Debt Settlement Offer Letter
Date
Acct Number: Account Number
Credit Card Company Name
Company’s Address
City, State and ZIP Code
Re: Requesting Payoff of my Credit Account
Dear Sir or Madam:
This letter serves a my official offer to pay my past due credit card balance ofCREDIT CARD BALANCE with your company, list the name of the card company, account number Account Number. As you are aware, I am unable to pay the full balance, however I am able, at this point in time, to gather an amount that I believe will be an agreeable payoff amount.
I would like to request that if I pay the amount of LUMP SUM AMOUNT, my account will be considered paid in full.
If this is agreed upon, I would also request the following:
· My account be closed and no further interest or penalty charges would be applied.
· A written confirmation of your agreement to this proposal be sent to my address on file with you.
After agreeing to this proposal and receipt of your written confirmation, I will pay the amount of LUMP SUM AMOUNT via certified check within 10 days of receiving your letter.
After you receive and post the payment, I request the following:
· An official letter indicating that my account is closed and my balance is $0.
· The account status as reported to the Credit Reporting Agencies be “CLOSED BY REQUEST OF CARDHOLDER” or “PAID IN FULL”
Thank you for your prompt attention to this matter.  I you would like to discuss this further, please contact me by mail at the address below or by phone attelephone number.
I look forward to resolving this matter.
Sincerely,
Your Signature
Your Typed Name
Address
City, State and ZIP Code
