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[Name of organisation you are writing to] [Your adaress ine 1]

[Their adaress line 1] [Your address line 2]
[Their adaress line 2] [Your adaress line 3]
[Therr adaress line 3] [Your address line 4]

[Their adaress line 4]
16 May 2020

Dear Si/Madam
Without prejudice

Account No: [Your account or reference number]

1:am writing about the money which you are claiming on the above account
I can confirm that | am unable to pay the money which | owe in full

[include a paragraph explaining your circumstances and detals of your financial situation that you want the credfor to
take into account ]

However, | can raise £ [enter the amount which you can afford to pay] and | want to offer this as full and final
settiement of the account. | am making this offer on the clear understanding that, if you accept t, neither you nor any
associated company will take any other action to collect o enforce this debt in any way and that | will be released from
any liability.

If you accept this offer, please confirm that you will mark my credit reference agency file to show that the above
account has been paid and closed.| can pay the amount | have offered within
[enter the number of days or weeks within which you wiil pay] of receiving your written agreement of this offer Please

give me details of how | can pay.| look forward to hearing from you.Yours faithfully [Your signature] [Your full name]

[For and on behalf of [your trading namej]




