
Dear Homeowner: Prior to taking your Short Sale listing, the following documents are needed for every Borrower that is on the loan(s).  
Please do not send over an incomplete package.  The following documents are needed:

□ Borrower’s Authorization
o Complete the enclosed form with all requested information and sign & date
o If any of your loans are with Countrywide or Bank of America, the additional Bank of America Authorization will need to be 

completed as well.

□ Mortgage Statements
o Provide the most recent mortgage statement for each bank (1st bank, 2nd bank, etc.)
o Please note that these must be actual statements, which include the loan account numbers, as well as original loan balance etc.

□ Hardship Letter
o A “Hardship Letter” is a brief letter written by you, the homeowner, that briefly describes the reason for your Short Sale situation
o Enclosed please find a sample letter - DO NOT just fill in the blanks on the form
o Please re-write or re-type your own hardship letter - must be signed/dated

□ Paycheck Stubs/Statements
o Must have the past 3 paycheck stubs/statements; these must be the most recent.
o If self-employed, a 6-month Profit & Loss Statement is needed

□ Tax Returns
o Copy of 2 most recent tax returns (not W-2s)
o Only need Form 1040 (2 pages, “the summary page of your taxes”)

□ Bank Statements
o Last 3 months bank statements
o Must include all pages of the bank statement
o Must have your personal information printed on it (name, address, etc.)

□ Financial Statement/Budget
o Complete the enclosed form and sign & date
o PLEASE NOTE: Most banks and bank employees will not read this document in detail, HOWEVER, in the rare occurrence that it 

does happen, the bank or bank employee is looking to see that your monthly obligations equal or exceed your monthly income.

□ Loan Modification Waiver
o Carefully read the enclosed form and sign & date

□ Seller Expectation Document
o Carefully read the enclosed form and sign & date

□ Tenant Authorization (if necessary)
o If the property is tenant occupied, both you and your tenant must complete this form.

□ No Information Waiver (if necessary)
o Please sign and date on the appropriate sections(s) of this form only if one or more of the following apply:

 You are not employed or cannot provide Pay Stubs
 You have not filed your taxes or cannot provide Tax Returns
 You do not have Bank Statements or cannot provide Bank Statements

□ Additional Lender Specific Forms
o Some lenders require specific forms.  If you have any of the lenders listed below, please complete the requested documents in 

the addendum.
 Bank of America/Countrywide – “Bank of America Authorization to Release Information”
 Wells Fargo/ASC – Listing Addendum & Contract Addendum
 Chase – “Chase Short Sale Full”

***Again, please make sure the information requested above is provided for each borrower who qualified for the original loan.
***Please send all information in one fax – do not send in multiple faxes and do not send incomplete packages

Thank you!

Keller Williams Realty
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Borrower’s Authorization Form
I hereby  authorize Keller Williams Realty  and its agents, specifically  Robert Wiley, Jeff Weir, Melissa Locklear, Michele Wilson, Holly 
Sparks, Glenda Shipe, Kristen Bodford and/or its assigns, to have full access to my loan account information.

This is for the purpose of verification of account or mortgage balances, negotiation based on offers received, including but not limited to 
the payoff and other information pertinent to the existing financing, or the loan in any  fashion. I authorize written or verbal contact with 
any  and all lenders or note holders on my  behalf, at all times,  for an indefinite time period. It is also understood that a photocopy  of this 
form will also serve as authorization.

     ______________        

Property Address:

             

Borrower Name      Co-Borrower Name

Borrower’s SSN:       Co-Borrower’s SSN:      

First Lenders Company Name:           Phone #      

Loan or Account Number for 1st Lender:           

Second Lenders Company Name:      _______   Phone #      

Loan or Account Number for 2nd Lender:           

Third Lenders Company Name:          Phone #  ____________ _______         __

Loan or Account Number for 3rd Lender:           

As the Seller of this home, I hereby  declare that this authorization form is valid and active for the entire time I have my  home listed with 
Keller Williams Realty.   This authorization does not expire – even if my  lender(s) have some ‘guideline’ that says the authorization 
must be signed and dated within the last specific time period (for example the last 60 or 90 day  time period) – this  authorization renews 
automatically.

              
Borrower Signature   Date   Co-Borrower Signature   Date
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Sample	
  Only

To Whom It May Concern,

I have been unable to make payments on my home and I am now facing a severe 
hardship that may result in foreclosure.  My inability to keep up with my monthly 
payments is the result of 
              
             .

I am not in a position to continue making my mortgage payments.  This is not at all 
what I intended, but I have come to the conclusion that a short sale is my best and 
only option.  I’m sorry this has happened.  Thank you for your help and consideration 
in this matter.

Sincerely,
Signed and dated by ALL BORROWERS

How to Write a Hardship Letter

Please use the follow guide to help you in creating an accurate and well written Hardship Letter that can be used during the 
processing of your short sale. Below you will find both things to include in your letter and what things NOT to include in your 
letter.

What to include in your hardship letter.
 
Include job loss or decreases in month income.  Include health expenses or inability to work due to disability. 
Include information on any poor health conditions.  Recent bankruptcy filings or consideration of filing bankruptcy. 
Relocation requirements for employment.  Inability to gain acceptance to other loan modification programs. 
Depleted savings and additional funds. Increased debt and a rise in expenses.

What NOT to include in your hardship letter.

Increase in pay or promotion.  Additional bank accounts with an abundance of money in them. 
Simply not wanting to pay my mortgage out of choice.  Information regarding 401K, retirement, or investments. 
Home is no longer worth the amount I paid for it. 
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Loan Modification Waiver

I hereby acknowledge that I am not interested in any form of a loan modification on my home.  By agreeing to work with 
Keller Williams Realty, I state that I am 100% committed to selling my home through a Short Sale.  I understand that once I 
have hired Keller Williams Realty to complete my Short Sale, that it is not uncommon for my bank(s) to begin offering 

various loan modification plans as a strategy for my bank(s) to collect more money from me.

This form is an acknowledgement to Keller Williams Realty and my bank(s) that I have no interest in a loan 
modification.  I am only interested in selling my home via a Short Sale.

Borrower & Co Borrower Names: 
	
   	
   	
   	
   	
   	
   	
   	
   	
   	
   	
  

Property Address:  

             

            
Signature       Date

            
Signature       Date
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