                                                                                                                       Your name

                                                                                                                       XXXX Cool dude Lane

                                                                                                                       Seattle, WA 9XXXX


July X, 20XX
Ms Jackson Blue

Collection Agency, Inc

1234 FundsDue RD

Seattle, WA 98324

Re: Henry Jones, Account Number 1234-5555

Dear Ms. Brown,

Recently you contacted me regarding the past due amount on my account with Roosevelt Department Store.  As I explained to you verbally over the telephone, I am unable to make a payment at this time.  Continued calls to my home will not likely result in a successful collection.

I am willing to pay the amount due as soon as my financial situation improves and I am able to do so.  Until such time, there is no need for you to contact me.  This letter serves as notice for you to cease and desist any communication with me.  This, as you know, is my right under the Fair Debt Collection Practices Act of the federal government.

When my situation improves and I am able to make a payment, I will contact you promptly.

Sincerely,

Your signature









