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Documents Required to Process Short Sale 
 

For us to successfully negotiate a discount of your mortgage the Bank 

requires the following documents from you, the seller:  
 

Tax Returns (Last 2 Years, First 3 Pages) 

W-2’s (Last 2 Years) 

Pay Stubs (2 Most Recent) 

Bank Statements (2 Most Recent Months) 

Lender Statement/Mortgage Statement 

Financial Statement (We will fill out together at our appointment) 

Authorization to Release Information (Included in this Packet) 

Hardship Letter (Be as detailed as possible, Follow Sample Letter) 

 

 

 

Upon obtaining all the necessary documents please contact us in order to 

expedite the process.  

 

 

 

 

Thank You, 

 

 

 

 

 

 

 

 



 

 

 

Documents Required to Process a Short Sale 
 

 Tax Returns (Last 2 Years, First 3 pages) 
  As you may know, every year before april 15

th
 your taxes need to be filed with the 

 IRS.  You are taxed by the IRS based on your income and  expenses every year.  Your 

 TAX RETURN is a summary of your taxes.  The first 3 pages of your taxes are your 

 tax returns. 
 

 W-2’s (Last 2 Years) 
  If you are an employee (earning a salary from someone), you must  receive a form 

 called a W-2 from your employer.  The W-2 shows the wages that were paid to you by 

 your employer and the taxes that were withheld from your checks. 

 

 Pay Stubs (2 Most Recent) 
  A Pay Stub is the receipt from your paycheck.  Whether you use a direct deposit 

 or you are given a check directly, your employer will also give you copy/receipt of the 

 payment that was given to you.  We will need this copy from your 2 most recent 

 paychecks.  Wether you are paid weekly, biweekly or monthly, we will still need your 2 

 most recent pay stubs. 
 

 Bank Statements (2 Most Recent Months) 
  A Bank Statement is a report of your monthly activity from a checking or savings 

 account.  This will show money you deposit into the account and money you withdraw.  

 Your Mortgage Company requires your 2 most recents months of bank statements. 

 

 Lender Statement/Mortgage Statement 
  This is the document that your Mortgage Company sends to you every month 

 stating how much you must pay this month on your mortgage.  This document also 

 contains your Loan number/Account number and Loan Balance.  The Mortgage Lender’s 

 contact information will also be on this document. 

 

 Financial Statement (Please fill out the Freddie Mac from Attached) 

  The Financial Statement is a summary of all income and expenses going into and 

 out of your house.  This will include your salary, how much you spend on food, gas, bills, 

 etc. The lender may want you to fill out their individual form later on as well.  

 

 Authorization to Release Information (Attached in this Packet) 
  This one page form will allow me to speak to your lender. This form simply 

 states that you are giving me authorization to speak with your lender. Without this form, 

 I am not able to speak on your behalf. Your signature and Social Security number are 

 required by every lender to allow this authorization. If you have multiple mortgages  

 please print 2 of these and fill out a separate one for each mortgage company.  

 

 Hardship Letter (Sample Letters are included in this packet) 

 

 

 

 

 

 

 

 



 

 

  You will need to write a Hardship Letter which is a letter written from you to the 

bank. This is your chance to explain your situation to the bank of how you came into your 

current situation.  I have included a sample Hardship Letter in this packet for you to use as a 

guide. Please read the attached letter before you write your letter as there are certain things you 

should mention that will make it much easier when I negotiate the short sale.  

 



 

 

 

 
 



 

 

 



 

 

 



 

 

 

Authorization to Release Information 

 

 

To Whom It May Concern: 

 

I/We hereby fully authorize you to release to G.C. Investments, Inc  

any and all information that they may require; including any discussion 

of my loan, loan balance(s), payoff(s), any credit transaction, 

reinstatement, loan transfer, or loan inquiry.  This document may be 

reproduced as required to acquire references from more than one source. 

Lender:   ______________________ 

Loan Number:  ______________________ 

Property Address: ______________________ 

    ______________________ 

Thank you, 

______________________  ________________  _______ 
Signature: (Print Name)_____________  Social Security Number   Date 

 

______________________  ________________  _______ 

Signature: (Print Name)_____________ Social Security Number   Date 

 
STATE OF  __________________ 

COUNTY OF ________________ 

 
 On the            day of                               , 2009 before me personally appeared                                               

____________________________________________________________ to me know to be the 

person(s) named herein and who executed the foregoing Release and who acknowledge to me that 

they have read the foregoing release and understands the contents thereof and that they voluntarily 

executed the same. 

 

My term expires __________________        _________________________________             

                                                                    Notary Public 
 

 

 



 

 

 

 

 

 

SAMPLE HARDSHIP LETTER 
 

John/Jane Homeowner 

Street Address 

City, State ZipCode 

1
st
 Loan  #XXXXXXX 

2
nd

 Loan #XXXXXXX 

 

Mortgage Company 

Street Address 

City, State ZipCode 

 

 

March 11, 2010 

 

 

To Whom it May Concern, 

 

 I am fully aware of the status of my loan with your company and I would like you to consider the 

only offer that I have received on my property located at Your Address, City, State.  I have been trying to 

sell my property for many months now and have not had any success.  I urge you to please accept the only 

offer that I have received on the property even though it is for less than what I owe. 

My hardship began when (Explain your hardship).  There are still many repairs that need to be 

made, however I do not have the money necessary to repair the property let alone make the mortgage 

payments.  I have been borrowing money from family and friends to try and keep up, however everything 

seems to be collapsing in on me.   

 I have been trying to sell this property and have found no one that is interested because I owe 

much more than the property is currently worth.  Likewise, I found out that I seriously overpaid for the 

property when I purchased the property and that is was over appraised.  Additionally, the buyers that have 

walked through have been turned off by the unruly tenants who are not paying rent and the repairs that 

need to be made on the property.   

 The offer is less than what I owe, but at this point I am desperate.  The buyer is the only person 

who has shown any interest in the property because he is an experienced landlord who can handle bad 

tenants so I urge you to accept his offer.  My attorney has informed me of the bankruptcy process and if 

you do not accept his offer and this may be my only option because I do not want a foreclosure on my 

record.  If you have any questions about the house please contact my realtor Mr. Realtor at 203.xxx.xxxx.  

Thank you for your time and consideration. 

 

 

 

Sincerely, 

 

 

 

      John/Jane Homeowner 



 

 

 

EXAMPLE: What to say if you are MISSING DOCUMENTS 

 

To Whom It May Concern:     

 

I am unable to provide any recent bank statements as I do not have any bank 

accounts.  Likewise, I have not filed my taxes in the past year and my only income 

is my social security check each month.  If I could make my mortgage payment I 

would, but I have no Income besides my social security. 

 

Thank you  

 

Seller’s Name 

123 Main St 

Town, State Zip Code 

203-555-5555  

 

 


