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SAMPLE COVER LETTER

(Lender)
(Attn: Loss Mitigation Dept.)
(Re: Seller Name)
(Account Number(s))
123 Main Street
Any City, CA 91111

Short Sale Cover Letter
RE: Property Address, City, ST ZIP

Please accept the following information along with the complete short sale package that follows.

This particular property has been on the market since XXXXX and despite all of the marketing that has
been done for the listing, this is the only o�er that we have received in XX months. We have had the
property listed on top real estate websites with a virtual tour and multiple photos. Please reference
the list of marketing that has been done for the property. We have gradually reduced the price over
the course of the listing to generate market interest and we are still actively showing the property.
The house is currently listed at XXXXXXXX and there have not been any showings since we made this
reduction on XX/XX/XX.

List of Advertising

Company Site
Your Listing Website
Realtor.com
Homes Magazine
Sign in Yard
Etc.

Description

This property was built in 1960 and has had little or no upgrading. The house also backs up to a
warehouse district which makes it less desirable for a lot of the buyers in a market where there are
many options. The property has been well cared for but is dated and needs signi�cant renovations to
meet with today's standards.

Visible Repairs Needed

Needs new carpet in bedrooms
Cracked tiles in living area and kitchen backsplash
Missing framework on laundry door frame
Missing laundry room doors
Over grown lawn and landscaping
Needs interior and exterior paint
Needs deep and thorough cleaning
Trash removal

Form Q, page 1 of 2



© Distressed Property Institute, LLC 2008. All rights reserved. Any duplication without express written consent is prohibited. All CDPE forms are

It is strongly recommended that agents investigate the speci�c items necessary to their situation and local and regional laws.
provided for informational purposes only. The Distressed Property Institute, LLC assumes no responsibility nor guarantees the accuracy of these forms.

SAMPLE COVER LETTER

There are currently 31 properties on the market in the XXXXXXX subdivision with list prices as low as
$144,900 for a 3/2. The last closed sale was on 10/31/2007 for a 4/2 home that sold for $205,000 and is
200 square feet larger than the subject. There is currently one property that is pending sale; it is also a
4/2 with a list price of $130,000. I have included this information in the CMA provided directly from
the MLS for your review.

Given the current market condition and the overall condition of the property, it is my opinion that it
would not be in the best interest of XXXXXXXXXX to proceed with a foreclosure on this property. I am
very familiar with the area in which this property is located and I am more than willing to provide any
additional information that you would need in order to decide to allow this short sale to go through.

I hope that with this additional information we can do what is in the best interest of all parties and
proceed to closing.

Thank you,

Your Name
Brokerage
Contact Information
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Here are the items needed in order to submit your package: 
 
All packages should be submitted to Kristin Sparks via email at  
Ksparks@watsontitle.net  or fax # 904-431-3221. 
 
Your username and password for Short Sale Commander will be provided via email at the 
time your file is uploaded. Please be reminded that all documents will be needed in order 
to submit the package to the lender. The process starts once we have ALL of your 
documents:  
 
 

• Title Request 
• Cover Letter 
• Estimate of Condition and Repairs (if needed) 
• Short Sale Submission Form (Homeowner and Realtor) 
• Borrowers Authorization.  If you have more then one loan please submit one for 

each lender. 
• Hardship Letter signed and dated  
• Financial Worksheet fully completed  
• Listing Agreement 
• Fully executed Contract with signatures from all parties 
• Hud (we provide) 
• Tax Returns, all pages and schedules - please make sure they are signed by the 

homeowner 
• Bank Statements - 2 full months - all pages. Bank name and homeowners name 

must be present on all pages 
• 2 Months pay stubs. If the homeowner does not have pay stubs please have them 

provide a signed and dated letter explaining that they do not have them. 
• CMA/COMPS 
• Mortgage Statements – if lender has transferred the loan please submit 

documentation 
• Buyers Pre-Qualification or Proof of Funds  
• 4506 T form  

 
BOA Equator requires buyers’ information as well.  Please see a copy of the Equator 
Checklist. All items must be submitted and completely filled out.  
BOA’s website is https://shortsale.bankofamerica.com/index.cfm and  
BOA’s number is 1-866-880-1232. 
 
BOA Equator will require seller to call in and obtain a login and password. They will need 
their account number and social security number.  Seller will then get a login and 
password. Listing agent will then need to go into Equator and set up their user name and 
password. All correspondence will need to be sent directly to us as we will not receive 
copies from Equator (this includes all emails, logins and passwords please). 
 
If the loan is a BOA file, please make sure to add listing agent to Authorization Form. 
 
All Short Sale documents are located at www.watsontitle.net for your convenience.  
 
If you should have any questions or concerns please contact me. 
Thank  you, 
Kristin Sparks 
Short Sale Managing Coordinator  
904-436-1454 
Ksparks@watsontitle.net (Best Contact)  



EQUATOR CHECKLIST 
MUST BE COMPLETED AND FILLED OUT 

 
Seller needs to call to initiate short sale (1-866-880-1232) and get the log in and password and then forward 
that information to Agent or processor. 
 
Agent needs to create an account on equator and forward short sale processor their log-in and 
password (www.Equator.com).  
 
We will need: 
Authorization – it must have agents name on it or it will be rejected. Please make sure to write your name on 
the authorization form before returned: 
 
HAFA- Has homeowner contacted Lender at the time of Equator initiation: 
YES__________________ NO________________ 
HAFA Is homeowner interested in the HAFA Program YES_________________NO______________ 
Sellers Username and Password: _______________________________________________________ 
How Many People live in Household:____________________________________________________ 
Agents Username and Password:_______________________________________________________ 
Buyers Full Name and Address: ________________________________________________________ 
Buyers Phone:_______________________________________________________________________ 
Buyers Date of Birth:__________________________________________________________________ 
First Five Digits of BUYERS social:______________________________________________________ 
Buyers Lender information name and contact: ____________________________________________ 
Buyers Lender email address:__________________________________________________________ 
Finance Rate:________________________________________________________________________ 
Type of Loan:________________________________________________________________________ 
Down Payment Amount:_______________________________________________________________ 
Earnest Money amount:_______________________________________________________________ 
Photo of the property:_________________________________________________________________ 
MLS Link:___________________________________________________________________________ 
Buyer pre-approval letter or proof of funds (must be on bank letter head signed and dated)!! 
 
What is the property’s Primary 
purpose?___________________________________________________________________________ 
___________________________________________________________________________________ 
 
Who Currently Occupies the property?__________________________________________________ 
When was the property last occupied by the homeowner?__________________________________ 
 
Once these tasks are completed and verified the file will be assigned to a negotiator. If they 
reject the short sale or counter it, it will be posted on Equator and you will be notified immediately 
via email from BOA. 
 
Please note that Equator will be sending emails directly to the agent. We will not be getting those 
emails unless they are forwarded to us by you. In order to complete any necessary task please 
forward all BOA emails directly to your Short Sale processor. 
 
If you should have any questions or concerns please contact us! 
Thank you, 
Kristin Sparks 
904-436-1454 
Ksparks@watsontitle.net (best method of contact) 
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