


 
 

utilize the insurance claims proceeds to pay off the mortgage.  This letter must be signed by all parties 
on the check.  Please be sure to provide your loan number on this letter as well. 

• If the insurance check is not sufficient to pay off the loan in full, you will be notified of the amount of the 
difference, which you will be responsible for paying if you select to pay off the loan. 

 

If your mortgage is current and your insurance check is $10,000 or less or under 10% of your current 
Unpaid Principal Balance, it may be possible for us to simply return the check to you with our endorsement. 
 

• Please send your insurance check to the return mailing address above and include your loan number 
on the check. 

• Our Property Claims Department will verify the status of the loan and return the check to you with our 
endorsement, if possible. 

 

If your mortgage is current and repairs have already been completed, we will endorse the draft as soon as 
our inspector verifies the repairs and we receive the required documentation. 
 
If your mortgage is current and your check is over $10,000 and exceeds 10% of your current Unpaid 
Principal Balance, please have the insurance draft(s) endorsed by all payees and forward to our office.  The 
check will be deposited and the repairs will be monitored by Bank of America, N.A.. 
 
To begin the property claims process and have your first disbursement issued, you must submit the 
documentation listed below.  To avoid delays, please submit this documentation as soon as possible.  The 
following documents are required from you: 
 

• The Estimate of Damage or Adjusters Report as written by your Insurance Company. 

• A signed Work Authorization and/or contract for the repairs from the contractor of your choice. 

• Contractor’s work/draw payment schedule, if available. 

• Contractor’s bid / invoices / detailed draw schedule (this documentation will be provided to you by your 
contractor). 

• Copies of City/County permits, if required. 
• Copies of paid receipts and descriptions of work for repairs already completed. 

 

Please be sure to include your loan number on all required documents. 
 
If your loan is delinquent or in bankruptcy:  After we receive all required documentation, we will issue your 
disbursements.  The check will be made out to you and your contractor. 
 
Please have the insurance draft(s) endorsed by all payees, and forward to our office with the above-noted 
required documents.  In addition, please also include the following: 
 

• A completed W-9 from your contractor. 
 

Please be sure to include your loan number on all required documents. 
 
If your loan is in foreclosure:  After all documentation is received, we will deposit your insurance check, and 
all disbursements will be sent to your contractor. 
 

• Please have the insurance draft(s) endorsed by all payees and forward to our office with all the above-
noted required documents. 

• A completed W-9 from a licensed contractor (A W9 form is attached, which your contractor can fill 

out.). 

• Copy of contractor’s license. 
 

Please be sure to include your loan number on all required documents. 
 
Please keep this information for your future reference. 
 
If you have questions or need more information, please call us at 1-
 



 
 
 

 
 
Mail Stop  (Enter Your MS # Here) 
PO Box 7953 
Van Nuys, California  91409-7953 

(Contractor Signs) 
 
 
 
Tracking No:        Date of Loss:  
 

 
Affidavit of Bills Paid and Release of Liens by Contractor 

Conditional upon Final Payment 
 
The undersigned (“Contractor”), having furnished materials and/or performed labor in connection with the 
construction (the “Project”) of certain improvements located at  
____________________________________________________ in ______________________ County, 
___________________ State(the “Property”), the Property being further described on Exhibit “A” attached 
hereto, for and in consideration of the payment to the Contractor of the sum hereinafter specified, does hereby 
acknowledge and release as follows: 
 

Upon receipt of the sum of ____________________________ Dollars ($____________ ), being full and 
final payment for all materials furnished and/or labor performed by Contractor for the Project (the “Work”); 
 

1. Contractor will waive and release any and all liens, rights and interests (whether choate or inchoate, and 
including, without limitation, all mechanics’ and materialmen’s liens under the Constitution and statutes of 
the “Property” state) which are or may be owed, claimed or held by Contractor in and to the Property and 
the improvements constructed thereon by reason of the Work or otherwise, and Contractor will thereby 
RELEASE AND FOREVER DISCHARGE any and all claims, debts, demands or causes of action that 
Contractor has or may have as a result of the same including, without limitation, any liens of Contractor for 
the Work now or hereafter filed for record in said County. 

 
2. Contractor represents, warrants and certifies that all bills owed by Contractor for materials furnished and 

labor performed in connection with the Work have been or will be fully paid and satisfied.  If for any reason 
a lien or liens are filed for materials or labor against the Property by virtue of Contractor’s participation in 
the Project by any person claiming by, through or under the Contractor, then Contractor will immediately 
obtain a settlement of such lien or liens and obtain and furnish to the owners of the Property a release 
thereof.  Contractor shall indemnify such owners and their respective heirs, successors and assigns from 
any such bill or liens and from all costs and expenses, including attorney’s fees, incurred in discharging 
any such bill or removing any such liens. 

 
 
__________________________________ _____________________________________________________ 

Date      Contractor Signature 
 
__________________________________ _____________________________________________________ 
Title      Contractor Name 
 

State _______                                County_____________________ 
 
Sworn to and Subscribed before me this _________ day of _______________________, 20____. 
 
                                                                                                          
Notary Signature  ____________________________________________ 
 
Notary Public in and for the State of   ____________________________                                          
 
My Commission Expires:  _____________________________________                                                                
 

 
 

 

NOTE - The original notarized document must be submitted. 
 



 
 

 
CERTIFICATION OF COMPLETION OF REPAIRS 

 
Total amount of claim: $  
 
I / We hereby certify that all necessary repairs in connection with damage sustained to property located at  

 resulting from (type of damage) , on (date 

of loss)  have been completed in a satisfactory manner and that no liens have been or 

will be filed against the property as a result of labor performed or material used. 

 
The above referenced property has now been restored to the condition existing prior to date of damage.  All 

contractors, subcontractors and suppliers who have provided labor or materials in connection with the repairs 

to the property have been paid in full or will be paid from the final disbursement of insurance proceeds from 

Bank of America, N.A.. 

 
Signed, 
 

 
                    (Mortgagor) 
 
 

 
                 (Co-Mortgagor) 

 
You are a valued customer here at Bank of America, N.A..  It is our continued goal to provide our customers 
with the highest level of customer satisfaction. 
 
If you need further assistance, please contact our Property Claims Department directly at 1-800-669-6076. 
 

WHAT YOU NEED TO DO 
 
In order for Bank of America, N.A. to process this request, we need the following additional documentation: 
 

1) a valid W-9 (form enclosed) completed and signed by your contractor 
2) a copy of your contractor’s estimate 

 
Please fax the information to the attention of our Property Claims Department at  
1-888- .  It is important that you write your loan number on all documents before forwarding them to 
us. 
 
You may also mail the information to: 

 

Bank of America, N.A. 

Attn: Property Claims Department 
 

 
Signature:  __________________________________________ Date:  ________________ 
 
Once we receive acceptable documentation per the request above, we will process your insurance claim and 
you will receive a payment within 7-10 business days. 
 

THANK YOU 
 
If you need further assistance, please call us at 1-800 , Monday-Friday 7a.m. - 7p.m. Local Time.  We 
appreciate the opportunity to serve your home loan needs. 
 
If you need additional information or assistance, you can contact us online any time.  Simply log on to your 
account at www.bankofamerica.com and Select Communications Center.  With your online account, you will 
also have access to many other convenient services, such as:  updating your account information, viewing 
current and historical monthly statements, and much more.  Or, if you prefer, you can call one of our Customer 
Service Representatives directly at (800) .   
 




