Date
Name of Creditor
Address
Account Number
RE: Confirmation letter
Dear [insert creditor name]:
I would like to confirm our telephone conversation on [insert date] at [insert time] with [insert the name of the person you spoke to at the company] as to the settlement of the above stated account.
As discussed, I will pay your company the amount of $XXX as payment in full for the settlement of this account. Upon receipt of the above payment, your company has agreed to report this account to the credit bureaus as [insert agreed notation].
If you agree to these stated terms and conditions, please acknowledge with your signature and return a copy of this letter to me. Upon receipt of this signed acknowledgment, I will immediately mail you funds in the amount stated above.
Sincerely, 

Your Name 

Address 

Account Number [Including this number a second time close to your name may help get your request processed correctly.]

Date 


Name of Company

Signature of Company Officer

Printed Name of Company Officer
