability Type Payment/Mo. Balance Due

Primary Residence Primary Home Mortgage

Other Real Estate Other Mortgages / Rent

Checking Accounts Auto Loan(s)

Savings / Money Market Auto Insurance Expense

IRA/Keogh Accounts Gas / Other Auto Expenses

401K/ESOP Accounts Education Expenses

Stocks, Bonds, CD's Credit Cards

Other Investment Accounts Personal Loans(s)

Other Assets: (list) Medical Ins/Expenses

Electricity 

Gas Utility Bill 

Water / Garbage

Cable TV / Phone

Other (HOA, Mgt Fees)

Total Asset Value Total Payments / Balance 

I (We) agree that the financial information provided is an accurate statement of my (our) financial status.

By: ___________________________________ Date: _________________________

Signature of Borrower

By: ___________________________________ Date: _________________________

Signature of Co-Borrower

Estimated Value

Have You Contacted Credit Counseling Services? Y/N

Borrower's Financial Statement



This form should only be signed if the items indicated are NOT available to 
provide to your lender 

 

Last 2 Pay Stubs 

(I am / We are) unemployed and have no recent Pay-Stubs to provide. 

 

Borrower 

 

Co-Borrower 

Last 2 Years’ Tax Returns 

(I / We) have not filed (my / our) taxes for the past 2 years, and (I / we) failed to file any 
extensions. 

 

Borrower 

 

Co-Borrower 

 

Last 2 Months’ Bank Statements 

(I  / We) no longer have a checking account, so (I am / we are) unable to provide any Bank 
Statements. 

 

Borrower 

 

Co-Borrower 

 






