Sample letter

Letter to creditor / collection agency — Notify of payment amount

(copy and paste the contents below into a new document)

Date

YOUR NAME
Address

Re: NAME OF DEBT / Account or Reference number if you have it
Dear Sir or Madam,
| am interested in paying off the balance of above-noted account.

| have enclosed a copy of my Income and Expense Summary for your consideration. This provides details of my
current financial situation. | am not expecting this to change in the near future.

Based on the above information, | am able to make an offer of SXXX.XX per month. My first payment can be
made on DATE.

| would like to request that interest and charges are frozen on this account to allow my payment to start
reducing the debt | owe. Should my circumstances improve | will let you know.

Should you be unable to freeze interest and charges | would like you to let me know why.
Thank you for your assistance, | look forward to hearing from you.

Regards,

YOUR NAME
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Disclaimer: This letter is a draft only. The wording may need to be changed to suit the purpose of the letter. Please ensure you delete this footer, or copy and paste
the body of the letter to a new document. In some cases, independent legal advice may be required to ensure accurate wording.



