INSTRUCTIONS FOR THE COVER LETTER, YOUR DEBT VALIDATION LETTER, AND AN AFFIDAVIT OF MAILING. 
THE FIRST STEP IS TO PRINT OFF THE INSTRUCTIONS (FIRST 3 PAGES).  THEY WILL INSTRUCT YOU HOW TO FILL OUT THE FIELDS ON YOUR COMPUTER. AFTER YOU HAVE FILLED OUT ALL THE FIELDS, PRINT OFF THE REMAINING PAGES AND MAKE SURE YOU FILL (IN PEN) THE PLACES THAT NEED TO BE FILLED OUT.

AFTER FILLING OUT ALL THE LETTERS, SAVE THIS DOCUMENT TO YOUR COMPUTER FOR YOUR RECORDS AND IF YOU NEED TO PRINT IT OFF LATER.
For the cover letter
⁭ 
Insert the debt collector’s information within first set of fields. The address to send a debt validation letter may or may not be different from their office’s address. It should be on the front or back of the debt collection notice you received.
⁭ 
Notice the date on the top of the debt collection letter you received and insert that date into the “Date of the collection letter” field.

⁭ 
Insert the account number within the “account number” field.
⁭ 
Insert your personal information within the set of parentheses labeled “(your name), (your street address) and (your city/state/zip)”
⁭
Make sure the date located underneath your name and address matches today’s date. This should automatically fill-in with today’s date. If the date is incorrect, you need to set the date on your computer to the correct date. Do this by double clicking on the clock in the bottom, right-hand corner of your desktop. 

⁭ 
Insert your name within the “Your Name” field on the line in the first paragraph.
⁭ 
Insert the name of your friend or relative into the “Third Party’s Name” field.

⁭ 
When you print off the cover letter, have your friend or relative sign their name in pen on the line above the “Third Party’s Name” field.

⁭ 
Via CMRR, send this with 1 copy of  “DV Letter” and 1 copy of “Affidavit of Mailing.”
For the DV letter

⁭ 
Insert your personal information within first set of parentheses

⁭ 
Insert the debt collector’s address within the next set of parentheses. The address to send a debt validation letter may or may not be different from their office’s address. It should be on the front or back of the debt collection notice you received.

⁭ 
Insert a date when the debt collection notice was printed. Look at the top corner of the debt collection notice to find the date.
⁭ 
Insert the account number(s) referenced in the letter by the debt collector. A debt collector may be pursuing a debt that is combined and has multiple account numbers.

⁭
Insert the date you received their debt collection letter. This date is usually 2 to 4 days after the date on the top of their debt collection letter. On a side note, remember to adhere to the 3-day standard; you should send your letter at least 3 days before your 30-day validation request period has elapsed. This way the letter will be timely.
⁭
Insert the state you reside within the “Your State” parentheses. This field is located on the line of the 5th bullet.

⁭
Insert your name within the “Your Name” parentheses.  This field is located at the very bottom of the page.

⁭
When you print the letter, sign your name directly above your typed name.

⁭
Read through the letter. You should recognize that you are disputing the debt in accordance with the FDCPA. You should familiarize yourself with the type of proof that you are demanding of the debt collector. Make sure you understand what constitutes adequate validation. You should also recognize that you are demanding the debt collector to cease all communication unless the communication is either validation of the debt or to inform you that they are no longer collecting the debt. If they do contact you, they have violated the FDCPA.

⁭
Via CMRR, send 1 copy of the “DV letter” with a copy of the “affidavit of mailing” and the “cover letter.”  Via regular, first class mail, send 1 copy of the “DV letter” with the other copy of the  “affidavit of mailing.” 
For the Affidavit of Mailing
⁭
Acquire a third party relative or friend who will agree to sign the affidavit and if necessary, appear in court and testify that they indeed sent the DV letter on the date they said they sent it.
⁭
Acquire a fourth party friend or trusted co-worker who will agree to sign the affidavit as a notary public. A notary public authorizes the form by a fourth party.

⁭
Insert the third party’s name into the first “third party’s name” field.
⁭
Insert the debt collector’s address into the next set of fields labeled “debt collector…”

⁭
Insert your address into the next set of fields labeled for you and your address.

⁭
Insert the city and state into the “City/State” field, wherever you mailed the affidavit.

⁭
Insert the date into the next field called “date it was mailed.”

⁭
Insert the third party’s name into the next “Third Party’s Name” field.

⁭
Insert your state’s initials on the 4th line of the section located in the bottom left corner.

⁭
When you print off the letter make sure to have the third party sign their name on the line directly above the second “Third Party’s Name” field. 

⁭
Also, when you print off the letter, fill out (in pen) the bottom left corner of the affidavit. 
· The first line is for the date and is written like this: “27th day of June, 2008”  
· The next line should be where a fourth party (public notary) signs their name. 
· The next line is where the fourth party prints (in pen) their name.
· The next blank, after “Notary Public” is where you write your city and state. 
· The next line is where the fourth party (notary public) puts when their commission expires (usually 3 years from the date signed).
⁭
Via CMRR, send 1 copy of the “affidavit of mailing” with 1 copy of the “DV letter” and the “cover letter.”  Via regular, first class mail, send 1 copy of the “affidavit of mailing” with the1 copy of the “DV letter.” 



(Debt Collector’s Name)
(Debt Collector’s Street Address)
(Debt Collector’s City/State/Zip)
Re: 
Collection Letter, Dated (Date on Collection Letter), Account #: (#######)

(Your Name)

(Your Street Address)

(Your City/State/Zip)
July 10, 2008
Dear Sir/Madam;

Enclosed is a signed original of a letter requesting validation of the debt you are attempting to collect from 
(Your Name)
.  Also enclosed is a signed and notarized original of an affidavit of mailing referencing the letter requesting validation of debt.  

Please be advised that this notification has been sent using first class regular mail and that a duplicate set of originals have been sent via certified mail with return receipt, which you may or may not have already received. 

Sincerely,

(Third Party’s Name)
enc:
Letter requesting validation of debt


Affidavit of Mailing

(Your Name)
July 10, 2008
(Your Address)
(Your City/State/Zip)
(Debt Collector Name)
(Debt Collector Address)
(Debt Collector City/State/Zip)
RE: Collection Letter, Dated (Date on Collection Letter), Account #: (#########)
This letter is in response to the initial debt collection notification you sent me, which I received on (Date of Letter).  I dispute your debt collection – related allegations, deny the same, and demand strict proof and verification thereof.  This dispute, denial, and demand are made in accordance with the Fair Debt Collection Practices Act [15 USC 1692g].  Please send me documents that state:

· The original creditor from whom I made the purchase.
· That you are authorized to collect this debt on behalf of the original creditor or any subsequent purchasers of this debt. 

· A complete transaction and payment history from the original creditor, and subsequent purchasers, if any.
· Letters or proof that I agreed to pay what you say I owe.

· That you are licensed to collect this debt in (Your State).
· The original amount when this debt was assigned to you, any fees and interest charges that have been added on to this debt, and how you determined these fees.

If you wish to continue to collect the debt, your office must respond to me with sufficient, adequate validation. 
I also demand that you do NOT call me at my home or work. All communication with me must be done in writing format and sent to my mailbox. Besides sending validation, if your company does contact me at my home or work before sending me validation of the debt, I will consider this harassment and will file a lawsuit.
Sincerely,

(Your Name)
(Your Name)
July 10, 2008
(Your Address)
(Your City/State/Zip)
(Debt Collector Name)
(Debt Collector Address)
(Debt Collector City/State/Zip)
RE: Collection Letter, Dated (Month Day, Year), Account #: (#########)
This letter is in response to the initial debt collection notification you sent me, which I received on (Date of Letter).  I dispute your debt collection – related allegations, deny the same, and demand strict proof and verification thereof.  This dispute, denial, and demand are made in accordance with the Fair Debt Collection Practices Act [15 USC 1692g].  Please send me documents that state:

· The original creditor from whom I made the purchase.

· That you are authorized to collect this debt on behalf of the original creditor or any subsequent purchasers of this debt. 

· A complete transaction and payment history from the original creditor, and subsequent purchasers, if any.

· Letters or proof that I agreed to pay what you say I owe.

· That you are licensed to collect this debt in (Your State).

· The original amount when this debt was assigned to you, any fees and interest charges that have been added on to this debt, and how you determined these fees.

If you wish to continue to collect the debt, your office must respond to me with sufficient, adequate validation. 
I also demand that you do NOT call me at my home or work. All communication with me must be done in writing format and sent to my mailbox. Besides sending validation, if your company does contact me at my home or work before sending me validation of the debt, I will consider this harassment and will file a lawsuit.

Sincerely,

(Your Name)
Affidavit of Mailing

I, 
(Third Party’s Name)
, being first duly sworn on oath, state that I am a citizen of this state; that an authenticated letter requesting validation of debt is being mailed to:

(Debt Collector’s Name)
(Debt Collector’s Street Address)
(Debt Collector’s City/State/Zip)
by enclosing the same in an envelope postpaid for first class handling and which was addressed to the above names at their respective post office address, and which bears the sender’s name and address as follows:


(Your Name)

(Your Street Address)

(Your City/State/Zip)
and which was deposited in a U.S. Postal Office depository in


(City, State)
 on 
(Date it was mailed)
.

(Third Party’s Name)
Subscribed and sworn to before me 

this _______________________________.

Print Name

Notary Public, ________________________, _WI__
My commission expires: ___________________

Affidavit of Mailing

I, 
(Third Party’s Name)
, being first duly sworn on oath, state that I am a citizen of this state; that an authenticated letter requesting validation of debt is being mailed to:

(Debt Collector’s Name)
(Debt Collector’s Street Address)
(Debt Collector’s City/State/Zip)
by enclosing the same in an envelope postpaid for first class handling and which was addressed to the above names at their respective post office address, and which bears the sender’s name and address as follows:


(Your Name)

(Your Street Address)

(Your City/State/Zip)
and which was deposited in a U.S. Postal Office depository in


(City, State)
 on 
(Date it was mailed)
.

(Third Party’s Name)
Subscribed and sworn to before me 

this _______________________________.

Print Name

Notary Public, ________________________, _WI__
My commission expires: ___________________

� This document on this page  is the “Cover Letter.”   (This statement will not print.)





