








Short Sale Closing Instructions
In addition to the instructions in the Wells Fargo Home Mortgage approval letter, the instructions in this 
document must be followed or the short sale will be subject to denial and the proceeds will be returned.  

Immediately notify Wells Fargo if any of the following 
occur: Closing information 

Contact information 
Name: ___

Phone: ___

Fax: ___

Email:

___

Hours: ___ 

 ___ 

Email document submissions 
ξ Pre-closing approval request: 

___

ξ Closing documents: 

___

Overnight mail submissions 
Wells Fargo Home Mortgage 

Attn: Liquidations 

X2302-44

One Home Campus 

Des Moines, IA 50328 

Wire instructions
Wells Fargo Bank, N.A.     

Beneficiary bank ABA: 121000248   

Beneficiary bank acct: 6581202097      

Special information for beneficiary:    

Loan number:  <Loan number>

Seller’s name:  <Seller’s name>

Sender’s name: <Sender’s name>

Phone number: <Phone number>

ξ Changes to the approved parties to the sale. Approvals are 
non-transferrable and changes require additional review and an  
updated approval to proceed with closing. 

ξ Changes to the approved terms and conditions. Changes to  
terms and conditions require a new review and an updated approval  
will be required before proceeding with closing.

ξ Bankruptcy filing by the current homeowner. 

Step 1 — Requirements for pre-closing approval  
Submit the following at least 48 hours* before the scheduled short  
sale closing: 

*If not received at least 48 hours before the scheduled closing, funds may be 
returned and/or closing may be delayed. 

Pre-closing HUD-1 
ξ Email the pre-closing HUD-1 to the “email document submission”  

address in the closing information box to the right. 

ξ Include all expected closing costs. 

ξ Any and all fees, including sales commission, listed on the HUD-1 
require approval by Wells Fargo, the investor, and/or the mortgage 
insurance company. Changes in fees from the amounts listed on the 
Wells Fargo Home Mortgage approval letter may delay closing. 

ξ No administrative or processing fees are allowed. 

Subordinate lien approval (if applicable) 
ξ The short sale cannot close without required short payoff demands 
from all subordinate liens. 

ξ The short sale approval letter issued by Wells Fargo is an approval 
only for the loan number referenced on the approval letter and is not 
an approval for any other mortgage liens (including any held by Wells 
Fargo).

ξ If the subordinate lien is unable to release their lien for equal to or less 
than the amount allocated on the Wells Fargo approval letter, 
additional review and updated approval will be required to proceed 
with short sale closing. 

C
S
33
71

Page1of2|FreddieMacVersion1.0
Wells Fargo Home Mortgage is a division of Wells Fargo Bank, N.A. ©2011 Wells Fargo Bank, N.A. All rights reserved. NMLSR ID 399801                 

  

<EnterName>

<EnterPhoneNumber>

<EnterFaxNumber>

<email@wellsfargo.com>

<0:00a.m.to0:00p.m.>

<TimeZone>

<emailaddresshere>

<emailaddresshere>



C
S
33
71

Page2of2|FreddieMacVersion1.0
Wells Fargo Home Mortgage is a division of Wells Fargo Bank, N.A. ©2011 Wells Fargo Bank, N.A. All rights reserved. NMLSR ID 399801                 

  

Power of Attorney (if applicable) 
ξ Any buyer or seller who will not be able to sign documents at closing must provide a completed Power of 

Attorney form. 

ξ Regardless of state law, the Power of Attorney form must be fully executed, notarized and witnessed. 

ξ The only party who can sign on behalf of the buyer/seller, is the Attorney-In-Fact authorized by the Power of 
Attorney.

Step 2 — Requirements for release of mortgage lien
All noted closing documents must be emailed and/or overnight mailed the day of the short sale closing: 

*If not received within 48 hours of the closing, funds may be returned and the closing may have to reoccur. 

Short sale funds 
ξ Proceeds must be equal to or greater than the amount listed on the Wells Fargo short sale approval letter. 

ξ Proceeds must be received in the form of either a wire or a cashier’s check: 

– Wired funds must be sent via the instructions in the closing information box on the previous page. 

– Overnight mail the cashier’s check to the address listed in the closing information box. 

ξ Attorney, title company, settlement agent or agency checks will not be accepted for short sale transactions. 

Notarized Copy of the Short Sale Affidavit 
ξ Must be signed and dated by all required parties before a notary. 

ξ To expedite the completion of the short sale, email a completed, notarized copy of the Short Sale Affidavit to 
the “email document submission” address in the closing information box to the right. 

ξ Send the original signed document by overnight mail to the address listed in the closing information box. 

ξ If the purchaser of the property is a Trust, the Trustee must sign the Short Sale Affidavit on behalf of the 
Trust and provide a copy of the Trust Agreement. 

ξ If the purchaser of the property is an LLC, the Manager or a Managing Member must sign on behalf of the 
LLC and provide a copy of the Operating Agreement. 

Promissory Note (if applicable) 
ξ Immediately following closing, overnight mail the original signed Promissory Note to the address listed in the 

closing information box on the previous page. 

ξ If the required original Promissory Note has been sent directly to the beneficiary of the note, email a copy to 
the “email document submission” address in the closing information box and include the tracking number 
and confirmation of the delivery to the beneficiary. 

Required closing documents (email or overnight mail the day of the short sale closing) 
ξ Certified copy of the signed and dated final HUD-1 statement, stamped certified and true 

ξ Copy of the wire confirmation or cashier’s check 

ξ Copy of the executed original lien release form 

ξ Original Short Sale Affidavit signed and dated by all required parties and notarized, if not previously
submitted 

ξ If applicable, original signed and dated Promissory Note 

ξ If applicable, a copy of the signed and dated, notarized and witnessed Power of Attorney 
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