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1. The listing agreement is signed.

2. The lender is notified by the Agent and given copies 
of the listing agreement and Authorization to 
Convey Information.

3. The property is marketed and the short sale is 
discussed with other Agents.

4. When an offer is received, it is presented to the 
lender(s), along with an estimated HUD.
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What should the HUD list under expenses?

The initial HUD should ask for everything in the 
purchase offer. Let the lender shoot down any terms 
it does not wish to agree to:

Buyer closing costs
Repair credits
Home warranty
Termite report
Natural hazard report
Transaction Coordinator
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What should the Agent check for in the Approval Letter?

The Agent should carefully read the approval letters) 
and determine what items the lender will pay for and 
what items it will not. 
Pay particularly close attention to the items the buyer is 
requesting the seller to pay for:

Buyer closing costs
Repair credits
Home warranty
Termite report
Natural hazard report
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What else should the Agent check for in the Approval 
Letter?

ALWAYS check for deficiency judgment language 
that protects the seller client. 
If it is not present, ask for it to be inserted. 
In some states, lenders ARE going after deficiency 
judgments.
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• What Should an Agent do if the Approval              
Letter does not match all the terms of the         
Purchase Offer?

You May:

• Ask the Seller if you may share the approval with 
the buyer.

• Send the buyer’s agent a copy of the approval.

• Ask them to review the terms of the approval.

• Accentuate the positive – “we got the price your 
client wanted.”
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• What can an Agent do to ensure there are               
no problems or complications before the close?

Communication Points:

• Keep the buyer’s agent informed every step of the 
way.

• The seller’s signature provides a valid contract 
“subject to” lender approval.

• The lender’s approval acts not as a counter offer, 
but as an addendum to the original contract, similar 
to the REO addendums.
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• After providing the buyer’s agent a copy of 
the approval letter, send them an addendum 
that states:

• Buyer and Seller agree to the terms of the   
lender approval letter.

• The terms of the lender approval letter shall 
supersede any terms of the purchase offer that 
conflict.
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1. Having an Experienced Short Sale Agent represent and            
market the property.

2. Having an Experienced Short Sale Agent negotiate with the       
Lenders and the Buyer’s Agent.

3. Having an Agent and Borrower that are aggressive with follow up and follow 
thru on the Lender’s requests for documentation, etc.

4. Ongoing communication between the Agent and Lender (not the 
homeowner and lender).

5. Ongoing communication between the Agent and the Buyer’s Agent and 
Buyer to keep them motivated and encouraged throughout the process.

6. The Seller should understand that even if they are not making the mortgage 
payments, they should make the property tax and HOA payments. Lenders 
typically will not pay for these items, and neither will a Buyer.
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7. If the Seller wishes to maximize their opportunities for a      
successful short sale, they should be prepared to include       
kitchen appliances and other permanent fixtures of the house.   

Owners who insist on taking these may well lose the buyer over the items. 
Many buyers are first time homebuyers and need a minimum 3.5% cash 
down payment plus closing costs to purchase the home. 
They do not have the funds to buy all new appliances, etc., once they        
move in.

8. The Seller should be prepared for a timely move-out if a buyer is obtained 
and the escrow proceeds. Any delays may cause additional penalties 
assessed by the lender.

9. The Seller should have a well-prepared and reviewed Financial Statement. 
The numbers must make sense.

10. The Seller should have a well-prepared and reviewed Hardship Letter. 
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