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The Equator Short Sale Processing System

Ny
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The Equator Short Sale Processing System — Overview

The Equator system gives you:

The ability to initiate a short sale
early in the process, even before

there’s an offer on the property. . .EQ U/\TO R

24 /7 access to check file status. ©onz Eauater bLe

Two-way secure messaging with your short sale specialist
or your closing officer.

Communication Log of all messaging.
Document upload - upload PDF files and JPG images.
Ability to escalate issues to your short sale specialist’s manager.

Automated processing - Equator keeps you updated on tasks awaiting
completion, and the due date and status of all offers submitted.

FHA and VA files cannot be processed in Equator at this time. To initiate an FHA short sale, the homeowner must
work with their assigned customer relationship manager (CRM). If no CRM is assigned, they can initiate by calling
the Homeowner Help Line 1.800.669.6650. To initiate a VA short sale, contact Short Sale Customer/Agent Care
at 1.866.880.1232.
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Go to:

Understanding Equator Statuses

The statuses displayed in Equator provide an outline of the short sale’s progress.

Initiation Initiate all short sales at agent.equator.com. For short sales initiated without an offer, only the Bank of America Third-
Party Authorization Form is required at initiation.
Begin negotiating any second liens not serviced by Bank of America.
Borrower N/A In pre-offer programs only, customer is being Complete the Borrower Contact Information task.
Outreach reviewed to determine short sale program eligibility.
(pre-offer only)
Document N/A Bank of America reviews the homeowner for pre- Complete the Home Owner’s Document Collection and Financial
Collection/ offer program eligibility. Information tasks.
Valuations The short sale specialist tells the agent which Coordinate access to the property, if needed.
homeowner documents (if any) are required. Agent will be notified if the homeowner is eligible for HAFA program
An assessment of the property’s fair market value is | participation.
obtained.
Marketing * Market Property In pre-offer programs only, Bank of America Market the property for up to 120 days using the list price provided.

(pre-offer only)

provides a list price and monitors marketing
activity.

Complete the Listing Data task with the MLS information.
Complete the Marketing Description task every 21 days.

Offer
Submission
(pre-offer only)

In pre-offer programs only, agent submits offer
for review by Bank of America.

Complete the Submit Short Sale Offer task with the buyer’s highest
and best offer and provide the buyer’s name as they wish to hold title.

Complete the Signed Purchase Contract - with Bank of America
Buyer’'s Acknowledgement and Disclosure Form, Bank of America
Short Sale Purchase Contract Addendum & Real Estate Licensee
Certification, Estimated HUD-1 (prorated for 60 days), IRS Form
4506-T.

Offer Analysis

« Offer Review
* Counter Offer

Buyer and seller agree on a short sale offer price
that is likely to be approved by investor(s).

View the Offer Worksheet and complete Offer Needs Response under
Workflow in Equator. All counter offers expire in 3 days. Respond

« Approval before the offer expiration date or the short sale may be rejected. If the
Requested price is renegotiated, please remember to upload the price addendum.
Closing * Supply Final After all parties agree on sale terms and the Complete the Is Closing on Schedule?, Upload Preliminary Closing
Documents investor approves the offer, the closing officer HUD and Upload Final Certified Docs tasks.

* Review Prelim HUD
* Pending Funds

works with the agent to prepare the file for closing.

Once you have uploaded the final certified documents, your tasks are
complete.

Close of Escrow | N/A Funds from the sale are being processed. No agent action required.
SS Complete N/A Property has sold and all short sale tasks complete. | No agent action required.
s Document ) . : .
Initiation Borrower Outreach Marketing | Offer Submission Offer Analysis Closing SS Complete

Collection/Valuations


https://agent.equator.com/

Sroperties Place Qffer

1 Initiate
Short Sale

Initiate Short Sales on

ou may now intiate Short Sales directhy
intiation via thiz web portal. If the lizt doeg
Equator makes no determination regarding

Initiation

All short sale initiations will be
reviewed for Home Affordable
Foreclosure Alternatives (HAFA) eligibility.

Main Menu l

Bank of America %2> Home Loans



Initiation

Equator

" Status
Initiate

Short Sale % Overview | Workflow Properties  Messages

Initiation

{8 (28) Unread Messages = My Properties

1. Click on Properties tab, Ci
select Initiate Short Sale. @ Account Das

— Initiate Short Sale Document

2. Choose Bank of America ol Valutons

from the Select Lender
. . o ‘ozt Prope: _
or Servicer drop-down list. Certification: @ Hon{ Marketing

. Coverage: G 1 Zifaalginag i
3 . CI |Ck N eXt . © 2012 Equator, LLC Offer

Submission

1 Initiate
Short Sale

Offer Analysi
Initiate Short Sales on the Equator Workstation & AnElEE

You may Ports determine which Lenders and Servi

Short Sales directly from the Equator Ag in the drop-down menu b

call them directly to initiate the

rt Short Sale
e Short Sale -

rtal. If the list does not inclus lient
etermination regarding which prop

initiation via thi Short Sale. Do not contact Equater to initiate

Equator makes no d

Closing

Select Lender or Servicer

Lenders and Servicers
+ Bank of America SS Complete

e Bank of America hd

By continuing, you agree this Shart Sale submission is being done t the request of the Barrower and
that the Barrower has requested you be thelr representation in & possible Short Sal transaction

NOTE: By completing this submission process, you ars resuesting & Short Sale. Final determinstion of

whether the property In Guestion qualifies &s & Shart Sale (s &t the discretion of the Lender andior
Servicer e
Next

© 2012 Equator, LLC

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Offer Analysis Closing SS Complete

Marketing I Offer Submission



Initiation

Equator
Status

Enter Loan

Information

Initiation

Complete all fields to initiate 9 EnterLoan Borrower

5 Outreach
Information

° Loan Number Document
Collection/
+ Borrower's Valuations

. Enter Loan Information
First Name and Last Name

Enter the property’s loan number, Borrower's last name as it appears on the mertgage, and the Reason for Default below

« Valuation Contact * Loan tumber: [iz555572 Marketing
First Name and Last Name Borrower First tleme: [

+ Valuation Contact oo Lastame: st Submission
Telephone Number -

° Reason for Default * Vauston Conact Teephone: [oTEEEEEE Offer Analysis
(select from drop-down menu) * Reason for Detaut: [Trampogret ]
_ Unemployment * Do you have a signed purchase contract? [ig 7| Closing

* \VUhat is the property’s primary purpose? I Primary Residence vl
- Excessive Use Of Credlt * Who currently occupies the property? I_G.,,.nsroccup,sd -

- Curta”ment Of Income ?yccnct{pum;. you agree this Short Sale submission is being done at the request of the Borrower and that Borrower has requested you be their re;

- Payment Adjustment ~
© 2012 Equator, LLC

- Illness of Borrower

- Illness in Family

- Death in Family

- Marital Difficulties

— Loss of Renters/Tenants

SS Complete

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing I Offer Submission Offer Analysis Closing SS Complete



Initiation

Equator
Status
Enter Loan
Information
« Do you have a signed purchase - —— , . Borower
nitiate. e Upload Review and t
contract? From the drop-down 1 Siitsa /= 3 Stciens 4% uireae
menu, select Yes. S
Collec?ion/
° What is the property's Enter Loan Information Valuations
primary purpose? The drop- Enter the property’s loan number, Borrower's last name as it appears on the mertgage, and the Reason for Default below
down menu ChOiceS are * Loan lumber: [17z:6278 Marketing
Primary Residence, Investment sorrower first lame: 7
Property or Second Home. * Borrower Last Name: esier orfer
* Valuation Contact First Name: I_inﬂ Submission
° WhO Currently OCCUpleS the *ValuationCDntactLastHame:lfﬁter )
property? The drop_down * Valuation ContﬁctTelapthe:I;c;_ggg_gggg offer AnaIyS|s
choices are Owner Occupied, * Reason for Detaut: [Trampogret ]
Tena nt OCCUplEd Or Vaca nt. * Do you have a signed purchasecontract?m Closing
- If Tenant Occupied or Vacant, e
another question will appear: o currently occupies the property? [uner Oezusea x] SS Complete
When WaS the property |aSt E_;’ncicanct{?cunujl;. you agree this Shert Sale submizsion iz being done at the request of the Borrewer and that Borrower has reguested you be their ref
occupied by the homeowner? -

© 2012 Equator, LLC

Provide the Month and Year in the drop-down boxes.

 Click Next.

Document
Collection/Valuations

Go to: Initiation Borrower Outreach Marketing | Offer Submission Offer Analysis Closing SS Complete




Initiation

Review and

Confirm

Review the accuracy of all information at the top section of the screen.

1. Ifit's not accurate, select
Cancel to return to the
previous step and
make corrections.

2. If it is accurate, enter the
letters and numbers that
appear on your screen.
Click Next.

3. A pop-up box will appear
asking you to: Confirm if
you would like to Initiate
a Short Sale? Select OK
to continue to the loan
summary page.

Go to: Initiation Borrower Outreach

Ente ) Upioa Review and
1 $ria e 2 DR 0 R 4Conﬁrm e Dl
Review & Confirm

Please review the information below before continuing.
Loan Number: 12345678

Borrower First Na [T er———— @ x|

Borrower Last Na

Valuation Last Na
oK Cancel
Primary Purpc

VolustionFiret da \?) Confirm if you would like to Initiate a Short Sale?
Valuation Contact Telephc
Signed Purchase Conti
Occupancy Status: Owner Occupied
Reason for Default: Unemployment

Please enter the text from the image in the box below to submit your Short Sale request.

* Enter Text in Image: [1seexonvaL

Collection/Valuations

Cancel |

]

© 2012 Equator, LLC

Document

| Marketing | Offer Submission Offer Analysis

Closing

(2]

Equator
Status

Borrower
Outreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis

Closing

SS Complete

™SS

SS Complete
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Initiation

Equator
Status

Initiation

Borrower

1. After you receive a message indicating the short sale request has been pononer

Go to:

submitted, click Next Step to proceed to the Property View.

My Properties Place Offer Initiate Short Sale || BPQ Board ” Post Property H Search Properties Docum_ent
Collection/
) _ Valuations
o1 7 [ ErErleE R /4 |EEETans 5 Next Steps
Short Sale Request Submitted Marketing
The following property was successfully initiasted in the Short Sale system and you wil be contacted soon.
New tasks have been assigned to you for this property and can be viewed in your Werkflow. Your Workflow iz always located in the top left of every screen and centains every task
assigned to you for all current preperties.
Address Line 1: Off_er,
Address Line 2: Submission
City: MILLER PLACE
State: Al
Postal Code: 11784
e Next Step Offer Analysis
© 2012 Equator, LLC Closmg
1. Click Assigned Tasks in the Workflow tab of the Equator dashboard once you have
completed the  =yrrra———————— o
Sh (0] rt Sa Ie 8 (1) Unread Wessage | | BB (1) Tesks | & (0) Offers ® Live Chat ONLINE (R
initiation steps. =]
e I&l] Excel Export  Showing 1to 1 of 1 entries show [50_ 7] entries
N\ & Status. 4 Role 5  Servicer g Opened gz Due/Completed
B o Eeisesiin - Cotecmnvatans | wmnzes
© 2012 Equator, LLC
Initiation Borrower Outreach Document | Marketing Offer Submission Offer Analysis Closing SS Complete
S - Collection/Valuations
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Initiation

5 Next Steps

Upload Third-Party Authorization Form

You will now be prompted to upload the Bank of America
Third-Party Authorization Form.
« The Bank of America Third-Party Authorization Form can be found in the short sale

section of the Agent Resource Center under the Short Sale Process tab at
bankofamerica.com/realestateagent.

« This is the only form we will accept.

« All individuals who need access to information on the property must be listed
on the form.

« The form must be signed by all parties.

1. Click Upload 3rd Party Authorization task.

Task Hame U Lender Open Date Due/Completed
Q Upload 3rd Party Authorization Agent BAC 05/02/2012 7:22 (2) [ osoemoizvz(<4) |
1 Borrower Contact Information (Agent} | Agent BAC 05022012 7:21 (2) [ osioemoizraicz) |

©2012 Equator, LLC

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing I Offer Submission Offer Analysis Closing

Equator
Status

Borrower
QOutreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis

Closing

SS Complete

SS Complete


https://realestateagent.bankofamerica.com/default.aspx?cm_mmc=cre-mortgage-_-vanity-_-mo01vn0024_realestateagent-_-100110

Initiation

Equator
Status

Borrower

Upload Third-Party Authorization Form oo
1. Select Browse to search your computer files to find the completed it
Collection/

form you want to upload. Collection/
2. Type in 3rd Party Authorization. o
Marketing

3. Click Upload.

Submission
Upload 3rd Party Authorization

Upload 3rd Party Authorization * Plzaze upload a minimum of 1 and ne more than a mﬂximuw@ '

0 0 files have been uploaded, 1 more required.

One upload at a time: File: |.:;-.,nccum5ms and Setting | Browse... |Descrimion: I_hird Party Authorization Upload Closing

Offer Analysis

For multiple documents try our Bulk File Uploader. (Requires Adobe Flash S or higher)
. ©2012 Equator, LLC SS Complete
Go to: Initiation Borrower Outreach Document Marketin Offer Submission Offer Analysis Closin SS Complete
Collection/Valuations Marketing apsls ~osing




Borrower Contact Information (Agent)

Task Details

Property Contact * (@

First Name: *

Middle Name: &

Last Name: * @

Primary Language:

Address Line 1: *

Address Line 2 (@

city: * @

state: * @

©2012 Equator, LLC

Borrower Outreach

Main Menu

—

Bank of America %2> Home Loans

13



Borrower Outreach

>I
/ Equator

Status
After uploading the Third-Party Authorization, you will also receive

the Borrower Contact Information (Agent) task.

Initiation

1. Complete this task Task Name
immediately to ensure the Unlead 3rd Party Authorizafion Agent a BAC o
homeowner’s program Options Borrower Contact Information (Agent} | Agent BAC \C/Z:Le;iocﬂ
can be determined and the 02012 Equator, LLC
process can move forward Borrower Contact Information (Agent) Marketing
qU|Ck|y Task Details .

Property Contact * @ [ada New Property Contact =l Submission

2. In this task, enter contact

i i First Hame: * @ I—
information for the | = \e o
homeowner, Middle Name: —

- not the real estate agent. || @ | Closing
Primary Language: lm
Address Line : * @ I— SS Complete

Only accurate and complete Address Line 2 @ ———
information should be entered. city:* @
: |—
state: * | select state =l
Zipcode: * [ ] l—
Contact Method(s): * @ [Frone =||Bestcontact ] |

©2012 Equator, LLC

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing I Offer Submission Offer Analysis Closing SS Complete



15

Borrower Outreach

HAFA Eligibility Review

After the Borrower Contact Information is provided, the homeowner
will be immediately screened to determine if they are eligible to be
reviewed for the Home Affordable Foreclosure Alternative (HAFA)
program. You will receive the HAFA alert shown below if the homeowner
is eligible for HAFA review.

Windows Internet Explorer )

' ACTION REQUIRED:; The homeowner is eligible for the Home Affordable Foreclosure Alternative (HAFA) program. Please have the homeowner call
. (866) 880-1232 as soon as possible to discuss participation in the program and avoid any delays to the transaction.

©2012 Equator, LLC

If You Receive the HAFA Alert

The homeowner must contact Short Sale Customer/Agent Care at 1.866.880.1232.

e The short sale process cannot move forward until this contact is made. Many of the initial steps require
homeowner contact to determine program eligibility.

« If your homeowner makes contact and is eligible for a HAFA review, your short sale specialist will contact
you to discuss the HAFA program, next steps and necessary documents. For a review to occur, the
homeowner must submit required documents within 10 business days.

Ix

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing | Offer Submission Offer Analysis Closing

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis

Closing

SS Complete

SS Complete



|E| Property Files

Upload Property File:

For multiple documents try

Ny

7

Document Collection/Valuations

Main Menu l

Bank of America %2> Home Loans

16



Document Collection/Valuations

>3
/ Equator

Status
Additional Pre-Offer Program Review
Initiation
If you do not receive the HAFA alert indicating your homeowner may be _—
eligible for a HAFA review, Bank of America will automatically review the Outreach
homeowner for additional pre-offer programs. The homeowner will be bocument
notified if they are approved or declined for these programs. Collection/
Marketing
If the Homeowner Does Not Qualify If the Homeowner Does Qualify for a
for a Pre-Offer Program Pre-Offer Program Offer
Submission
* The Equator record will be closed for » The homeowner will be contacted by the
this property. appropriate pre-offer vendor to discuss Offer Analysis
* The agent and the homeowner should :cjhe sclizcizd pregler ane ragulice
ocuments. _
market the property. Closing

* Throughout this process, the agent
should help the homeowner understand
program requirements and return the SS Complete
required documents.

* Initiate a new short sale in Equator when
an offer is made on the property.
— For steps in completing this process, see

Initiating a Short Sale After an Offer Is
Received.

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing | Offer Submission Offer Analysis Closing SS Complete

17


https://realestateagent.bankofamerica.com/content/documents/afteranofferisreceived.pdf
https://realestateagent.bankofamerica.com/content/documents/afteranofferisreceived.pdf

Document Collection/Valuations
>3

Equator

’ . . . . Stat
Home Owner’s Document Collection/Financial Information -

Initiation

Commonly Required Documents Crucial Deadline Borrower
QOutreach

Your short sale specialist will contact you to Complete these tasks —

discuss what hardship and financial docs will within 4 calendar days. Collection)
. . aluations

be required from the homeowner, if any. - If the tasks are not completed, the

If additional information is required, you will 2t el speeraliEs uill dess tie e Marketing

receive tw ks:
SESIE B0 15 Homeowners may complete these tasks

« Home Owner’s Document Collection on their own by calling Short Sale e
* Financial Information Customer/Agent Care at
1.866.880.1232 to be granted access Offer Analveis

You have four calendar days to complete to Equator and obtain login information. ’
these tasks. The most commonly required
documents include: If the homeowner completes these Closing
«  Two most recent months’ bank statements tasks on their own, they will be marked

for each borrower on the loan for all bank as complete in Equator and no further SS Complete

accounts. agent action will be required.

*  Two most recent paystubs
(or income/expense reports,
if self-employed) for each borrower.

* Signed hardship letter
(RFD Letter/reason for default).

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing | Offer Submission Offer Analysis Closing SS Complete

18



Document Collection/Valuations

"7

Home Valuation and Agreement

Go to:

19

Bank of America will determine the current market value using
investor guidelines and will work with you to set a list price.

The valuation will be requested while the homeowner is
providing required documentation.

If needed, the agent must help coordinate access to the property
for the valuation.

The homeowner will be sent an agreement that must be signed
and returned.

- This must be signhed by the agent and the homeowner.

- Upload a copy of the sighed agreement into the Equator Library
under Property Files.

- Mail the original sighed agreement according to the instructions
provided by your short sale specialist.

- Notify the short sale specialist once you have uploaded and mailed back
the original agreement.

Document

Initiation Borrower Outreach Collection/Valuations

Marketing | Offer Submission Offer Analysis

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/

Valuations

Marketing

Offer
Submission

Offer Analysis
Closing
SS Complete
Closing SS Complete



Document Collection/Valuations

>
Equator

Status
Uploading Requested Documents .
Your short sale specialist will inform you which documents are
required for your selected pre-offer program. These documents Sorower
should be uploaded to the Equator Library.
The Equator Library: Valuations

Stores all documents associated with a particular property.
« Documents can be uploaded and attached to tasks and messages.

Marketing

Offer
Submission

1. To access it, click the Library link from the Property View dashboard.

Offer Analysis

Status: Document Collection/Valuations
AAAAAAA Type: LENDER List Date: 04/20/12 BAC Specialist: | Inbox (4)! Closing
vvvvv Lender: BAC S8 Close Date: Listing Agent: |
Occupancy: OVWNER OCCUPED List Price: 78D
ﬁ Liorary SS Complete
( View Listing
ore I 0 @ B
©2012 Equator, LLC
Go to: Initiation Borrower Qutreach w ) Marketing Offer Submission Offer Analysis Closing SS Complete
e - Collection/Valuations

20



Document Collection/Valuations

>
Equator

Status

Uploading Requested Documents
Click the (+) icon beside Property Files. N
QOutreach

Click Browse... to locate the file.

Document

Enter the document name in Comments. Collection/
Valuations
Click Upload.

i A

Marketing

To see the attachment, click (+) Property. o
Expand the (+) Property section. Submission

A list of all attachments will appear.
Offer Analysis

‘ | Property Likrary -EB% Left Closing

c [=] Property Files la le la
SS Complete
| ?@ad |

W Upload Property File: I B‘; | Comments: I

For muttiple documents try cur Bulk File Uploader. (Requires Adobe Flazh 8 or higher)

Mo Property files found.

©2012 Equator, LLC

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing I Offer Submission Offer Analysis Closing SS Complete

21
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Marketing

Main Menu l

Bank of America %2> Home Loans
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Marketing

Equator
. L Status
Marketing Activities
Initiation
After the recommended list price is determined, you will market the
property for up to 120 calendar days. Sorower
e Post the property in your area’s Multiple Listing Service and complete the oument
Listing Data task in Equator. Colcton/
aluations
e Advertise the property and conduct open houses, as needed.
e Complete the Marketing Description task in Equator every 21 calendar days.
— Bank of America will review the marketing activities. Offer
- Submission

Offer Analysis

Closing
SS Complete
Go to: Initiation Borrower Outreach Document Marketing Offer Submission Offer Analysis Closing SS Complete
oto e - Collection/Valuations
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Marketing

Post the Listing Data

You will receive a task to post the property’s Listing Data.

1.

Click on the Listing Data task to complete the required fields. You have three

calendar days to complete this task.
Status: MARKETING

BAC Specialist: |-

Add Phote Type: LENDER List Date: 11/14/11
EE— Lender: BAC 55 Close Date: Listing Agent:
List Price: TED

T

Messages (1) ” Photes Il Library ” Edit I

Tasks (1) “ Offers (0 " Expenses

All Tasks
Show | S0 'lentr'igs

Due/Completed

Lender
0510412012 8:45 (0) L esoRon2es6y

Showing 1 to 1 of 1 entries
Listing Ba;_!l 0 Agent BAC 55

©2012 Equator, LLC

Go to:

B Document . . . .
Initiation Borrower Outreach Collec—tionNaIuations | Marketing I Offer Submission Offer Analysis Closing

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Offer
Submission

Offer Analysis
Closing

SS Complete

™S

SS Complete
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Marketing

Post the Listing Data

2.

Go to:

Upload the Listing
Agreement, the MLS
listing and a marketing
photo.

Type in the list price
and the list date.

Add any comments
as needed.

Click Save and
Submit Now.

Initiation Borrower Outreach

Collection/Valuations

Upload Listing Agreement = ﬂ

List Price * o

List Date * (@

Days to List Price Reductions

Upload MLS *

Upload Marketing Photo

Comments &

(4]

(1000 characters remaining)

Save and Submit Later | ‘ Sawve and Submit Now | e
N\

Document

Marketing | Offer Submission

©2012 Equator, LLC

Offer Analysis Closing

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Offer
Submission

Offer Analysis
Closing

SS Complete

™SS

SS Complete
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Marketing

Marketing Description

The Marketing Description task will trigger every 21 calendar days.

Task Name:

Marketing Description

Lender Cpen Date

05/04/2012 S:30 (0}

Due/Completed

1. Complete the required
fields and, if applicable,

indicate list price changes

in the Comments box.
2. If needed, also provide

any detailed notes in the

Comments box.

Bank of America will
review the marketing
activity once submitted.

Go to: Initiation Borrower Outreach

Collection/Valuations

©2012 Equator, LLC

Upload MLS * (&

I _G_ Browse... I

Marketing Description

Number of Showings * &

—

Is Borrower Cooperative witht
Marketing

IEEIEct COne VI

Lewvel of Interest from Buyer * ﬁ

ISsIsct One vl

Comments

{1000 characterg remaining

| Zave and Submit Later |

| Save and Submit Now |

Document

Marketing I Offer Submission | Offer Analysis

©2012 Equator, LLC

Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
Valuations

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete



Tazk Name

Submit Short Sale Offer

7

Offer Submission

Main Menu l

Bank of America %2> Home Loans
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Go to: Initiation Borrower Outreach

Offer Submission

Once You Receive an Offer

You can submit an offer anytime by clicking on the
Properties Tab, Place Offer.

Overview Workflow Properties Mez=ages My Account

(& (38) Unread Meszagez | | B T —

'@' ACCOUNT DAS 'b MESSAGES AND ANNOUNCEMENTS

Initiate Short Sale

BPO Board o you need to initiate a short sale?

u can now begin the =hort =ale for participating Lenders
Post Pro -
Certification: g Nun“'

Cow : 1 Zi Search Properties .
overage: @ 1 4R nitiate a Short Sale »

©2012 Equator, LLC

Document
Collection/Valuations

Marketing | Offer Submission Offer Analysis Closing

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete



Offer Submission

>I
Equator
Status
Initiation

Place a New Offer
1. Choose the property for which you will enter an offer.
o

2. Click icon under the Submit column.

Collection/

Welcome: Support Logout .
= Valuations

Overview Workfiow Properties Messages | My Account
® Live Chat ONLINE

o
o
& (38) Unread Messages

Marketing

B (16) Tasks & (1) Offers

My Properties || Place Offer || Intiate Shert Sale || BPO Board || Post Property " Search Properties ]
Search: Ii & Excel Export Showing 1 to 2 of 2 entries Showl?ﬂ entries off
Type o Address & Ciy & State 2 Lender 4 Role =& ListDate & List Price: & Status oS Offer « Submit 4 Submi:;ion
ORLANDO FL BAC S§ | Agent 111472011 MARKETING i
— R I\ Offer Analysis

fm ]
E A 0 DALy Cm Ca BAC S5 Agent 0172472012 5,000.00
it r New MNegotiating Rejected Held JEY===i)

Key: [@) Lender Ii' Agent 15 Submit Offe
Closing
©2012 Equator, LLC
SS Complete
Document . . . .
— Marketing Offer Submission Offer Analysis Closing SS Complete

Go to: Initiation Borrower Outreach Sl RN RG0S
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Offer Submission

Submit the Offer
You will be assigned two tasks you must complete to submit a new offer:
« Submit Short Sale Offer

« Upload Initiation Documents
1. Click the Submit Short Sale Offer link first to begin completing this task.

Status: OFFER SUBMISSION

L&d Inbox (8} !

BAC Specialist:

. ENDED ; L1112
Add Photo Type: LENDER List Date: 11/14/11
Lender: BAC S5 Close Date: Listing Agent: - gl Add Message
List Price: TED = Photos
ﬁ Library

| View Listing

om0 B8

Tasks (1) || Offers (0) || Expenses " Ifessages (2 |l Photos || Library || Edit |

All Tasks

Showing 1 to 1 of 1 entries Show | 50 vlentries

Open Date

Task Name
Submit Short Sale Offer Agent BAC S5 05/04/2012 9:53 (0) _
I Upload Initiation Documents - Offer 1 Agent BAC S5 05/03/2012 8:13 (1) | _ |

©2012 Equator, LLC

Offer Analysis

. e Document . .
Go to: Initiation Borrower Outreach Collection/Valuations | Marketing I Offer Submission

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Marketing
Submission
Offer Analysis

Closing

SS Complete

™S

Closing SS Complete



Offer Submission

"7

Equator

Status

Agent Information

1. When you click the Submit Short Sale Offer link in the All Tasks N

area, you will arrive at the New Offer page, where you will enter the Oz

offer details. This information should match the Estimated HUD-1 Document

(prorated for 60 days). If it does not match, the offer could be Valuaton
rejected when the short sales specialist reviews it.

Marketing

Submit Short Sale Offer

Open Date

05/04/2012 9:53 (0)

Due/Completed

2. Select the appropriate
option from the Agency
Confirmation drop-down
menu.

The example here shows the Listing
& Selling Agent Same option.

The fields auto-populate with
information that is on file. Continue
to the Buyer Information section.

Go to: Initiation Borrower Outreach

31

Document
Collection/Valuations

Offer
©2012 Equator, LLC Submission

Agent Information

) T Offer Analysis
Agency Confirmation: I_.?_ ng & Selling Agent Same ﬂ

selling Agent First Name: *

Selling Agent Last Name: *

Closing

Selling Agent Company: *

Selling Agent Address: *
Selling Agent City: *

Selling Agent State: *

h SS Complete

Selling Agent Zip: &

selling Agent Phone: *

Marketing I Offer Submission

©2012 Equator, LLC

Offer Analysis Closing SS Complete
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Go to: Initiation

Offer Submission

Buyer Information

1. From the Offer Type drop-down menu, select the appropriate buyer(s).
(Home Owner, Investor or Other. The example shows "Home Owner.”)

Fill out for each buyer.

2. From the Buyer Type drop-down
menu, select the appropriate buyer
type. (U.S. Citizen, Foreign National or
Business Entity). If the buyeris a
business entity you will be able to enter
the first and last name of the person
authorized to sign for the business.

3. Complete the buyer information fields:

— Buyer First Name
— Buyer Last Name
— Buyer Address

— Buyer City

— Buyer State

— Buyer ZIP

— Buyer First 5 Digits of Social

Security Number

— Buyer Date of Birth

— Buyer Phone

Buyer Information

Offer Type: *

Buyer Type: &

a Heme Qwner 'I
N

Buyer First Name: *

U.S. Citizen -
| EN(2)

Buyer Last Name: *

.
|

Buyer Address: *

Buyer City: & I
Buyer State: * I ,I
Buyer Zip: * I

; - ; - »
Buyer First & digits of Social Security Number: I - l— J—

Buyer Date of Birth: *

Buyer Phone: *

Buyer 2 First Hame:

Buyer 2 Last Name:

Buyer 2 Address:

Continue to the Who is the Buyer’s Attorney? section.

Borrower Outreach

Document

Collection/Valuations

Marketing I Offer Submission

© 2012 Equator, LLC

Offer Analysis

Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete



Offer Submission

"7

Attorney Information

1. If you are in a buyer/attorney state,
complete the Who is the Buyer’s Attorney? fields:

Attorney Name
Attorney Address
Attorney Phone
Attorney Email

0 If Buyer/Attorney State - Who |s The Buyer's Attorney?

Attorney Hame: I
Attorney Address: I
Attorney Phone: I Famx
Attorney Email: I

Continue to the Financing section.

Go to:

33

Initiation Borrower Outreach

Document

Marketing | Offer Submission

© 2012 Equator, LLC

Offer Analysis

Collection/Valuations

Closing

Equator
Status

Initiation

Borrower
Outreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete



Offer Submission

>
Equator

Status

1. Determine if there is a Financing Prequal; click Yes or No. N
If Yes, enter the prequal number in the Financing Prequal Number field. e
2. Select the Financing Type from the drop-down menu. ouresen
Collctons
3. If other than "Cash,” complete the remaining fields: Valuations
Marketing

Financing

— Financing Lender
Financing Prequal: G O e 0 Ho Offer
- FinanCing Contact N — Submission

Financing Prequal Number: I

. . * Offer Analysis
Financing Type: I vi
N

— Financing Phone
. . Financing Lender: * -
— Financing Rate \el Closing

Financing Contact: * I

— Financing Email

SS Complete

Financing Email: * I

Financing Phone:

; ; .
Financing Rate: v I

Continue to the Offer Information section.

’ |

© 2012 Equator, LLC

Document
Collection/Valuations

Go to: Initiation Borrower Outreach Marketing I Offer Submission | Offer Analysis Closing SS Complete
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Offer Submission

>
Equator

Status

Date:

1. Enter the offer details: _ e .
Identity: W nitiation

L P urchase Amount (Enter First): *
urchase Amount purcrase mount enierere* @ | (@) .
(Enter FlrSt) and Earnest Money Amount: * 0 - I— Outreach

EarneSt Money Amount Down Payment Percent: * @ I— Document

° DOWﬂ Payment Percent Down Payment Amount: * 0 I— \(;glllleact?oor?s/
*  Down Payment Amount Loan Amount: @ —

Marketing

* Loan Amount Closing Date: * @ =

° Closing Date Comments 1: @
Submission

* Pest/Termite Inspection
a nd Re pa ir 100 charsciers remainig) Offer Analysis
- Listing Date pestTermit napector: © .
+ Listing Amount restare et et @ —
Loty = [ = SS Complete
Listing Amount: * v I— |
Cash Contribution - 1st Lien: @ —
Cash Contribution - 2nd Lien: @ —

Closing

©2012 Equator, LLC

Click Save and Submit Now to submit the offer.

Document
Collection/Valuations

Go to: Initiation Borrower Outreach Marketing I Offer Submission Offer Analysis Closing SS Complete
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Offer Submission

Tips for Submitting an Offer

Go to:

Submit your highest and best short sale
offer the first time. This makes it more
likely that the investor will accept the offer.

*  Submit only a single offer, but (if possible) have
a backup offer in reserve from a different buyer
in case it's needed.

* Complete the Offer Information sections in their
entirety; don’t leave any section blank.

*  Failure to provide all closings costs/fees may
result in delays.

* Second liens
-  Fees for Bank of America second liens should be
put in the Second Lien field.

-  Fees for second liens that are not held by
Bank of America should be put in the Outside
Liens field.

*  Make sure the information matches the
latest HUD-1.

Do not enter zero for any field. It may cause
calculation errors at closing.

Initiation Borrower Outreach Document

Collection/Valuations

Documentation preparation
HOA fees (Non Super-Lien States)
Liens and judgments
Reconveyance fees
Recording fees

Repairs

Sub-escrow fees

Short payoff processing fees
Surveys

UPS/FedEx fees

Wire fees

Home warranty

Notary fees

Real estate administration fees

Marketing | Offer Submission Offer Analysis

Offer Information Sections Closing Fees Buyer/Seller Must Pay

Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete



Offer Submission

7
Equator

Status
Tips for Submitting an Offer
Include information about the buyer and the co-buyer:
e Name, date of birth (MM/DD/YYYY) and the first five digits of the
Social Security number. Collecion

Valuations

- This information is required for “arm’s-length” checks.
- Information is not sold or used for any other purposes.

e The buyers entered here are the buyers being submitted for short sale
review. If there is a change in buyer at any time in the process,

Marketing

contact your short sale specialist immediately. S
e If there are any inaccuracies between the buyer’s name and purchase Closing
contract, or fees and the HUD-1, your documents will be rejected and
must be re-submitted once corrected. SRl
Go to: Initiation Borrower Qutreach Colle(%\mnons Marketing | Offer Submission Offer Analysis Closing SS Complete
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Offer Submission

>

Equator
Status
Task Name Lender Open Date ~ Due/Completed -
Submit Short Sale O ffer Agent BAC 55 05/04/2012 9:53 (0) | wsmer012es3cz) | it
G Upload Initiation Documents - Ofer 1 ‘ Agent | BAC S5 05/03/2012 8:13 (1) [ esmseoizeazczy |
©2012 Equator, LLC Borrower
. ag = - o] h
1. After submitting the short sale offer, select the Upload Initiation e
Documents link. You will be prompted to upload the following Document
. ollection.
documents. These documents must be submitted for your short sale Valuations
to progress.
Marketing
e Signed Purchase Contract with Bank of America Buyer’s Acknowledgment and
Disclosure form*
. . Submission
e Bank of America Short Sale Purchase Contract Addendum & Real Estate Licensee
Ce I’tiﬁcation * Offer Analysis
e Estimated HUD-1 (prorated for 60 days)
L IRS Form 4506-T* Closing
- IRS Form 4506-T, Request for Tax Return, specifying a request for the past two years
for each borrower. Please match the form to the 1040 precisely. SS Complete
Go to irs.gov to download this form.
e Bank of America Third-Party Authorization Form™
- This is the only form we will accept. Form must be signed by all parties.
* The Buyer’s Acknowledgment and Disclosure, the Short Sale Purchase Contract Addendum, the 4506-T and the
Bank of America Third-Party Authorization Form are available on the Short Sale Agent Resource Center at
bankofamerica.com/shortsaleagent. Agents will be notified if their short sale requires an additional addendum.
Go to: Initiation Borrower Qutreach Collecgio&u—l\r?aelztations Marketing Offer Submission Offer Analysis Closing SS Complete

38
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Offer Submission

Equator
. Status
1. For each of the required forms, select Browse to search your

computer files to find the completed forms you want to upload. [
2. Type in the form name in the Description field. Borrover
3. Click Upload.

- Document
Collection/
Valuations

0 files have been uploaded, 1 more required.

One upload at a time: File:l Browse... |Description:| Upload

For multiple documents try our Bulk File Uploader. (Regquires Adobe Flash 8 or higher) Marketing

Upload Initiation Documents

Upload Purchase Contract * 0 Click the browse button to provide the requested file(s )

Upload Estimated HUD * 6 Click the browse button to provide the requested file(z).
0 files have been uploaded, 1 more required,

One upload at a time: File:l Erowse... |DESCFipﬁ0”:| Upload Submission

For multiple documents try our Bulk File Uploader. (Requires Adobe Flash § or higher)

Offer

Upload 4506T E 0 Click the browsze button to provide the requested file(z).
0 files have been uploaded, 1 more required. Offer Analysis

One upload at a time: Flle:l Erowse.. |Descr|pt|on:| Upload

For multiple documents try our Bulk File Uploader. (Requires Adobe Flash 8 or higher)

BAC §5 Addendum * 6 Click the browse button to provide the requested file(s). Closing
0 files have been uploaded, 1 more required.

One upload at a time: File:l Browse... |Dascriptior1:| Upload

For multiple documents try our Bulk File Uploader. (Requires Adobe Flash 8 or higher) SS Complete

Comments ()

(1000 characters remaining}

Save and Submit Later | | Save and Submit Mow

©2012 Equator, LLC

Document

Go to: Initiation Borrower Outreach Sl RN RG0S

Marketing I Offer Submission Offer Analysis Closing SS Complete

39



40

Offer Submission

Tips for Uploading Documents

Accuracy Is Key! Use the Proper Formats

Go to:

Make sure key information (buyer,
purchase price, etc.) matches across
documents and the information is
accurately entered into Equator.

- Example: The Estimated HUD-1 must
match the purchase contract and the
Offer Worksheet.

Do not upload blank, incomplete or
incorrect documents just to close out a
task.

- Example: The Bank of America Third-Party
Authorization Form must be signed by the
homeowner or it will be rejected.

Review documents and images for
accuracy and clarity before uploading.
- Acceptable documents are legible, 100%

complete and signed by all relevant parties.

Initiation Borrower Outreach Document

Collection/Valuations

* Upload documents in acceptable file
formats:
- Documents should be PDF

- You can download the software to create .pdf
files at adobe.com.

« Compress your files.
- There is a 75MB total limit for all uploaded
documents per property.

- Submitting docs in black and white will help
reduce your file size.

* File names must consist of letters and
numerals only, no spaces or symbols.

Marketing | Offer Submission Offer Analysis Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer Analysis
Closing

SS Complete

SS Complete


http://www.adobe.com/

Offer 1: HEGOTIATING

Buyer

Seller

Buyer

Seller

© 2011 Equator, LLC

Offer Analysis

Main Menu |

Bank of America %2> Home Loans
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Offer Analysis

>I
/ Equator
Status

Arriving at an Acceptable Price
The goal in Offer Analysis is for all parties to agree on a short Borower
sale offer price that is likely to be approved by the investor(s).
Document
- This may involve counter offers between you and the short sale Valiations
specialist before |
an acceptable price is determined. arkene
— If an offer is too low, it's more likely to be rejected by investors. Offer
Submission
— Note the expiration date on all counter offers is three calendar days. Expired
offers will go to a Reject status. Communicate with your short sale specialist to
nalysis

avoid any issues.
Closing

Be aware that the offer is not final until it is presented and approved

by the investor(s).

Once your negotiated offer is presented to investors, those investors may
respond with additional price adjustments or other stipulations.

°
SS Complete

42
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Equator
Status
Offer Messaging
When your short sale specialist sends you a counter offer, you will receive N
an email notice from Equator. Outreach
@ Overview Workflow Properties Messages My Account (E:)gl(l:sg;i:t/
B (39) Unread Messages B (16) Tasks | & (1) Offers Valuations
Tasks OHersG Marketing
] Excel Export Showing 110 1 of 1 entries Show |50 vlenrries
Offer
& State 2 Listng Agent 4  Seling Agent 2 Submission
Analysis
© 2012 Equator, LLC Closing
1. Log in to Equator and click Offers link under
Workflow in the upper left corner of the dashboard.( ™\ SS Complete
2. On the Offer Needs Response page, ™ Tip: Use the worksheet as a .
. . tool to communicate information
you have two options: about the negotiation of fees and
- View Worksheet: Displays the history of all offers purchase price to your buyers
and counter offers. and title escrow companies.
- Counter Offer: Review offer and make \_ )
counter offers.
Go to: Initiation Borrower Qutreach Collecg;)&u—l\r?aelztations Marketing I Offer Submission Offer Analysis Closing | SS Complete
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Offer Analysis

Important Dates

1. Always note the expiration date of the offer and respond accordingly.

Offer 1: NEGOTIATING

Selling Agent

Offer Expiration

0411212 Dansnz $593,000.00

Offer Amt

© 2012 Equator, LLC

* Agents must respond to offers within 3 calendar days.

+ Expired offers will go to a
Reject status. Communicate
with your short sale specialist
to avoid any issues.

2. Update the closing date
each time you submit a
counter offer.
« The short sale must close at least

five business days before the
foreclosure sale date.

Go to: Initiation Borrower Outreach Document

Krrack Offers by Color-Coded Status

° : Agent submitted a new offer
e Brown: short sale specialist countered offer
e Gray: Offer was rejected

° : Offer is pending review

Collection/Valuations

( Dark Green: Offer was approved by investorsj

~

Marketing I Offer Submission Offer Analysis

Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
Valuations

Marketing

Offer
Submission

Offer
Analysis

Closing

SS Complete

SS Complete



- Offer Analysis
>

Equator
Status
Counter Offer Worksheet
This is the top section of the Worksheet on the Counter Offer page. .
orrower
Outreach
Offer 1: NEGOTIATING
Selling Agent Offer Date Offer Expiration Offer Amt Document
Seter 0427112 0430112 $98,000.00 Collection/
Valuations
Date: | 5272 201: [o+ 12201 e
Marketing
Identity: l = I= = I:’ =) "e.—'
Purchase Amount (Enter First): * E—T | O O e S8000.00 Offer
D : - Submission
Earnest Money Amount: I pu— . | b 1000.00
Down Payment Percent: I I | =
Down Payment Amount: l I 17 | I—H--I—:
Closing
Loan Amount: l I y I
Closing Date: * | [7r—— [enezoiz | [Gezozorz vezoz0iz [ SS Complete
© 2012 Equator, LLC
\\;
1. To counter an amount, simply update that field and continue through ™
the worksheet making any requested changes.
2. If you agree on an amount, select OK next to each field.
Changes are subject to additional counter offers, which may add time to the process.
Go to: Initiation Borrower Outreach Collec?&u—l\ry;lztations Marketing | Offer Submission Offer Analysis Closing SS Complete
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>
Equator

Status
Counter Offer Worksheet: Agree or Send Offer
This is the bottom portion of the Counter Offer Worksheet. .
. QOutreach
You have two options:
Document
Collection/
1 . Ag ree: | | VglueactE:ns
You agree to a” terms (100 characters remaining) T
on the offer with no ’
Offer Net: I AT I
changes. Offer
Submission
- Your acceptance of the A A S
counter offer is an | TErt e | Offer
agreement between the P— Analysis
agent (and parties) and Bank of America to submit the offer to investors _
and/or MI for consideration. el
- Remember, investors still must agree to the offer terms for the short sale to proceed. SS Complete
2. Send Offer:
You are submitting new terms to the counter offer and requesting a review.
Go to: Initiation Borrower Qutreach Colleft;)&u—l\mtions Marketing I Offer Submission Offer Analysis Closing SS Complete
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Equator

Status

When Your Offer Is Submitted to the Investor(s)
« The offer will be responded to within 10 business days.* —
- Equator activity pauses while waiting for a decision by the investor(s). e
« The investor(s) may: Collcion
- Request a cash contribution or a promissory note.** B

- Choose to include deficiency.** Marketing
Status: OFFER ANALYSIS Subonf]fg;ion

Type: LENDER List Date: 07/08/11 BAC Specialist:

Lender: BAC 88 Close Date: Listing Agent: % Add Message
Occupancy: TENANT OCCUPED List Price: $108,800.00 & Photos Offer
(@ Licrary Analysis
- View Listing

T

Closing
Tasks (0 Offers (1) 1 Expenses ” Messages (2 ” Photos ][ Library I Edit
View All Offers on > Offer 1 SS Complete

IOﬁer 1: NEGOTIATING

© 2012 Equator, LLC

* HAFA only. For other pre-offer programs, the time may vary.

** Not applicable to HAFA: no deficiency, cash contribution or promissory note required, per program guidelines.

Document
Collection/Valuations

Go to: Initiation Borrower Outreach Marketing I Offer Submission Offer Analysis Closing SS Complete




Offer Analysis

When to Submit a Backup Offer

Unforeseen changes may occur during a short sale that would prompt you
to submit a backup offer to replace the original offer. This could occur if:
e The original buyer walked out during the process, but you have a backup offer
ready to submit from a different buyer.
e Thereis a change in the buyer’s name during the process.
e The original offer was declined as insufficient, and you have a backup offer that can be

submitted.
If a Backup Offer Is Necessary How To Submit a Backup Offer
* Contact your short sale specialist immediately. * The short sale can proceed without
» Let the specialist know if you have a backup offer to having to repeat the initiation steps.
submit. *  You will continue working with the same
+  Be aware that any backup offer - regardless of how short sale specialist.
similar it may be to the previous offer — will require *  The short sale status in Equator will
analysis and investor approval, which adds time to the change to Marketing.
short sale process. e You must then complete these tasks

within 5 calendar days:

If There Is No Backup Offer —  Submit Short Sale Offer
— Upload Initiation Documents

*  You should return to marketing the property and place
a new offer when you receive one.

Document
Collection/Valuations

Go to: Initiation Borrower Outreach

Marketing | Offer Submission Offer Analysis Closing
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a. Settlement Statement

B. Type of Loan

6. File:
1.[ |FHA 2| |FmHA 3. [ |Conv. Unins.

4. |VA 5| |Conw.lins.

C. Note: This form is furnished to give you a statement
“(p.o.c.)" were paid outside the closing; they af

D. Name & Address of Borrower: E:

Closing

Main Menu l

Bank of America %2> Home Loans

49



Closing

>I
Equator
Status

Getting to the Closing Table

Initiation

Once all parties agree on terms of the sale and the offer is approved by investor(s):

Borrower
1. Approval Letter 3. Equator Status outreach

Document

* The approval letter is issued. e The status of the short sale \C/Z"Iueacttifr?sl
- An email will tell you there’s an important update turns to Closing in Equator.
for you in Equator. You must log into Equator to .
view the approval letter. 4. Closing Date e
- The letter lists all approved buyers, the purchase _ Offer
price, fees and the closing date. e The closing must occur by the Submission

h in th . de af h closing date indicated on the
* Any changes in the transaction made after the approval letter.

approval letter has been issued require updated
PP 9 P - Extensions to the closing date

investor approvals, which may delay the process and
are not guaranteed. R 1215 HEGIVEEERe), (oS GIRS (U Closing
guaranteed.

) . - Foreclosure postponements
2. Closing Officer are at the investor’s $S Complete

discretion. Requests may be

Offer Analysis

* A closing officer is assigned. submitted, but a
. . . ) ostponement is not
¢ You should communicate with the closing officer guargnteed
from this point forward.
- To do this, choose Closing Officer from the
drop-down menu when creating a message in
Equator.
Go to: Initiation Borrower Outreach Colle(%tions Marketing | Offer Submission Offer Analysis Closing SS Complete
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>
Equator

Status
Closing Tasks
During the closing phase, you will receive three tasks: —
Outreach
1. Is Closing 2. Upload Preliminary 3. Upload Final Qomen
«  Five calendar days < Complete this task no  Complete this task on ke
before the closing date earlier than five the day it is assigned. oher
Iigted in _Equator, you calendar days before - The sooner you complete Submission
’\c/\gllcgeri‘fell(\a/featr:?se:asslge schedul_ed close. this task, the sooner you
plet - « Once this task has will move through the Offer Analysis
calendar days. Upload Final Certified ' Closing
« Once this task is Docs task will open. ° The short sale has not
complete, the Upload closed at this point in
Prellmlnary ClOSIng the prOCESS. SS Complete
HUD task will open.
Go to: Initiation Borrower Qutreach Collec?i%%l;\r/naelzgtions Marketing | Offer Submission Offer Analysis Closing SS Complete
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Closing

Is Closing on Schedule?

Five calendar days before closing, Equator will generate a task for you
that asks: Is Closing on Schedule

1. Click on Is Closing on Schedule to open the task.

/ lg Cloging an Schedule - Offer 1

Lender

Task Name

2. Select the appropriate answer
from the drop-down box:

Go to:

If YES:
- The closing will proceed toward
its approved closing date.
If NO:
- Enter a requested Revised Close Date.

- In the Comments box, thoroughly
explain the reason for changing
the closing date.

Document
Collection/Valuations

Initiation Borrower Outreach

COpen Date Due/Completed

© 2012 Equator, LLC

Iz Closing on Schedule

I Select One = I@

Is Closing on Schedule? * @

Revised Close Date () I— iz

Comments

(1000 characters remaining}

Save and Submit Later | | Save and Submit Now

© 2012 Equator, LLC

Marketing I Offer Submission | Offer Analysis

Closing

Equator
Status

Initiation

Borrower
QOutreach

Document
Collection/
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Marketing

Offer
Submission

Offer Analysis

SS Complete

| SS Complete



Closing

"7

Equator

Status

Upload Preliminary Closing HUD

The Upload Preliminary Closing HUD task will open once your offer is S

accepted. You should not complete this task more than five business ouneact

days before close of escrow. However, if you wish to close early, you Document

may complete the task and answer the necessary questions to allow Valiations
for early completion.

Marketing

e Net proceeds must be reflected on the HUD-1.

e Make sure the buyer’s name is the same on every document; -
mismatched names can cause delays or rejected documents.

Offer Analysis
. . Status: CLOSING
The file status will say a
Preliminary HUD.
1. Click on Upload Preliminary ” “ ” T e SS Complete
. Tasks (2) Offers (1 Expenses Messages (1 Photos Library Edit
Closing HUD to open the task. |
© 2012 Equator, LLC
Go to: Initiation Borrower Outreach | Collec?i%w\r;ljztations Marketing I Offer Submission Offer Analysis Closing SS Complete
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Go to:

Upload Preliminary Closing HUD

2.

Browse for Preliminary Closing
HUD, select the file, add a
Description and click Upload.

Compete the following:

* Dollar amount in the Offer Amount field.
* The Closing Costs field.
* The Commission Percentage field.

* The Net Proceeds - 1st Lien
and Net Proceeds - 2nd Lien fields.

* The Title Company Email field.
* Choose “Yes” or "No” for Completed

More Than 5 Days Prior to Close of Escrow.
* If you chose “Yes” above, also provide

a Reason for Early Task completion.

Upload Preliminary Closing HUD

Preliminary Closing HUD *

(2)

Click the browse butten to provide the requestsd file
0 files have been uploaded, 1 more required.

One upload at a time: File: I

For multiple documents try our Bulk File Uploader. |

oOffer Amount * @

Closing Costs * l—
Commission Percentage * 6 l—

lNet Proceeds - 1stLien * l—

lNet Proceeds - 2nd Lien * @ l—

Title Company Email * @ l—
Completed More Than & Days Priof

to Close Escrow (@ ISEIEd Onejv v

Reason for Early Task completion

(]

(1000 characters remaining}

| Save and Submit Later |

| Sawe and Submit Now Je
—
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Click Save and Submit Now. This initiates tasks for the closing offer.

The file status changes to Closing: Review Prelim HUD while the closing officer

reviews the HUD-1.

Document
Collection/Valuations

Initiation Borrower Outreach

Offer Analysis Closing
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\,Ulﬂoﬂd Final Certified Docs - Offer 1

Closing

Upload Final Certified Docs
Complete the Upload Final Certified Docs task on the day it is assigned.

A& Inbox (51}

List Date: 01/06/12 BAC Specialist: =

Add Phote Type: LENDER
Lender: EAC 55 Close Date: 0213812 Listing Agent: g Add Message
List Price: 3140,000.00 =| Photos
Wiew Listing
o HBE B

Tasks (1) || Offers (1) ” Expenses ]I Itessages (1 I[ Photos ” Library | Edit

All Tasks

Showing 1 to 1 of 1 entries Show | 50 vI entries

Due/Completed

Open Date

Task Name
05/02/2012 8:21 (3)

© 2012 Equator, LLC

The file status changes from Closing: Review Prelim HUD to
Closing: Supply Final Documents.

1. Click on the Upload Final Certified Docs link.

. P Document . e ) .
Go to: Initiation Borrower Outreach el EE s Marketing I Offer Submission Offer Analysis Closing
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Closing

>

Go to:
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Enter the Closing Date.
Browse to Upload Certified HUD-1.

Browse to Upload Executed Promissory Note
(if applicable).

Browse to Upload Executed Insurance Premium Letter
(if applicable).

Browse to Upload Executed Approval Letter.

Browse to Upload Executed Amended Approval Letter
(if necessary).

Add any Comments.

Browse to Upload Wire Confirmation
and Wire Confirmation Number.

Include a Prom Note Tracking Number (if required).

Supply Borrower Contact for 1099 Reporting Address,
City, State and ZIP.

Upload Executed ARASS
(Alternative Request for Approval of Short Sale)
Agreement.*

Supply Date ARASS Agreement Executed.*
Click on Save and Submit Now.

Document

Initiation Collection/Valuations

Borrower Outreach

Upload Final Certified Docs

Premium Letter

Closing Date * ({ )
Upload Certified HUD * l— B I
rowse.
Upload Executed Promissory Hote l—
o Browse. I
Upload Executed Insurance l—
Browse: I

Upload Executed Approval Letter 2

o Browse. I
Upload Executed Amended
Approval Letter () M
Comments
(1000 characters remaining)
Wire Confirmation Erowse I
Wire Confirmation Number o
Prom Note Tracking Number 0
Borrower Contact for 1099 l—
Reporting Address
Borrower Contact for 1089 l—
Reporting City
Borrower Contact for 1099 l—
Reporting State (&
Borrower Contact for 1089 l—
Reporting Zip )
Upload Executed ARASS Agreement
o Browse. I
Date ARASS Agreement Executed l— E

I Save and Submit Later | I Save and Submit Now |
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*Only for HAFA short sales with an offer.
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- Short Sale Complete

>I
/ Equator
Status

Final Closing Steps

Initiation

Closing

e When the Upload Final Certified Documents task is complete, e
the file status will change to Closing: Pending Funds. ooy

e After the funds are verified to match, the file status will change to -

Close of Escrow.

Offer
Submission

Post-Closing
Offer Analysis
Once you have uploaded the final certified documents, your tasks are
complete. But it may still take 1-2 business days for the Equator property Closing
status to change from Closing to SS Complete. -
SS Complete

e During this time, the closing officer will be reviewing the final certified
documents and performing other final tasks.

e You should remain available during this period to answer possible el |

questions until the file moves to SS Complete status.

Document
Collection/Valuations

Marketing | Offer Submission ‘ Offer Analysis Closing SS Complete

Go to: Initiation ‘ Borrower Outreach ‘
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Closing

>

Closing Tips

Communication Is Key! Changes That Can Cause Delay

Go to:
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Complete each task only as it is assigned to

you. Do not work ahead. For example, if
you upload the Preliminary Closing HUD

more than five calendar days before closing,

it will be rejected and you will be required
to resubmit it. This ensures we will receive
the most current information.

To avoid changes in the close-of-escrow

date after a HUD-1 is approved, you should:

- Confirm that the title has been pulled and is
clear.

- Confirm that the title company has received the
buyer’s loan documents before we approve the

HUD-1.

Check the system often for status updates
or to respond to inquiries.

- You will receive updates through Equator from
the closing officer.

Use Equator to send questions, status
updates or changes to the transaction.
- Your closing officer should respond to inquiries

sent through Equator within two calendar days.

Document

Initiation Borrower Outreach

Collection/Valuations

Notify your short sale specialist or closing
officer as soon as possible if:

‘ Marketing | Offer Submission

There is a change in buyer at any time
during the process.
- The short sale approval is buyer-specific. If

there is a change of buyer, notify your short
sale specialist to discuss your next steps.

The homeowner files bankruptcy.

- The bankruptcy judge must release the
property from bankruptcy so it can be short
sold.

- Depending on local jurisdiction, this may
cause long delays in the process.

There is a change in the closing date.

- Due to delays in the buyer’s loan closing,
extensions can be requested.

A transaction change after the approval
letter is issued.

- Any changes in the transaction after the
approval letter is issued may delay the
process, depending on the number of
additional re-approvals required.
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- Commitment to Continued Improvement

’7

Bank of America is committed to identifying new and different ways
to make the process transparent and efficient.

Improving the short sale process Where to locate additional information

* Ongoing collection of feedback on Short Sale Agent Resource Center
process, people and technology bankofamerica.com/shortsaleagent
e Dedicated team of short sale Dedicated Customer/Agent Care
professiona|s 1.866.880.1232
Monday - Friday 8 a.m. to 10 p.m.
* Enhanced our technology; Saturday 9 a.m. to 5:30 p.m. Eastern

Bank of America Home Loan Assistance

* Resources for short sale education bankofamerica.com/hometransition
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http://www.bankofamerica.com/shortsaleagent
http://www.bankofamerica.com/hometransition
http://www.homeloanhelp.bankofamerica.com/

Bank of America 22> Home Loans



