Goodbye Letter - Sample

Date
Borrower Name
Borrower Address
City, State Zip
RE:
“Seller” Loan Number: 12345678
New Loan Number: 0022334455
Dear Valued Customer:

At “Seller” we are committed to providing premier customer service and strive to implement ways to improve service to customers.  We would like to thank you for your patronage and notify you that your loan servicing is being transferred.  Effective {next payment due date}, your mortgage servicing will be processed by Central Loan Administration & Reporting (Cenlar). To effectively make the transition, you will notice a few changes.     

The most notable changes are your new loan number and new mailing addresses.

Your new payment mailing address (for properties located in Arizona, California, Colorado, Hawaii, Idaho, Montana, Nebraska, New Mexico,  North Dakota, Oregon, South Dakota, Utah, Washington & Wyoming) is:

                                               Payment Processing Center
              
 P.O. Box 54040
                                  Los Angeles, CA 90054-0040
Your new payment mailing address (for all other states) is:


          Payment Processing Center
              
 P.O. Box 11733
                                  Newark, NJ 07101-4733
All other correspondence mailings:
Central Loan Administration & Reporting

            P.O. Box 77404
                                                               Ewing, NJ  08628
Billing and Payment Process 

A mortgage statement will be sent under a separate cover to assist you in making your mortgage payments.  Please review this statement for accuracy and any important messages it may contain.
Payment Options
On-line Payments: If you would like to make your monthly payment on-line, you will need to utilize Cenlar’s servicing web address: www.loanadministration.com. You will have access to this web site and your loan information 24 hours a day, 7 days a week.

Mortgage Pay-by-Phone: Cenlar also offers an alternative way to make your monthly payment called Mortgage Pay-by Phone.  Please contact Cenlar’s Customer Service Department at 1-800-223-6527 for more details.

Automatic Deduction: If you would like to begin using Cenlar’s automatic deduction service, please contact Cenlar’s Customer Service Department at 1-800-223-6527 for more details. When you select this option you have the added convenience of picking your payment date (any day between the 1st and the 10th of each month).
Overnight Payment Address:  If you would like to overnight your payment, send to:  Central Loan Administration & Reporting, 425 Phillips Blvd, Ewing, NJ 08618
Taxes and Insurance
Home Owners Insurance: Please contact your homeowners’ insurance company and ask that your “mortgagee clause” be updated to read: Central Loan Administration & Reporting,  ISAOA, ATIMA, Central Loan Administration & Reporting, P.O. Box 202028, Florence, SC 29502-2028 and have them reference the new loan number listed above.
Future Real Estate Tax Bills:  Please mail to: Central Loan Administration & Reporting, 6053 S. Fashion Square Drive, Suite 200, Murray, UT 84107.  Property insurance bills should be mailed to: Central Loan Administration & Reporting, P.O. Box 202028, Florence SC 29502-2028.  Please remember to include your new mortgage loan account number on all correspondence.
Customer Service Contact Information
If you have any questions about these changes please contact Cenlar’s Customer Service Representatives at:

· 1-800-223-6527 between 8:30 a.m. and 8:00 p.m. EST, Monday through Friday, or
· Email customerservice@loanadministration.com
Sincerely,

“Seller”

The transfer of the servicing of the mortgage loan does not affect any term or condition of the mortgage instruments, other than terms directly related to the servicing of your loan.

Except in limited circumstances, the law requires that your present servicer send you this notice at least 15 days before the effective date of transfer, or at closing. Your new servicer must also send you this notice no later than 15 days after this effective date or at closing. In this case, all necessary information is combined in this one notice.

You should also be aware of the following information, which is set out in more detail in Section 6 of the Real Estate Settlement Procedures Act (RESPA)  (12 U.S.C. 2605):

During the 60-day period following the effective date of the transfer of the loan servicing, a loan payment received by your old servicer before its due date may not be treated by the new loan servicer as late, and a late fee may not be imposed on you.

Section 6 of RESPA (12 U.S.C. 2605) gives you certain consumer rights.  If you send a “qualified written request” to your loan servicer concerning the servicing of your loan, your servicer must provide you with a written acknowledgment within 20 business days of receipt of your request.  A “qualified written request” is written correspondence other than notice on a coupon or other payment medium supplied by the servicer, which includes your name and account number, and your reason for the request. Please send to:

Central Loan Administration & Reporting

P.O. Box 77423

Ewing, NJ 08628


Not later than 60 business days after receiving your request, your loan servicer must make any appropriate corrections to your account, and must provide you with a written clarification regarding any dispute.  During the 60 business day period, your servicer may not provide information to a consumer reporting agency concerning any overdue payment related to such period or qualified written request.  However, this does not prevent the servicer from initiating foreclosure if proper grounds exist under the mortgage documents. 

A business day is any day on which the offices of the business entity are open to the public for carrying on substantially all of its business functions.  Section 6 of RESPA also provides for damages and costs for individuals or classes of individuals in circumstances where servicers are shown to have violated the requirements of that Section.  You should seek legal advice if you believe your rights have been violated.
