[Sender Name]
[Sender Title]

	ADDRESS: [Complete Address]
	EMAIL: [Email Address]

	
	PHONE: [Home Phone]
                 [Mobile Phone]


_______________________________________________________________
		TO

[bookmark: Text10][Receiver Name]
[Receiver Title]

[bookmark: Text11]ADDRESS:  [Receiver Address]

[bookmark: Text12]EMAIL: [Email Address]

[bookmark: Text13]PHONE: [Home Phone]




FROM

[bookmark: Text14][Sender Name]
[Sender Title]































Sub: Debt Settlement Letter

Dear [NAME]

To Whom This May Concern, 
  
[bookmark: Text15]I am writing to you regarding the money you are claiming payment for, on the above account. I am unable to repay this amount in full due to [EXPLAIN YOUR CURRENT CIRCUMSTANCES THAT PREVENT YOU FROM REPAYING THIS DEBT IN FULL TO ENSURE THE CREDITOR UNDERSTANDS YOUR SITUATION]
[bookmark: Text16]I can instead offer the total amount of £ [INSERT THE AMOUNT YOU ARE ABLE TO PAY] as a full and final settlement.

If this is accepted, you agree that you or any associate company can take no further action against myself to enforce or collect this debt and that I will be released from all liability.
Please also confirm that you will also mark my credit reference agency file to show that you have accepted the above amount as the full and final settlement and that the account is closed and paid.

[bookmark: Text17]I can pay the amount I have offered within [INSERT LENGTH OF TIME WITHIN WHICH YOU CAN PAY] once you have accepted my offer and I have received written agreement of this.

Please confirm where to make payment to.
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