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Dear Homeowner, 
   
Thank you for contacting Community Action House.  We understand the concern you must feel regarding your mortgage, and 
look forward to helping you resolve your situation. 
  
In preparation for your appointment, please review and complete the enclosed documents.  (Please note that the 
Household Profile and Release Forms MUST be signed by all adults that are named on the deed and mortgage).  Please 
give careful attention to the monthly spending plan, and fill it out as completely as possible.  This information will be the key to 
resolving your delinquency.   
 
*Failure to provide all required documents prior to your first appointment may result in delays in assistance. 
  
Required Documents – You need to provide copies of the following documents for review PRIOR to your first appointment.   

 A hardship letter which is a statement in your own words regarding your situation (see attached suggestions). 

 Two months current bank statements, all pages.  

 Two months most recent pay stubs for all income earners in household. 

 Any and all proof of other household income, such as Social Security annual award letters, cash assistance/food 
assistance from the Department of Human Services (DHS), child support, alimony, unemployment (monetary 
determination), etc. 

 Most recent bills and statements for all expenses (utility bills, car payments, car insurance, credit cards, etc). 

 Homeowner’s Insurance declaration/policy page. 

 Property tax statements – proof of payment, payment history, or delinquency notice. 

 Proof of assets, such as 401(k)s, investments, CD’s, stocks, bonds, IRA’s, ESOP, etc. 

 Current month’s mortgage statement and any and all correspondence from the mortgage company or its 
attorney, even if it’s unopened, foreclosure sale notice, for any and all mortgages/liens on the property (if applicable). 

 Last 2 years tax returns (federal, state and all schedules, signed on page 2) and all attachments (W-2’s, 1099’s, etc).. 

 Bankruptcy documents (if filed in the last 5 years) - please bring in all related documentation, including discharge 
and schedules. 

 Divorce Decree or Separation Agreement – if mortgage is a joint account with ex-spouse/partner. 

 Mortgage documents signed at purchase or refinance closing of the home, including second liens (note, mortgage, 
truth in lending disclosure, settlement statement and the deed). 

  
Once you have completed the forms and gathered the required documents from the list above, please contact me to set up a 
time for you to drop off your completed packet.  Once you turn in the complete set of required documents, it will be reviewed by 
our counseling staff.  If the application and documentation are complete, we will contact you to set up your first appointment, 
which will last 90 minutes.  We are REQUIRED to collect all documentation prior to setting up a meeting with you.  We 
will discuss your situation and review the potential workout options that may be available to you.  We will likely call your lender 
together to verify your loan status and to "get the ball rolling" on a workout plan.  Due to the seriousness of the appointment, 
please do NOT bring children with you. 
  

Please arrive on time for your appointment.  Unfortunately, the demand for our service is high, and we often have a tight 
schedule.  If at all possible, anyone who is signed on the mortgage should be at the appointment.  If you have questions or 
concerns regarding this packet, or if you need to reschedule your appointment, please contact me at (616) 392-2368, or by 
email.  
  

You have taken the first step to resolving your situation.  We look forward to working with you. 
  
Sincerely, 
 
 
Foreclosure Intake Specialist 


