Today's Date (dd-mm-yyyy)

Your Name

Your Address

Your Phone #

Debt Collector's Name

Debt Collector's Address

RE: (Account # of Debt Owed, Customer Name & Type of Debt)

Mr/Mrs. Debt Collector, 

According to my records, I owe $____ on the above referenced account. This letter is to inform you that within 30 days, I will be sending the above due amount of $____ in order to fully settle my Debts with your company. I will then mark this debt as "Paid in Full." 

If you do not agree with the above amount that I owe, you are required to send me a written explanation before these 30 days pass. If I do not receive a written correspondence from you within 30 days, I will assume you agree with my payment and will accept this final debt payment. I will also assume you will mark my account as Zero. 

If you have any clarifications or questions, you can reach me at (###-###-####) or my Email: ____@.com

Sincerely,

(Your Signature)

(Your Printed Name)

