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Confirmation of Verbal Offer
You’ll send this letter to a collection agency or an original creditor
It’s common for negotiations with debt collectors to take place over the phone. Always note the date and time of the call, the name of the person you spoke with, and what you discussed.
If you agree to the terms of a settlement over the phone you’ll need to confirm the terms in writing as soon as possible. While you’re still on the phone go over your notes and confirm all of the points in your agreement. 
When you’re sure you have an accurate list of the terms, use this letter and send it at once by certified mail, return receipt requested.
Fill in the text with your own information and delete this page.
)
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(Your name)
(Your address)
(Date)

(Name of collection company)
(Address of collection company)
Re: (Account number)


Dear (name of the person you spoke to on the phone),

I’d like to confirm the terms of the verbal agreement we reached on the phone on (date of phone call). I appreciate your willingness to negotiate an agreement we can both accept. I confirm that I agree to accept this offer.

Just to place the terms in writing, we agreed to settle the account for the sum of $(insert amount).

We also agreed on the following terms:

(List additional terms point by point. Some terms you might consider:

· You agree to delete all references to this account from my credit record.
· You agree that this account will be considered “paid in full” with no further collection efforts.
· You agree to dismiss any current legal action and refrain from future legal action based on this account)

If these terms are acceptable to you, please reply with a formal written offer. I will sign it ant return it to you with my payment.

Thank you for your cooperation.

Sincerely,

(Your Name)

