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A short sale is listed and advertised 
like any other property. Often times, it 
is promoted as a short sale in order 
to enhance its visibility.

Offers are sent directly to Community.
A dedicated Community SPOC will 
provide residential real estate agents 
fast answers and evaluations of offers.

Once you receive your closing documents,  
send them to your SPOC within two business 
days prior to your property’s closing date. 
Your SPOC will review your closing 
conditions, which require approval before 
moving forward. 

SHORT SALE OVERVIEW

WHO DO I CONTACT?

DOCUMENT RETURN INSTRUCTIONS

YOUR NEXT STEPS 

FREQUENTLY ASKED QUESTIONS

WHAT’S INCLUDED IN THIS GUIDE?

SHORT SALE OVERVIEW
WHAT IS A SHORT SALE?

Short sales (aka short-falls or pre-foreclosure sales) are intended to help 
homeowners sell their property in situations where the amount owed on the 
home may be more than its current value. With prior approval from 
Community Loan Servicing (“Community”), the property is listed for sale at 
an amount that  is less than the total owed. Once the property is sold, the 
homeowner is released from the mortgage obligation.

A short sale can be a solution to help you avoid foreclosure and may have  
a less negative impact on credit scores. It may also allow homeowners 
to be eligible sooner to buy a new home under Fannie Mae guidelines.

In some cases, you may be offered cash at closing (known as  
relocation assistance) to help you move to your next home. In order to 
learn the conditions for your specific situation or to address any  
questions or concerns, contact your Single Point of Contact (SPOC).

THE SHORT SALE PROCESS

WHO DO I CONTACT WITH 
QUESTIONS OR CONCERNS?

SINGLE POINT OF CONTACT (SPOC)– 
the Community Asset Manager for your loan has 
the knowledge, information, and responsibility 
to assist you. To get in touch with a Community 
Asset Manager, call 1-800-771-0299, Monday – 
Friday 9:00 am – 6:00 pm ET.

HOUSING COUNSELOR INFORMATION
If you would like counseling or assistance, for a 
list of homeownership counselors or counseling 
organizations in your area, you can contact the 
following: U.S. Department of Housing and 
Urban Development (HUD), go to 
www.hud.gov/offices/hsg/sfh/hcc/hcs.cfm or call 
1-800-569-4287.

LISTING PURCHASE
OFFERS 

CLOSING

DOCUMENT RETURN INSTRUCTIONS It’s easy to return documentation…choose the most 
convenient method for you.
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RETURN THE REQUIRED DOCUMENTATION PROMPTLY. Failure to quickly return requested documentation 
can significantly delay a short sale. Your SPOC will inform you about what documentation is required. Send your documents today:
By Mail – Mail to: Community Loan Servicing, LLC, Attn: Loss Mitigation Documents, 4425 Ponce de Leon Blvd., 5th Floor, 
Coral Gables, FL 33146
By E-mail – Attach your documents in pdf format and send via e-mail to LossMitDocs@communityoanservicing.com. 
IMPORTANT: Please include your account number in the subject line so we can promptly review your documents.
By Smartphone – Download the FREE “Cam Scanner” app to your phone from your favorite app store. Use the camera to take a 
picture of your documents and e-mail a pdf of your documents to LossMitDocs@communityloanservicing.com. IMPORTANT: Please 
include your account number in the subject line so we can promptly review your documents.
By FAX – Toll-Free to 1-855-330-8077.
By Upload – Log in to your account at www.communityloanservicing.com and use the “Upload Documents” feature. Be sure to 
include your loan number on all documents. Speak with your SPOC if you have questions. 



STEP 1: 
CONTACT COMMUNITY TODAY!
If you think a short sale might work for you, your first step is to 
contact Community today. Your expert Single Point of Contact 
(SPOC) can answer your questions and offer guidance to 
make the process go as smoothly as possible.

Call a Community SPOC at 1-800-771-0299.

STEP 2: 
RETURN ALL REQUESTED FINANCIAL INFORMATION. 
Your SPOC may request some financial information to confirm your 
eligibility for a short sale. Financial forms may include: 

STEP 3: 
ARRANGE FOR AN INTERIOR VALUATION.
Before we can consider any offers of a short sale, we must 
obtain an valuation of the interior of the property. 

Community will order the evaluation. We’ll work with you to 
schedule a time for our agent to visit the property to conduct 
the analysis. Helping us get this done right away will allow us to 
quickly and easily evaluate offers, saving you and your agent 
time.

STEP 4: 
LIST THE PROPERTY WITH AN AGENT.

If you do not have a real estate agent, 
Community can help you locate one in  
your neighborhood. 

If you have already signed a listing 
agreement, have your agent contact  
Community immediately. Be sure to provide  
your agent with your Community Account 
Number.

FREQUENTLY ASKED 
QUESTIONS

Yes, in some cases it is still possible to do a short 
sale. However, you should contact your Community 
SPOC for more information about your particular 
situation. 

I HAVE RECEIVED A FORECLOSURE 
NOTICE. CAN I STILL DO A  
SHORT SALE? 
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Your SPOC will work with you to ensure that a 
fair offer is accepted for the property. That price will 
depend on the current fair market value of the property.

Please contact your SPOC for conditions regarding 
relocation assistance for those who are able to complete
a short sale.

WHAT PRICE IS COMMUNITY 
WILLING  TO ACCEPT?
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A short sale can have a less negative impact on credit 
scores than foreclosure and may allow a homeowner to 
be eligible sooner to buy a new home under Fannie  Mae 
guidelines.

DOES A SHORT SALE AFFECT 
MY CREDIT?
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A short sale is not your only option. A modification is 
intended to help homeowners stay in their homes by  making 
mortgage payments more affordable. A deed-in-lieu of 
foreclosure, where a homeowner voluntarily transfers ownership 
of the property to Community, can also avoid a foreclosure. 
Call Community to learn more about your options.

With Community helping, the process should go 
quickly providing there are viable offers being made. 
Like all real estate sales, local market conditions will 
determine marketability. In many markets today, short sale 
properties attract special attention by serious, value-focused 
buyers.

HOW LONG DOES A SHORT 
1 SALE TAKE?

YOUR NEXT STEPS

� Hardship application
� 4506 T or 4506 T EZ
� Executed Purchase Contract

� Executed Listing Agreement
� HUD1 Settlement Statement
� Authorization letter for 3rd party, if any

Tips for real esTaTe 

professionals 

There are many things you can do  
to help minimize process time:

 � Help clients complete and return  
all documentation accurately and 
as soon as possible

� Make sure the purchase offer is  
a legitimate offer and fully executed

� Submit the best possible purchase  

offer at fair market value

Don’T Delay The process!

� Return financial documents 
as soon as possible

� Schedule an Interior Analysis  
to speed up the evaluation of offers

� Notify Communityof any changes  
in agent or buyer information 

Take advantage of direct access to our dedicated short sale team to get 

immediate attention and fast responses. We are committed to supporting 

your marketing efforts by quickly reviewing offers and giving serious 

consideration to realistic market conditions.

Community will work with you to review all title work to ensure all outstanding 
obligations and encumbrances pertaining to the property are revealed.  

This includes any property liens and late condo fees. Working to settle 

these issues ahead of time will allow the approval and general short sale 

process to be accomplished in a timely manner.

if you have an offer you would like to 
forward please contact the Community 
short sale Team today, and be prepared 
to supply the following documents:

 � A copy of the listing agreement

 � A copy of the purchase and sale contract

 � A copy of an estimated HUD-1  
Settlement Statement

 � Arms Length Transaction Document

Your call with a Community 
representative will also 
address the following issues:

� Commissions

� Costs and fees

� Pricing of the property

� Timeline for the short  
sale transaction

� Clear title on all properties

IT’S EASY TO WORK WITH COMMUNITY

For real estate proFessionals

short sale inFormation

You can also contact the Community Short Sale Team and send documents to 
ShortSaleTeam@CommunityLoanServicing.com.  If you attach documents, be certain to include the seller’s Community 
loan number in the e-mail.

This publication is intended to provide general information to the reader. This information is made available with the understanding that Community Loan Servicing, LLC, and its 
affiliates are not engaged in rendering accounting, legal or other professional services. The services of a competent professional in these matters should be sought. Community
Information is provided without any warranty, express or implied, and all such warranties are expressly disclaimed. Community assumes no liability for any loss, damage or expense 
from errors or omissions in the materials, whether arising in contract, tort or otherwise. The information contained herein is not an offer to make, sell or trade securities.

Copyright © 2020 Community Loan Servicing, LLC. All rights reserved.

Residential Short Sales: 877.587.4683 Commercial Short Sales: 877.587.8407 

an additional guide  
for your real esTaTe 
professional

call us today to set up the  
IntErIor EvaluatIon  

877.587.4683 

ARE THERE OTHER OPTIONS 
TO AVOID FORECLOSURE?2



We use reasonable care in providing information but cannot guarantee accuracy or completeness. Information is provided with no 
warranty, express or implied, and all such warranties are expressly disclaimed. We assume no liability for any loss, damage or expense 
from errors or omissions in these materials, whether arising in contract, tort or otherwise. This information is made available with the 
understanding that Community Loan Servicing, LLC, and its subsidiaries and affiliates are not engaged in rendering legal, accounting or 
other professional services. This document is not an offer to modify any loan. This program may be terminated at any time without notice 
and may not be available in all jurisdictions.

Community is a debt collector. This letter is an attempt to collect a debt. Any information obtained will be used for that purpose. To the 
extent that your obligation has been discharged or is subject to an automatic stay of bankruptcy, this notice is for information purposes 
only and does not constitute a demand of payment or any attempt to collect such obligation.

Copyright 2020 Community Loan Servicing, LLC. All rights reserved. No copyright is claimed on materials created by the US Government. 2011-02-CLS-0374-600-02




