Date

Creditor Name

Address

RE:
Account #: 

Name on Account: 

Balance: 
To Whom It May Concern:
As you are aware, I am unable to pay the amount you have requested on the account listed above because [briefly describe financial hardship; for example, “I have been laid off, and my current income covers only my basic living expenses”]. I have been sending you $XXX a month for [insert period of time]. This is all I can realistically afford.
I understand that I owe this debt and am attempting to meet my obligation to the best of my ability. I also realize that your representatives may contact me in an effort to collect this debt. Recently, these individuals have violated the Fair Debt Collection Practices Act. [List examples of ways they have violated the FDCPA (see Chapter 8)].
Please have your employees end these unlawful activities. If this harassment does not stop, I will be forced to take legal action. Please acknowledge this correspondence in writing at the address below by [insert date two weeks from date of letter].
Sincerely,

Your Name

Address
cc: Federal Trade Commission; your attorney
