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How to Submit a Short Sale Backup Offer

The Equator Short Sale Processing System ïOverview 

Using feedback from homeowners and agents, 

we continue to refine and improve our short 

sale technology. The Equator system gives you:

ÅThe ability to initiate a short sale early in 

the process, even before thereôs an offer on 

the property.

Å24/7 access to check file status.

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

ÅCommunication Log of all messaging.

ÅDocument upload ïupload PDF files and JPG images.

ÅAbility to escalate issues to your short sale specialistôs manager.

ÅAutomated processing ïEquator 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. 

Call 1.866.880.1232 to initiate FHA and VA short sales. 
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How to Submit a Short Sale Backup Offer

When a Backup Offer May Be Needed

The short sale process can be lengthy and complex. Unforeseen changes 

may occur during this process that would prompt you to submit a backup 

offer to replace the original short sale offer on the property.

This could occur if:

ÅThe original buyer walked out during the process, but you have a backup 

offer ready to submit from a different buyer.

ÅThere is a change in the buyerôs name during the process.

ÅThe original offer was declined for being insufficient, and you have a 

backup offer that can be submitted.

This guide outline how to submit a backup offer under any of these 

circumstances.

NOTE: Only one offer at a time will be reviewed for approval. Do not submit 

multiple offers simultaneously.
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What Happens If You Need to Submit a Backup Offer?

If a backup offer is necessary at any point during the short sale process and you have one ready 

to be submitted, you donôt have to restart the short sale from the beginning.

To submit the backup offer, contact your short sale specialist immediately and they will trigger 

the appropriate task for you to submit the new offer.
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With 
Backup Offer

Without 
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ÅThe short sale will be declined 

and its record in Equator will be 

closed by your short sale 

specialist.

ÅThe status will change to 

Unavailable.

ÅYou should return to marketing 

the property.

ÅInitiate a new short sale in 

Equator when you receive a new 

offer on the property.

ÅThe short sale can proceed without 

having to repeat the initiation steps. 

ÅThe short sale status in Equator 

will change to Marketing.

ÅYou will continue working with the 

same short sale specialist.

ÅYou must then complete these 

tasks within 14 calendar days:

ïListing Data

ïSubmit Short Sale Offer

ïUpload Offer Documents

ïUpload Supporting Documents

ÅContact your short sale specialist 

immediately if your buyer walks, your 

buyerôs name changes or the original 

offer is declined for being insufficient.

ÅLet your short sale specialist know if 

you have a backup offer to submit.

ÅAny backup offer ïregardless of how 

similar it may be to the previous offer ï

will require analysis and investor 

approval, which will add time to the 

short sale process.

See the following pages for step-by-step instructions.
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How to Submit a Short Sale Backup Offer

Post the Listing Data

If you have a backup offer ready to submit, contact your 

short sale specialist, who will change the status to 

Marketing and trigger the appropriate task for you to 

submit the offer.

1. Once contact with your specialist has been made, you will receive a new 

Assigned Task in the Workflow section of the Equator dashboard.

2. Click on the Listing Data task thatôs been assigned to that property.
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How to Submit a Short Sale Backup Offer

Post the Listing Data (continued)

Complete the Listing Data

task by filling out the required 

fields:

ÅUpload the Listing 

Agreement, the MLS 

listing and a marketing 

photo.

ÅType in the list price and 

the list date.

ÅAdd any comments as 

needed.

ÅClick Save and Submit 

Now.

ÅYou can then submit the backup offer. 

(See next page.)
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How to Submit a Short Sale Backup Offer

Place a New Offer

1. Click on Place a New Offer in the Equator dashboard under My Properties & 

Offers.

2. Choose the property for which you will enter the backup offer. 

3. Click New Offer.

NOTE: Equator will not prompt you to submit the backup offer. You must launch this 

task on your own.
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Step 1

Click on the Submit Short Sale Offer task.

Step 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. 
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Step 3

ÅFrom the Offer Type 

drop-down menu, 

select the appropriate 

buyer(s). (The 

example shows 

"Home Owner.ò) Fill 

out for each buyer.

ÅFrom the Buyer Type 

drop-down menu, 

select the appropriate 

buyer type.

ÅComplete the buyer 

information fields 

shown here.

ÅContinue to the Who 

is the Buyerôs 

Attorney? section. 

How to Submit a Short Sale Backup Offer

9

©2011 Equator, LLC



Not intended nor authorized for consumer distribution.  Bank of America: Proprietary.  © 2011 Bank of America CorporationNot intended nor authorized for consumer distribution.  Bank of America: Proprietary.  © 2011 Bank of America Corporation

Screenshots are the exclusive property of Equator, LLC and used herein under limited license for Bank of America training purposes only.  

Any distribution, reproduction, derivative, description or account of the screenshots is expressly prohibited without the express written consent of Equator, LLC.  

©2011 Equator, LLC.  All rights reserved.

How to Submit a Short Sale Backup Offer

Step 4

ÅIf you are in a 

buyer/attorney 

state, complete the 

Who is the Buyerôs 

Attorney? fields: 

ï Attorney Name

ï Attorney Address

ï Attorney Phone 

ï Attorney Email 

ÅContinue to the Financing section. 
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Step 5

ÅDetermine if the buyer is prequalified for financing; click Yes or No. If Yes, enter 

the prequal number in the Financing Prequal Number field.

ÅSelect the Financing Type from the drop-down menu. 

ÅIf other than "Cash,ò complete the remaining fields: 

ï Financing Lender

ï Financing Contact

ï Financing Email

ï Financing Phone

ï Financing Rate

ÅContinue to the 

Offer Information 

section. 

How to Submit a Short Sale Backup Offer

11

©2011 Equator, LLC



Not intended nor authorized for consumer distribution.  Bank of America: Proprietary.  © 2011 Bank of America CorporationNot intended nor authorized for consumer distribution.  Bank of America: Proprietary.  © 2011 Bank of America Corporation

Screenshots are the exclusive property of Equator, LLC and used herein under limited license for Bank of America training purposes only.  

Any distribution, reproduction, derivative, description or account of the screenshots is expressly prohibited without the express written consent of Equator, LLC.  

©2011 Equator, LLC.  All rights reserved.

How to Submit a Short Sale Backup Offer

Step 6

ÅEnter the offer details: 

ï Purchase Amount 

(Enter First) and 

Earnest Money 

Amount

ïDown Payment 

Percent

ïDown Payment 

Amount

ï Loan Amount

ïClosing Date

ï Pest/Termite 

Inspection and 

Repair

ï Listing Date

ï Listing Amount

ÅClick Save and Submit Now to submit the backup offer. 
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