Standard Conveyancer:  Step by Step


Using the Massachusetts Mortgage Payoff Documents 

Standard Conveyancer includes three REBA forms to help you work with the Massachusetts mortgage discharge law. Standard Conveyancer will automatically select these letters for printing for all Massachusetts payoffs. Be sure to review the statutory requirements as to how to use these documents and what you need to send with them. 

	Payoff Request Letter
	POReqMAB / POReqMAS (Borrower / Seller)

	Payoff Letter Combined with Notice of Intention to Record Affidavit of Discharge
	POLtrMAB / POLtrMAS (Borrower / Seller)

	Discharge of Mortgage by Attorney's Affidavit under M.G.L. c. 183, §55(g)(2)
	DchAfMAB / DchAfMAS (Borrower / Seller)


Click the Info menu, then Firm/1099 Info to enter your firm’s fax number if this has not yet been done. 
Enter the following data to print the Payoff Request Letter from the New File batch:

1.
The property address (including county), plus the borrower or seller name(s) and address. 

2.
On the Schedule Screen, the sender’s name and e-mail address (the “Paralegal” and “E-mail” fields).

3.
On the Payoff Screen, enter the following for each payoff you want to request: 

a.
The payoff type (First Mortgage, Equity Line, etc.). For payoff obligations secured by a mortgage,  the system will give you the new documents for Massachusetts.

b.
The creditor name(s) (use “Original” for the Mortgagee, and “Assignee” for a Note Holder). Next, click the "bullet" on the left for the name you want the letters addressed to.

c.
The creditor's address (click the "Details" box next to the creditor's name to enter the address). 

d.
The date that you want the balance “as of” or "good through" on the payoff statement. Make sure you use the “As of Date” field, not the “OK thru” field. 

Do not input a dollar amount for the payoff! If you do, the system will assume you already have a payoff statement and it will not give you a request letter for that payoff. 

Enter the following data to print the Payoff Letter and the Discharge Affidavit from the Closing Batch:

1. Review the data (above) entered for the Payoff Request Letter.

2. On the Attributes or Recording screen, make sure "Registered Land" is checked if applicable.

3. On the Payoff Screen, for each payoff, enter the following:

a. The account number of the debt being paid off. 

b. The payoff total (shows as the "Current Balance" at the top of the right side of the screen). 

c. For each mortgage, the "Date Recorded," the "Original Date," the "Recording Information" and (if applicable) the “Assignment Information” (use the format: "Book 123, Page 456").

d. Enter the mortgage Maturity Date (for the Discharge Affidavit) in "Additional Payoff Letter Text." 

4. After printing the Payoff Letter, you will need to mark it to indicate whether the payoff will be sent with the letter or wired. For non-mortgage payoffs, the program will print a simplified payoff letter.

5. After printing the Discharge Affidavit, you will need to fill in the date of the payoff statement. When preparing the Affidavit for recording, you will need to fill in other particulars covered in the Affidavit.
As always, call us at (781) 324-0550 if you have any questions!
