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UNDERSTANDING
THE PAYMENT
CHANGE REQUEST
FORM HOME
TRUST

Managing  a  mortgage
o r  l o a n  w i t h  a n y
financial  institution
requires  attention  to
deta i l  and  t ime ly
communication.  When
you  hold  a  mortgage
with Home Trust, there
may come a time when
your  financial
circumstances shift, or
you  simply  wish  to
adjust  your  payment

s c h e d u l e .  T h e
Payment  Change
Request Form Home
Trust  is  the  official
document  that  allows
borrowers  to  modify
t h e i r  p a y m e n t
arrangements  in  a
s t r u c t u r e d  a n d
approved  manner.
W h e t h e r  y o u  a r e
looking  to  increase
your payments to pay
off  your  mortgage
faster,  or  you  need
t e m p o r a r y  r e l i e f
t h r o u g h  r e d u c e d
payments,  this  form
serves as your primary
tool  for  making  those
changes official.
Understanding  how  to
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properly complete and
submit  this  form  can
save you time, prevent
processing delays, and
e n s u r e  t h a t  y o u r
payment  adjustments
are  applied  correctly.
This article provides a
c o m p r e h e n s i v e
w a l k t h r o u g h  o f
everything you need to
know about the Home
Trust payment change
reques t  p rocess ,
including  eligibility
requirements,  step-by-
step  instructions,  and
t i p s  f o r  a v o i d i n g
common  pitfal ls.

What is a
Payment
Change
Request?
A  payment  change
request  is  a  formal
application  submitted

to  your  lender  asking
for  an  alteration  to
your existing mortgage
payment  terms.  With
the Payment Change
Request Form Home
T r u s t ,  y o u  a r e
essentially  requesting
a modification to either
the  amount  you  pay
e a c h  m o n t h ,  t h e
frequency  of  your
payments,  or  both.
Home  Trust  offers
several  options  for
borrowers,  including
changes from monthly
to bi-weekly payments,
increases  in  payment
amounts, or decreases
under specific hardship
provisions.
It is important to note
that  not  all  requests
are  automat ica l ly
approved.  Home Trust
evaluates each request
based on your current
l o a n  a g r e e m e n t ,
payment  history,  and
the  specific  nature  of
the  change  you  are
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r e q u e s t i n g .
Understanding  the
criteria beforehand can
significantly  improve
your  chances  o f  a
smooth and successful
application.

WHEN WOULD YOU
NEED TO USE THE
PAYMENT CHANGE
REQUEST FORM
HOME TRUST?

There  are  numerous
scenar ios  where  a
borrower  might  need
t o  a d j u s t  t h e i r
mortgage  payments.
Some  o f  the  mos t
common  include:

Accelerating
mortgage
payoff: If you
have extra
income and want
to reduce your
amortization
period,
increasing your
payment amount
can save

thousands of
dollars in interest
over the life of
the loan.
Switching
payment
frequency:
Moving from
monthly to
accelerated bi-
weekly payments
can help you
make one extra
payment per
year,
significantly
reducing your
principal faster.
Financial
hardship: If you
experience a job
loss, medical
emergency, or
other financial
setback, you
may need to
request a
temporary
reduction in
payments.
Budget
realignment:
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Changes in your
overall financial
picture may
warrant adjusting
your mortgage
payment to
better align with
your current
budget.
Renewal
preparation:
Some borrowers
adjust payments
ahead of renewal
to demonstrate
consistent
payment
behaviour or to
ensure they
qualify for better
rates.

Whatever your reason,
the Payment Change
Request Form Home
Trust  is  the  correct
channel through which
to  communicate  your
i n ten t i ons  t o  the
lender. Submitting this
form ensures that your
request is documented,
r e v i e w e d ,  a n d

processed  within  the
lender’s  official
workflow.

KEY INFORMATION
YOU NEED BEFORE
FILLING OUT THE
FORM

Be fo re  you  beg in
c o m p l e t i n g  t h e
Payment  Change
Request Form Home
Trust, it is essential to
gather  the  following
i n f o r m a t i o n  a n d
documents.  Being
prepared will make the
process  significantly
faster  and  reduce  the
likelihood  of  errors  or
rejections.

Your mortgage1.
account
number: This is
typically found
on your monthly
statement or
your original
mortgage
documents. It is
the primary
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identifier Home
Trust uses to
locate your file.
Personal2.
identification
details: Your full
legal name,
current address,
phone number,
and email
address must
match the
information on
file with Home
Trust.
Current3.
payment
details: Know
your existing
payment
amount,
frequency, and
the date of your
next scheduled
payment. This
information helps
Home Trust
determine what
changes are
feasible.
Desired4.
payment

details: Clearly
specify the new
payment
amount,
frequency, and
the effective
date you are
requesting. Be
realistic about
what you can
afford.
Reason for the5.
change: Some
forms require a
brief explanation.
While not always
mandatory,
providing a clear
reason can help
expedite the
review process.
Supporting6.
documentation
: If you are
requesting a
hardship
reduction, you
may need to
provide proof of
income, bank
statements, or a
letter explaining
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your
circumstances.

Having  these  items
ready  before  you  sit
down to complete the
form will save you from
having to stop midway
t o  s e a r c h  f o r
information.

STEP-BY-STEP
GUIDE TO
COMPLETING THE
PAYMENT CHANGE
REQUEST FORM
HOME TRUST

While the exact layout
of  the form may vary
slightly  depending  on
the  version  provided
by  Home  Trust,  the
core  sections  remain
consistent.  Here  is  a
detailed  walkthrough
of how to complete the
Payment  Change
Request Form Home
Trust accurately.

Step 1:
Borrower
Identifica
tion
Section
This  section  asks  for
y o u r  p e r s o n a l
information. Write your
full legal name exactly
as it  appears  on your
mortgage  documents.
Include  your  current
ma i l i ng  add ress ,
d a y t i m e  p h o n e
number,  and  email
address.  Double-check
that  your  contact
information  is  correct,
as Home Trust will use
t h e s e  d e t a i l s  t o
communicate with you
about  the  status  of
your  request.
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Step 2:
Mortgage
Details
Enter  your  mortgage
account  number  and
the  property  address
associated  with  the
loan. If you have a joint
m o r t g a g e ,  b o t h
b o r r o w e r s  m u s t
typically sign the form.
Some  versions  of  the
form may also ask for
t h e  o r i g i n a l  l o a n
a m o u n t  a n d  t h e
current  outstanding
b a l a n c e .  T h i s
informat ion  helps
Home  Trust  quickly
verify  your  account.

Step 3:
Current

Payment
Informati
on
Indicate  your  existing
payment  amount  and
f r e q u e n c y .  F o r
e x a m p l e ,  i f  y o u
currently  pay  $1,200
per  month,  write  that
clearly.  If  you  pay  bi-
weekly, specify that as
well. This establishes a
b a s e l i n e  f o r  t h e
requested  change.

Step 4:
Requeste
d
Payment
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Change
T h i s  i s  t h e  m o s t
important  section  of
the Payment Change
Request Form Home
Trust.  Clearly  state
the  new  payment
a m o u n t  y o u  a r e
requesting  and  the
desired frequency.  For
example,  you  might
write:  "Request  to
change  from  monthly
payments of $1,200 to
accelerated  bi-weekly
payments  of  $600."  If
you  are  requesting  a
decrease,  provide  the
n e w  a m o u n t  a n d
indicate whether this is
a  t e m p o r a r y  o r
permanent  change.

Step 5:
Effective

Date
Spec i fy  when  you
would  l ike  the  new
payment  arrangement
to begin. Keep in mind
t h a t  H o m e  T r u s t
requires  a  minimum
process ing  t ime ,
typ ica l ly  10  to  15
business days. Choose
an  effective  date  that
a l l o w s  f o r  t h i s
processing  window.  If
you have an upcoming
payment  due,  ensure
that  you  continue  to
make  your  current
payments  until  the
change  is  officially
a p p r o v e d  a n d
implemented.

Step 6:
Reason



Payment Change Request Form Home
Trust 9

9

for
Change
(Optional
but
Recomm

ended)
Some  versions  of  the
form include a section
for  expla in ing  the
reason  behind  your
request.  Even  if  it  is
optional,  providing  a
brief  explanation  can
help  the  review  team
u n d e r s t a n d  y o u r
situation. For example,
"I  am  requesting  an
increase  to  pay  down
my  mortgage  faster,"
or  "I  am requesting a
temporary  reduction
due  to  a  change  in
employment."  Being
transparent  can  work

in your favour.

Step 7:
Signature
and Date
All borrowers listed on
the  mortgage  must
sign and date the form.
Unsigned forms will not
be  processed.  If  you
are  submitting  the
form  electronically,
check  whether  Home
Trust  accepts  digital
s ignatu res  o r  i f  a
physical  signature  is
r e q u i r e d .  J o i n t
borrowers  must  both
sign  the  same  form.

HOW TO SUBMIT
THE PAYMENT
CHANGE REQUEST
FORM HOME
TRUST

O n c e  y o u  h a v e
completed  the  form,
you need to submit it
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t h r o u g h  t h e
appropriate  channel.
Home  Trust  typically
offers  several
submission  methods:

Online portal: If
you have an
online account
with Home Trust,
you may be able
to upload the
completed form
directly through
the messaging or
document upload
feature.
Email: Some
versions of the
form can be
emailed to a
dedicated
address provided
by Home Trust.
Ensure you use a
secure
connection when
sending sensitive
financial
documents.
Fax: While less
common today,
fax submission is

still accepted by
some
departments.
Confirm the
correct fax
number before
sending.
Mail: You can
mail the signed
form to Home
Trust’s mortgage
servicing
address. Use
registered mail
to ensure
delivery is
tracked.
In-person: If
there is a Home
Trust branch
near you, you
may be able to
drop off the form
in person. Call
ahead to confirm
branch hours and
procedures.

After submission, keep
a  c o p y  o f  t h e
completed  form  for
your records. Note the
date  you  submitted  it



Payment Change Request Form Home
Trust 11

11

and  any  confirmation
number  or  reference
provided.

PROCESSING TIME
AND WHAT TO
EXPECT

Once  Home  T rus t
r e c e i v e s  y o u r
Payment  Change
Request Form Home
Trust,  the  processing
time  typically  ranges
from 5 to 15 business
days .  Dur ing  th i s
period,  the lender  will
review  your  request,
verify  your  account
details,  and  assess
whether  the  change
a l i g n s  w i t h  y o u r
mortgage  terms  and
conditions.
You  may  receive  a
confirmation  letter  or
email once the change
has been approved.  If
your request is denied,
Home  Trust  should
provide a reason and,
in some cases, suggest

alternatives.  Common
reasons  for  denial
include  insufficient
time  before  the  next
payment  due  date,
outstanding  fees  or
arrears on the account,
or  requested  changes
that  fall  outside  the
t e r m s  o f  y o u r
mortgage agreement.

COMMON
MISTAKES TO
AVOID

S u b m i t t i n g  a n
i n c o m p l e t e  o r
inaccurate  form  can
cause  unnecessary
delays.  Here  are  the
m o s t  c o m m o n
mistakes  borrowers
make  when  filling  out
the Payment Change
Request Form Home
Trust:

Missing
signatures: All
borrowers must
sign. A missing
signature is the



12

12 Payment Change Request Form
Home Trust

2023-04-15

single most
common reason
for form
rejection.
Incorrect
account
number:
Transposing
digits in your
mortgage
account number
can cause your
form to be
associated with
the wrong file.
Unrealistic
effective date:
Requesting an
effective date
that is too soon
does not allow
for processing
time. Always
allow at least two
weeks.
Inconsistent
information:
Ensure that the
details on the
form match what
is on file with
Home Trust,

including your
name and
address.
Not providing
supporting
documents: If
your request is
based on
hardship but you
do not include
required
documentation,
the form may be
returned.
Failing to
continue
current
payments: Until
you receive
written
confirmation of
the change,
continue making
your regular
payments to
avoid late fees.

BENEFITS OF
USING THE
PAYMENT CHANGE
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REQUEST FORM
HOME TRUST

Submitting  a  formal
request  through  the
correct  process  offers
several  advantages
o v e r  i n f o r m a l
communication. First, it
creates  a  paper  trail
that protects both you
a n d  t h e  l e n d e r .
Second, it ensures that
y o u r  r e q u e s t  i s
r e v i e w e d  b y  t h e
a p p r o p r i a t e
d e p a r t m e n t  w i t h
author i ty  to  make
changes. Third, it helps
Home  Trust  maintain
accurate  records  of
your  account  history,
which can be beneficial
dur ing  renewal  or
refinancing
discussions.
Additionally,  using  the
Payment  Change
Request Form Home
Trust  allows  you  to
request  changes  that
may  not  be  available

through  self-service
options. For example, if
you  want  to  switch
f r o m  m o n t h l y  t o
weekly  payments,  this
may  require  manual
processing that only a
formal  request  can
initiate.

FREQUENTLY
ASKED QUESTIONS

Can I
change
my
payment
amount
at any
time?
M o s t  m o r t g a g e
agreements  allow  for
payment  changes  at
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specific  intervals,  such
a s  o n c e  e v e r y  1 2
months, or at renewal.
Check  your  mortgage
contract  or  contact
Home Trust directly to
confirm  the  terms  that
apply  to  your  specific
loan.

Is there a
fee for
submittin
g a
payment
change
request?
Some lenders charge a
nominal  administrative
fee  for  processing
payment  changes.
Home Trust may waive
this  fee  under  certain

circumstances, such as
hardship  requests.
Confirm  any  applicable
fees before submitting
your form.

What if I
need to
change
my
payment
immediat
ely?
Urgent requests should
be  communicated  by
phone  in  addition  to
submitting  the  form.
Home  Trust  may  be
a b l e  t o  p r o c e s s
emergency  changes
f a s t e r ,  b u t
documentation will still
be required.
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Can I
change
the
payment
frequenc
y as well
as the
amount?
Yes,  the  Payment
Change  Request
Form  Home  Trust
typically allows you to

m o d i f y  b o t h  t h e
a m o u n t  a n d  t h e
frequency  in  a  single
request.  Be  sure  to
clearly  specify  both
changes.

CONCLUSION

M a n a g i n g  y o u r
mortgage  effectively
r e q u i r e s  r e g u l a r
a t t e n t i o n  a n d
o c c a s i o n a l
ad justments .  The
Payment  Change
Request Form Home
T r u s t  i s  a
straightforward  yet
powerful  tool  that
allows  you  to  tailor
your payment schedule
t o  y o u r  c u r r e n t
financial  situation.
Whether  you  are


