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LEDC Financial Capability Curriculum
NEGOTIATING AND DEBT SETTLEMENT
TERMS OF AGREEMENT WITH DEBT COLLECTOR
Telephone Script and Tracking Log
INSTRUCTIONS
· Step 1: Prepare written Terms Of Agreement (below) prior to calling debt collector.
· Step 2: Following Telephone Script, establish verbal TERMS OF AGREEMENT with creditor.
· Step 3: While on the phone, fax or email collector updated TERMS OF AGREEMENT to be signed.
· Step 4: Ask collector to put on their letterhead, sign and return while waiting on the phone. 
· Step 5: Keep Track of all telephone activity with each collection agency in the Tracking Log.
Debt Collector

(Name/title of individual making decision)

Address

City, State

RE:   TERMS AGREEMENT

          (Debt collector acct #/ reference original acct #)

Dear (Name/title of individual making decision)

In regards to our verbal agreement to accept settlement of the amount owing on the above described account, please accept this letter as our acceptance of the terms listed below once we have received your payment.

TERMS:
1.  [Debt collector name] agrees to accept [$xxx.xx] as payment in full for debt originally owned by [original collector] [original account #] listed under [debt collector name/account number]. 

2. [Debt collector name] agrees to report this tradeline to the three main Credit Repositories/Bureaus as a “Zero Balance” and “Paid as Agreed” account.

3. [Debt collector name] will not give this tradeline any new account number, resell this debt or any remaining balance to any other party, re-age the or change the original date of delinquency for this account, or change the reporting status after the terms of the agreement have been met other than the agreement listed in #2 above.

4. (Note to consumer, negotiate for this #4 if possible, however if successful, you will not need terms #2 and #3. Make sure you leave enough time for your delivery method)

 [Debt collector name] will remove the account in its entirety as it was reported in error.

 This payment must be received by [debt collector] within __ business days of this letter at the address listed below. 

 Sincerely,

John Doe
Address

City, State, Zip 


LEDC Financial Capability Curriculum
         Negotiating Debts With Collections Agencies

                                              NeighborWorks® America

    TELEPHONE SCRIPT

· I am calling to complete a negotiation of a debt that you claim I owe you as reported on my credit report, Act #_________________ original creditor____________.

Ask…

· Do you have the authority to negotiate on behalf of your company to settle this debt, and if not, I will wait until I can speak with someone who has such authority.

Explain to them…

· I am able to offer you ____ to settle this debt today, and only today. I have limited funds with which to settle my obligations. If you choose to say no to my offer, we will end our conversation and I will call the next creditor in line on my credit report. I am just starting from the top and working my way down, one by one.

If you succeed in your negotiation…

· Fill in the blank sections of your TERMS AGREEMENT and send it via fax or email to collector

· Ask collector to put on their letterhead, sign and return while waiting on phone

If you don’t succeed in your negotiation…

· Document the conversation

· Move to the next collection account for negotiation

· Calendar forward for targeted next contact date


LEDC Financial Capability Curriculum
- Negotiating Debts With Collections Agencies – 

NeighborWorks® America
Telephone Conversation Tracking Log 
Use one sheet for every conversation with a Creditor to record details of commitment.
	Name of Company: 


Telephone Number:
Company Fax Number: 
	Company Address: 

	Type of Account: 
	Account Number: 

	Payment Due Date: 
	Regular Payment Amount: 

	Amount Past Due: 
	Reduced Payment Amount: 

	Record Calls Here: 

Date:________________ Time: _________ Person I Spoke With:_____________________________________ 

Phone Number__________________ E-Mail ____________________________Fax #______________________

Main Points of Conversation: ________________________________________________________________________

_______________________________________________________________________________

What was the agreement? ______________________________________________________________________

___________________________________________________________________________________

Follow Up Date: ________________


