[bookmark: page1]C.M. O’NEAL & COMPANY, P.C.

9500 Arena Drive, Suite 320, Largo, Maryland 20774

Phone (301) 459-0400, Facsimile (301) 459-4510

shortsales@milestonetitlellc.com



Greetings! Thank you for trusting your real estate agent and C.M. O’Neal & Company with the short sale of your home. Included in this package are the items needed in support of your short sale. Please print this entire package, complete as instructed below, and either fax entire package to (301) 459-4510; mail package to 9500 Arena Drive, Suite 320, Largo, MD 20774 Attn: Short Sales; or scan and email package to ShortSales@MilestoneTitleLLC.com.

YOU MUST SUBMIT THE COMPLETE PACKAGE ASAP.




1. Short Sale Seller Checklist

Initial each section upon completion

2. Seller Questionnaire

Fill out the questionnaire in its entirety!

3. C.M. O’Neal & Company, PC Short Sale Engagement Letter & Addendum Fill in your name, address and property address. Sign and date.

4. Third Party Authorization

If you have more than one lender, print out additional copies. Complete the top portion and sign and date the bottom

5. Financial Information Worksheet

Complete this worksheet in its entirety!

6. Loan Modification Waiver Sign and date

7. Sample Hardship Letters

Two sample hardship letters are attached. Please prepare you own hardship letter based on your personal experience and hardship. Sign and date.

8. 4506-T

Complete Sections 1-4 and then sign and date the bottom.
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Please understand that we DO NOT submit short sale packages unless it is COMPLETE! With that said, Seller’s checklists and supporting documentation must be current and complete before a file is submitted to the lender.

	
	
	
	Short Sale Checklist

	SELLER/HOMEOWNER
	
	
	

	___
	Engagement Letter (sign and date)

	___
	Seller Questionnaire (sign)

	___
	Third Party Authorization (for each loan signed by each borrower)

	___
	Most recent mortgage statements from each lender/lienholder

	
	(All liens, 1st, 2nd, Home Equity Lines of Credit, etc.)

	___
	HOA or Condo Association Information

	
	(name, phone number, monthly/quarterly amount, delinquent amount

	___
	Information about any other liens on the home

	
	(Tax Liens, IRS liens, judgments, etc.)

	___
	Front Foot or Special Assessment Information

	
	(name of company, phone number, yearly amount)

	___
	Hardship letter

	
	(2 examples are included.  Please prepare your own, sign and date.)

	___
	Copies of foreclosure notification documents (if applicable)

	___
	Financial Worksheet (complete and sign)

	___
	Loan Modification Waiver (complete and sign)

	___
	Last two (2) bank statements



(continue to send bank statements EVERY MONTH until short sale approval)


Employment Information


___


Last two (2) years Tax Returns


___


Last two (2) years W2s


___


Last two (2) paystubs


(continue to send paystubs EVERY pay period until short sale approval)
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Contact Info:	Name: _______________________________  Cell Phone: _______________________

Office: _______________________________  Home: ___________________________

Email: __________________________________________________________________

1. Is your property already on the market?  Is it listed with an Agent?  ___Yes  ___No

____________________________________________________________________________________

2. When was the property purchased? _______________

3. Original Price? $________________

4. How much do you currently owe?  $______________________

5. Who is on the Deed? _______________________________________________________________

6. Who is on Mortgage?  ______________________________________________________________

7. What kind of mortgage do you have?  Conventional  /  VA  /  FHA  / Other and how many?

____________________________________________________________________________________

8. Who is the lender(s)?  1st ___________________________ 2nd ______________________________

3rd _________________________________

9. Are you living in the property? ___YES  ___NO  Is the property vacant?  ___YES  ___NO

10. Where do you currently live? ________________________________________________________

11. What is the condition of the property?  What repairs are needed? ____________________________

____________________________________________________________________________________

12. Is there a CONDO or HOA association fee? ___YES ___NO If yes, are you current on your payments? ___YES ___NO If no, how many months are you behind? ___________ Has a lien been filed? ___YES ___NO Management Co. Contact Info:

____________________________________________________________________________________

13. Do you pay a monthly, quarterly or yearly Front Foot, Utility or Special Assessment?  ___YES

___NO  Info: ________________________________________________________________________

14. Do you owe back taxes or are there any liens on your property?  ___YES  ___NO

____________________________________________________________________________________

15. Have you considered or are you considering bankruptcy?  ___YES  ___NO  Explain: ___________

____________________________________________________________________________________

16. Have you considered a Loan Modification?  ___YES  ___NO Explain: _______________________

____________________________________________________________________________________
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17. Are you current on all of your mortgage payments? ___YES ___NO Will you be able to remain current? ___YES ___NO ______________________________________________________________

18. What lender correspondences have you received?  _______________________________________

19. What caused you to miss or what will cause you to miss your mortgage payments?  Why do you

need to sell?  _________________________________________________________________________

____________________________________________________________________________________

20. What are your current payments including taxes and insurance?  $__________________

21. What is your household monthly income?  $____________________

22. What are your estimated monthly expenses not including your mortgage?  $_________________

23. Do you hold any kind of Security Clearance?  ___YES  ___NO

Any additional information the Attorney should know:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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	Re:
	C.M. O’NEAL & COMPANY, PC, SHORT SALE ENGAGEMENT LETTER

	Dear
	:



As required by Maryland Bar rules, this letter will serve as an engagement letter (“Agreement”) and, as such, describes the terms and conditions on which C.M. O’Neal & Company, PC (“CMO”) has agreed to provide certain legal services as counsel in connection with the “Short Sale” of your property located at: ___________________________________________ (the “Property”).

Specifically, this engagement contemplates legal representation involving the preparation and negotiation of the documents necessary to achieve the objective of a short sale of the above-referenced Property. The short sale process is complicated and unpredictable and we make no guarantees as to the outcome of the short sale negotiations. We will not be advising you on any other subject matters. We are not tax attorneys, divorce lawyers, bankruptcy lawyers or litigators.

We shall begin work and commence the attorney-client relationship immediately upon receipt of this Engagement Letter and Third Party Authorization. There are no upfront fees. A flat fee in the amount of Four Thousand Five Hundred U.S. Dollars ($4,500.00) will be included on the HUD-1 Settlement Statement at the closing of your home, to be paid out of the lenders proceeds. If the lender reduces our flat fee you will be responsible for paying the difference at closing. Since this is a flat fee arrangement, we will not keep detailed time sheets for your matter. Payment for services rendered and costs incurred shall be made payable to: C.M. O’Neal & Company, PC and the EIN for this payee is 74-3136430.

You further agree that failure to disclose facts material to our representation in a timely, accurate, and complete manner will authorize CMO to terminate the representation. You consent to allow this firm to share confidential information about you, your finances and your property with third parties, including, but not limited to, your lender(s), your Broker and the Settlement Agent.

In addition, either of us may terminate the engagement at any time for any reason by written notice, subject on our part to applicable rules of professional responsibility. In the event that we terminate the engagement, we will take such steps as are reasonably practicable to protect your interests in the above matter and, if you so request, we will suggest to you possible successor counsel and provide such successor counsel with whatever documents you have provided to us and will cooperate to facilitate such transition.
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Furthermore, you agree and understand that this Agreement is the complete and exclusive Agreement of the parties and that CMO has NOT made any specific representations regarding it or any attorney’s expertise or guarantees as to any result or outcome.

Unless previously terminated, CMO’s representation will terminate upon the settlement of your Property or denial of the short sale by your lender. Following such termination, any otherwise nonpublic information you have supplied to CMO that is retained by us will be kept confidential in

accordance with applicable rules of professional responsibility. If, upon such termination, you wish to have any documents delivered to you, please advise us at that time. Otherwise, all such documents will be transferred to the person responsible for administering our records retention program.

Please do not hesitate to discuss with me any questions that you may have concerning any of these arrangements. Again, we greatly appreciate the opportunity to work with you and will make every effort to assist you in achieving you objectives. If you agree with the foregoing, please execute and telefax an executed copy of the following to me at (301) 459-4510: Engagement Letter, Third Party

Authorization for each lender and attached Addendum.

Very truly yours,

C.M. O’Neal & Company, PC


By:  _________________________

Cerissa M. O’Neal
Its:	Managing Partner

AGREED TO AND ACCEPTED BY:



By:



_________________________



Date: ________________

Name:





By:





_________________________





Date: ________________


Name:



ac: Records Manager
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Short Sale Engagement Letter Addendum

As the owner and seller of the Property, you acknowledge and understand the following:

1. You will receive no proceeds from the sale of the Property unless you qualify for HAFA or another special short sale program through your lender.

2. You may be required by your lender to bring money to closing.

3. You may be required to bring money to closing to pay delinquent bills and/or liens on the property.

4. You will be required to bring a $300 Money Order to closing for the Water Escrow as your lender will not allow the water escrow to be held on the HUD-1 at closing.

5. You may be asked by your lender to sign an unsecured Promissory Note for a portion of the amount owed.

6. You may be issued a 1099C ‘Cancellation of Debt’ wherein you will be responsible to pay taxes on the forgiven debt as income.

7. You may owe a deficiency to your lender(s) at the conclusion of our negotiations. We will attempt to get the lender(s) to waive its/their rights to a deficiency in writing but we make no guarantees regarding the waiver or release of deficiencies. We agree to advise you of the lender’s final decision regarding any deficiency so that you can make an informed decision.

8. If this firm is unable to successfully negotiate a short sale approval with terms acceptable to you, the lender(s) may pursue all available remedies for enforcement of your debt including, but not limited to, foreclosure of the Property.

9. You agree to indemnify and hold harmless this firm and all of its owners, officers, managers and employees from any and all damages and liability resulting from the lender(s) enforcement of your debt obligation.

10. Furthermore, you agree to indemnify and hold harmless any individuals or firm assisting this Law Firm with the collection of documents, administration of files, management of accounts and relationships or negotiations with any and all parties necessary to property represent your interests within the scope of our representation of you. This indemnity and hold harmless includes, but is not limited to, any Settlement Agents and Real Estate Brokers, their owners, officers, managers and employees and covers all damages and liability resulting form the lender(s) enforcement of your debt obligations.

AGREED TO AND ACCEPTED BY:


By:	_________________________Date: ________________
Name:



By:	_________________________Date: ________________
Name:
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THIRD PARTY AUTHORIZATION

Name of Bank or Mortgage Company:	____________________________________________________

	Loan Number:
	____________________________________________________

	Phone Number:
	____________________________________________________

	Borrower Name
	____________________________________________________

	Borrower Social Security #:
	____________________________________________________

	Property Address:
	____________________________________________________

	
	



I, _____________________________, hereby authorize you to discuss and/or release any and all

information in connection the above referenced loan to Cerissa O’Neal, Debra Mayo, Angela Mueller, Courtney Ballard and Regina Northcross of C.M. O’Neal & Company and Milestone Title, and their assistants, or such persons as they may authorize. Please release all or any portions desired by them of the following:

1. Figures and information necessary to reinstate this loan, pay off this loan in full, including daily interest, any other fees incident to the preparation of the payoff statement, and any fax fees required to fax this statement to Milestone Title.

2. All information necessary to negotiate a short sale.

3. You are further authorized and directed to furnish oral and written reports to C.M. O’Neal & Company, as they request, for any of the foregoing matters.

I request that you cooperate with C.M. O’Neal & Company, providing them the opportunity to confer with you and by giving them your opinion with reference to any matter affecting my transaction which they may raise with you.

Following payment in full of the amount due on this loan, please forward to Milestone Title the Original Promissory Note, marked PAID IN FULL, and/or the Certificate of Satisfaction. Milestone Title will coordinate and be responsible for the recordation of these required release documents.

THIS AUTHORIZATION CANCELS ALL PRIOR AUTHORIZATIONS.


	___________________
	___________________________
	______________________

	Date:
	Borrower Signature
	Social Security Number

	__________________
	___________________________
	______________________
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	FINANCIAL INFORMATION WORKSHEET

	
	
	
	NET MONTHLY INCOME
	

	
	
	
	

	Employer Name
	___________________________________________________/$________

	Employer Name
	___________________________________________________/$________

	Rental Income
	___________________________________________________/$________



Unemployment Compensation $______________________ (Provide Documentation)

TOTAL: $________________



ASSETS



	Asset
	Value
	Amount Owed

	
	
	
	
	
	

	Primary Home
	$_______________
	$_______________

	Vacation Home
	$_______________
	$_______________

	Other Real Estate
	$_______________
	$_______________

	Vehicle(s)
	$_______________
	$_______________

	Recreational Vehicle
	$_______________
	$_______________

	Boat(s)
	$_______________
	$_______________

	Checking Account(s)
	$_______________
	$_______________

	Savings Account(s)
	$_______________
	$_______________

	Retirement/Pensions
	$_______________
	$_______________

	Life Insurance
	$_______________
	$_______________





TOTAL ASSETS:	$____________________________
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	MONTHLY EXPENSES
	

	Monthly Expense
	Total
	Monthly Payment

	Primary Home Loans
	$____________
	$______________

	Other Home Loans, Rents & Liens
	$____________
	$______________

	Automobile loans
	$____________
	$______________

	Automobile insurance
	$____________
	$______________

	Gasoline (auto)
	$____________
	$______________

	Child Care, Child Support, Alimony
	$____________
	$______________

	All credit card bills
	$____________
	$______________

	Electricity bills
	$____________
	$______________

	Gas bills
	$____________
	$______________

	Water/Sewage bills
	$____________
	$______________

	Home telephone bills
	$____________
	$______________

	Cell phone bills
	$____________
	$______________

	Cable bills
	$____________
	$______________

	Health insurance
	$____________
	$______________

	Life insurance
	$____________
	$______________

	Food Groceries
	$____________
	$______________

	Student loans
	$____________
	$______________

	Other loans
	$____________
	$______________

	Other bills
	$____________
	$______________




TOTAL MONTHLY EXPENSES:	$_______________






____________________________________ Signature Date






______________________________ Signature Date
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LOAN MODIFICATION WAIVER


I hereby declare that I do not want to pursue a loan modification; and that I want to pursue the short sale of my home. Based on my current situation, I have decided that a short sale is the best option for me at this time. I am not interested in a loan modification and am 100% committed to a short sale.

I understand that I have hired C.M. O’Neal & Company, PC to negotiate my short sale transaction.

If at any time I decide to pursue a loan modification, I will immediately notify C.M. O’Neal & Company in writing.






____________________________________






____________________________________


Borrower Signature


Date


Borrower Signature


Date
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SAMPLE HARDSHIP LETTER 1

[Your Name]
[Your Address]

RE:	Hardship Letter – Short Sale for [Property Address]

Loan Number:  [Your Loan Number]

To whom it may concern:

I am writing this letter to explain my unfortunate set of circumstances that have caused me to become delinquent on my mortgage. I have done everything in my power to make ends meet but unfortunately I have fallen short and would like you to consider working with me to sell my home in a short sale. My number one goal was to keep my home and pay what I owe, however, when I contacted Lender before and asked for a Loan Modification, I was denied. I am now working with a real estate agent and she says that she will be able to help me sell my home.

The main reason that caused me to become delinquent in my mortgage, is that my husband died on July 1, 2006 and I was left raising our two sons on my own. Soon after my husband died, my income not being nearly enough, I had fallen further and further behind. My husband was the primary financial provider. I have no savings and my husband did not have a life insurance policy. I got a part-time job to supplement my income, however, I was recently laid off. At this time I have exhausted all of my income and resources so I am turning to you for help.

I do not see my situation getting any better as I have been unable to find another job. I want to sell my home, avoid foreclosure and salvage my credit. I know that a foreclosure on my record will affect me for years to come. I would ask that you please assist me in avoiding this because I would like to purchase another home for my children as soon as I am financially in a position to do so.

I truly hope that you will consider working with me and I appreciate your help and understanding in this matter. If you have any questions or need additional information, please contact me or my agent.

Sincerely,


[Your Name]
[Date]
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SAMPLE HARDSHIP LETTER 2

[Your Name]

[Your Address]

RE:	Hardship Letter – Short Sale for [Property Address]
Loan Number:  [Your Loan Number]

To whom it may concern:

I purchased my home at ________________________ in ___________________.	At that time I was

employed by __________________ and business was very good.  My salary and the possibility of a

promotion and raise made me sure that I could easily support my mortgage. Unfortunately, a downturn in the market caused my company to reduce its workforce and I was laid off.

After searching for a comparable job, I finally got a temporary position as an office assistant as I continued seeking other work. I struggled for several months to make my mortgage payment, and was also hit with some medical payments that I did not expect (the COBRA payment was more than twice what I was paying when employed). I knew I would have to sell my home to protect my credit rating and possibly have enough case left over for moving expenses and some savings. I put my home up for sale by owner in ____________, but there were several problems that I did not have enough money to

fix, such as the repair to the washer hose, the HVAC – Heat System went out and the heat pump when out. Over the next three months I lowered the price three times but still had no takers. I am now working with a real estate agent and I believe she will be able to help me sell quickly.

I really love my house, but I know that I cannot afford it. I am a single parent, working as a temporary employee with few benefits and no savings. My financial situation cannot sustain a home mortgage of nearly $2200 per month. I want to sell the home, avoid foreclosure and salvage my credit. I know that a foreclosure on my record will affect me for years to come. I would ask that you please assist me in avoiding this.

Please accept this offer as payment in full. My attorney advised me to file bankruptcy, but I prefer to avoid further destruction of my credit. I just want to move on and start over.

I deeply appreciate your help and understanding in this matter. If you have any questions, or need anything further from me, please contact my agent or me personally.

Sincerely,




[Your Name]
[Date]
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