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A Pay to Delete request is an option if the ongoing process reveals that the 
account has been accurate, complete, and verified by the credit bureaus.
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Damian and Torlise Atkins is a real estate duo that's passionate 
about helping individuals and families in buying their dream home. 
They’ve worked together seamlessly for years to get the best results 
for their clients. During this time, they noticed that countless of 
individuals are unable to qualify for home loans due to poor credit 
ratings.

Therefore, they have created this instructional guide in helping Therefore, they have created this instructional guide in helping 
consumers to build their credit scores by disputing negative 
accounts on their credit report. This information includes 
understanding the dispute process, the essentials of credit repair, 
and common mistakes credit bureaus make on consumer’s reports. 
Not only do they provide ways to remove negative accounts but, 
also, methods in credit building. The combination of credit 
repairing and credit building are the tools needed to help consumers repairing and credit building are the tools needed to help consumers 
increase their credit scores.  With these concepts, the consumer can 
move from renting to owning their own home.

So, let’s get you on the path in owning your own home!

theatkinsgroup.org



The best way to improve your credit score is by understanding how its calculated. By doing so, you’ll be able to dispute items 
of importance as well as knowledge in how to manage your accounts. Your credit score is composed of several factors and 
each of them are weighted differently. Therefore, certain account items effect your credit differently. 

The major portion of a credit score is payment history which is composed of 35% of your average. Therefore, making timely 
payments are an essential factor in building and maintaining good credit scores. So, you can see why late payments can 
drastically impact scores. Collections, judgements, bankruptcies, and other related items fall under this categordrastically impact scores. Collections, judgements, bankruptcies, and other related items fall under this category.

Availale credit is the next major portion which is composed of 30%. This category assesses revolving items such as credit card 
debt. This analyzes the responsibility in managing reasonable credit limits. 

This measures how long an individual are able to keep accounts open. Longevity resembles financial stability and consistency 
with account activity which measures 15% of a credit score. Therefore, voluntary closing accounts can reduce credit scores.

Credit scores are also measured by account diversity which is the individualCredit scores are also measured by account diversity which is the individual’s ability to have a variety of credit mixes, which 
includes mortgage loan, auto loan, etc. This credit mix accounts for 10% of your credit score.

Last but not least, applications for new accounts effects 10% of credit scores. This will appear as a hard pull on your credit 
report and can reduce scores by as much as  3 to 7 points with each transaction.

PAYMENT HISTORY

AMOUNT OWED VS. CREDIT AVAILABLE

CREDIT LENGTH

CREDIT MIX

CREDIT INQUIRIES

10% Credit Mix

10% New Credit

15% Credit Length

30% Amounts Owed vs Credit Available

35% Payment History
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KEYPOINTS: For rcapid score increase, focus on accounts that 
effects your credit the most such as payment history and debt load.

UNDERSTANDING CREDIT SCORES
C



Credit repair is the process in validating and removing  
inaccurate account information from an individual’s credit 
report. This process can be completed by the consumer if 
they understand factual disputing. Factual disputing is 
analyzing your credit report and challenging inaccurate 
items on your credit report. The three elements that is 
involved in factual disputing are verifying that the accounts involved in factual disputing are verifying that the accounts 
are accurate, complete, and verifiable. If accounts are not 
all three, then the accounts are subject to deletion. 

Accurate accounts must be without any inconsistencies 
such as incorrect account balances, credit limits, account 
types, etc. The credit report, also, must be complete. The 
consumer’s credit report shouldn’t have any  missing data 
such as creditor’s information, account numbers, and 
dates just to name a few. Lastly, this information must be 
verifiable by substantiating documentation. The credit 
bureaus are obligated to demonstrate that this information bureaus are obligated to demonstrate that this information 
is indeed accurate and proven before applying it to a 
consumer’s credit history. 

An individual can dispute 
their own account if they 

understand the 
fundamentals of credit 
repair and the basics of the 

dispute process.
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It is the credit bureau’s obligation to prove 
the accuracy of account information.

The reason this is effective is because most creditors 
find it difficult to confirm a debt in a reasonable time 
frame, the information that’s on file is inaccurate, 
and/or the creditor’s inability to prove that a debt 
exist. If this information does not meet Federal Credit 
Reporting Act standards, these accounts must be 
removed to reflect the true and accurate representation removed to reflect the true and accurate representation 
of a consumer’s credit history. 

Credit bureaus are reporting agencies that are 
governed by the Federal Trade Commission which 
mandates them to follow the Fair Credit Reporting 
Act. They are obligated by law to only report 
accurate, complete, and verifiable data to the 
consumeconsumer’s credit report. 
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Accounts must be accurate, complete, and verifiable for it to be reported on 
a consumer’s credit report. KEYPOINTS:

THE ESSENTIALS OF CREDIT REPAIR
C



Inaccurate Personal Information
One of the first observation you want to conduct on your 
credit repair is to verify your personal information such as 
your name, addresses, date of birth, social 
security number, employer’s information, and other 
related items. Itrelated items. It’s quite difficult for a credit bureau to verify 
your identity with the creditor if the information they have is 
mismatched. Therefore, inaccurate 
information would have to be removed or deleted.

Account is not yours
This applies when the credit bureau has added a creditor on 
an account in which you have never applied for.

Merged account informationMerged account information
This inaccuracy occurs when the credit bureau merges two 
similar consumers possibly with the similar names or similar 
social security numbers.  

Duplicate Accounts Exists
An account with the same account number and account type An account with the same account number and account type 
should only appear once on a consumer’s credit report. For 
instance, a collection account with XYZ Corp with account 
number 123456 can only be reported once on a credit report. 
However, a consumer can have a collection and a charge off 
a charge off with XYZ Corp. In this case, this is accurate 
reporting.

OutdatedOutdated Accounts
Any accounts that is delinquent seven years and after are 
subject to removal. The time period begins the date the 
account was closed or delinquent. It does not apply to the 
day the account was open. For an example, an account is 
eligible for removal when the delinquent started on 
April 1, 2013, although it was opened on April 1, 2010.

Charge off shows past due balance
Charge off accounts must display a zero balance

Charge off account is reported monthly in payment 
history
Charge off account should not be reporting late 
payments for each month

Open charge off accountsOpen charge off accounts
Charge off accounts should not be active

Charge off accounts that has been sold or transferred 
to a collection agency with past due balance.
Charge off accounts must display a zero balance before 
transfer.

Accounts not included in bankruptcy
VVerify that accounts that should be included in 
bankruptcy.

Collection accounts with credit limits
Collection account should not be reporting credit limits

Unauthorized credit inquiries
Confirm that credit inquires are correct.

Missing creditor’s information
VVerify accuracy

Inaccurate Open and Closed Dates
Verify accuracy

Inaccurate Account Number
Verify accuracy

 Inaccurate Account Types
Verify accuracy

 

One of the most difficult obstacles in disputing inaccuracies on a credit report is knowing which item to challenge. 
Here are a few inaccuracies that may appear on your credit.

          Repairing your Credit Score for a Home Purchase                                                      |  4

Credit bureaus has 30 to 45 days to reespond to a dispute. Otherwise, the 
account must be removed from consumer’s report.KEYPOINTS:

THE ESSENTIALS OF CREDIT REPAIR
C



Inaccurate Credit Limits
Verify accuracy

Inaccurate Balances
Verify accuracy

Never been Late
Verify accuracy
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Credit bureaus must supply consumer with a Debt Validation letter. If 
consumer fails to receive a that letter, it is  grounds for account removal.KEYPOINTS:

THE ESSENTIALS OF CREDIT REPAIR
C
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Each negative account may not be reported to each of the three bureaus and 
the same accounts that are reported may have different accuracies.

KEYPOINTS:

THE DISPUTE PROCESS
C

1
2You are ready to challenge your accounts when you receive your credit reports. The 

first thing you want to do is rank your accounts in date order. You can do this by 
creating a spreadsheet and listing your accounts beginning with the most current date. 
This is important because the first two years impact your credit the most. So, to start 
seeing significant changes immediately, these should be priority. Also, you’ll want to 
dispute any accounts seven years and after because these will be the easiest since 
they’ve reached their statute of limitations.

3
4

Once you’ve decided which discreption exists on each account, it’s time to choose the 
dispute letter that matches your challenge. Of course, you want to be specific which 
bureau you are addressing and reference the account and account number you are 
disputing. We have provided the dispute letters to guide you. Of course, we 
encourage you to tailor them as you see fit. Each account requires a separate letter. 
Also, it is recommended that you send letters in separate shifts, such as 3 to 4 every  
45 to 60 days aparts. This shows the credit bureaus that you have a genuine 
interest in correcting your account; otherwise, your dispute could be returned as interest in correcting your account; otherwise, your dispute could be returned as 
frivolous.

Review each account thoroughly for incomplete data and inaccurate information. 
Afterwards, decide what you would like to challenge on each account. It can be a 
little difficult in viewing your credit report and deciding what to challenge; therefore, 
you are welcome to  use the common list of accuracies on page 4 for guidance. Be 
mindful that each account is reported differently for each bureau, so the inaccuracies 
may vary. Remember that it’s the credit bureau’s duty to verify each account.

Request a hard copy of your credit report from the credit bureaus. A hard copy 
provides specific account details such as account numbers, dates, account status, etc. 
This is important when creating dispute letters because you want to provide as much 
accurate information as possible and sometimes electronic reports do not provide this 
data. You are entitled to a free credit report annually and a request form has been 
included with the dispute letters.
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A Pay to Delete request is an option if the ongoing process reveals that the 
account has been accurate, complete, and verified by the credit bureaus.

KEYPOINTS:

THE DISPUTE PROCESS
C

5
6If the credit bureau has not responded within the time frame mentioned in step 5, y 

request an account deletion based on lack of reporting time.  However, if you 
receieved a response, evaluate the response and counter their response with another
similiar dispute. 

One method of disputing is requesting removal due to lack of 
receiving a Debt Validation letter. All creditiors must send consumers a letter 
entailing the details of the debt before informing the credit bureaus. 

After you’ve prepared and mailed your disputes, wait up to 40 days for a 
response. According to the Fair Credit Reporting Act, if the credit bureau do not 
respond from 30 days in receipt of your dispute, the account must be deleted and 
removed. The extra 10 days gives regard to mailing time.
See § 611. Procedure in case of disputed accuracy [15 U.S.C. § 1681i] of the FCRA 
for review.



 

Items within 24 months
Negative accounts that has been reported within two 
years impact your scores the most.

Outdated items
Negative accounts that past the statute of limitations Negative accounts that past the statute of limitations 
of seven years are easier to dispute.

 
 

Negative accounts after four years
These accounts effect your credit the least and can 
actually hurt your score because they have longevity.

Inquiries past a year old
Inquiries past a yeaInquiries past a year-old effect your credit the least 
and can actually decrease your score if removed.
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Accounts with good payment history and account length should be avoided 
during the disputing process because it aids in positive credit scoring.KEYPOINTS:

PRIORITY DISPUTING
C



The objective of credit disputing is to increase your purchase power 
through increasing your credit score. Disputing items for can help you to 
accomplish this. However, removing negative accounts it’s not the only 
measure to increase your credit score; building your score through 
positive reporting can help as well. 

Open a secure card account

One method of positive reporting is to open an account for a secure card. 
Most secure card programs understand that consumers are building their 
credit; therefore, they take little interest in high credit scores. Some of 
those programs include:

Wells Fargo Secure Card

Capital One Secure Card

First Premier Bank.

An important concept in using these secure cards is that you should only An important concept in using these secure cards is that you should only 
use 30% of the credit card balance because the utilization ratio of 
scoring your credit score is 30%. For example, Capital One Secure Card 
normally begins with a balance of $300. Therefore, you’ll want to use only 
$90 which is 30% of $300.

Making timely payments on these accounts is detrimental in building Making timely payments on these accounts is detrimental in building 
credit scores since it accounts of 35% of your credit score average. The 
consumer must wait until the account is billed before making a payment. If 
the consumer pays the bill before its billed, it will not count towards your 
score because it has been paid before it reflected on the account.
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Positive credit scoring involves maintaining  credit limits less than 30%. KEYPOINTS:

CREDIT SCORE BUILDING
C



Paying down credit card balances

Paying down credit card balances helps with the decreasing your credit card 
utilization ratio that reports on your credit monthly. Keeping your balances 
below 30% increases your score due to positive credit reporting.

 Request to increase credit card balances

Increasing balances provides the consumer leverage in increasing their scores Increasing balances provides the consumer leverage in increasing their scores 
which helps in the decreasing the credit card ratio.

Paying accounts on time

Making timely payments accounts for 35% of your credit score. If  facing late 
payments, it is recommended that you contact your creditor for other 
arrangements such as alternative payment agreements, negotiate lesser 
payment amounts, or any other available means. By not doing so, could 
prevent possibly score decrease for months to come.prevent possibly score decrease for months to come.

          Repairing your Credit Score for a Home Purchase                                                      |  10

Credit repair involves removing negative accounts and credit building 
reports good standing ones. KEYPOINTS:

CREDIT SCORE BUILDING
C



CREDIT-REBUILDING LETTERS 

 

 

 

Index of Credit-Rebuilding Letters 

 

Letter #    Letter Should Be Sent to Reason to Send Letter (Letter Name) 

 

 1 Credit Reporting Agency/Bureau Request for Credit Report 

 2 Credit Reporting Agency/Bureau Request for Free Credit Report 

 3 Credit Reporting Agency/Bureau Deletions to Credit Report 

 4 Credit Reporting Agency/Bureau Corrections to Credit Report 

 5 Credit Reporting Agency/Bureau Failure to Respond to Deletion/Correction Letter 

 6 Credit Reporting Agency/Bureau Additions to Credit Report 

 7 Credit Reporting Agency/Bureau Unauthorized Inquiry 

 8 Credit Reporting Agency/Bureau Frivolous-Letter Rejection 

 9 Credit Reporting Agency/Bureau Consumer Statement for Disputed Items 

Following Investigation 

 10 Credit Reporting Agency/Bureau Consumer Statement for Disputed Items 

 11 Credit Reporting Agency/Bureau Consumer Statement to Make Credit File 

Complete 

 12 Credit Reporting Agency/Bureau Bankruptcy Accounts Not Identified  

 13 Credit Reporting Agency/Bureau Request to Update for Completeness of Account 

History 

 14 Credit Reporting Agency/Bureau Mailing-List Restrictions 

 15 Creditor Repayment Agreement for Account  

 16 Creditor Notice of Overdue Account  

 17 Creditor Reduced-Payment Request for Account 

 18 Creditor Request for Ceasing Phone Calls 

 19 Creditor Proposal to Settle Account 

 20 Credit Inquirer Unauthorized Credit Inquiry 

 21 FTC Credit Complaint Letter 

 22 FTC Predatory Lending Complaint 

   23         Bureaus                                      Credit Freeze Letter 

   24         Debt Collector, CC - Bureaus Debt Validation Letter 

   25         Debt Collector                                    Terms Agreement 

 
 

 

 

https://email.1and1.com/ajax/Letter01.doc
https://email.1and1.com/ajax/Letter01.doc
https://email.1and1.com/ajax/Letter02.doc
https://email.1and1.com/ajax/Letter02.doc
https://email.1and1.com/ajax/Letter03.doc
https://email.1and1.com/ajax/Letter03.doc
https://email.1and1.com/ajax/Letter04.doc
https://email.1and1.com/ajax/Letter04.doc
https://email.1and1.com/ajax/Letter05.doc
https://email.1and1.com/ajax/Letter06.doc
https://email.1and1.com/ajax/Letter06.doc
https://email.1and1.com/ajax/Letter07.doc
https://email.1and1.com/ajax/Letter07.doc
https://email.1and1.com/ajax/Letter08.doc
https://email.1and1.com/ajax/Letter08.doc
https://email.1and1.com/ajax/Letter09.doc
https://email.1and1.com/ajax/Letter09.doc
https://email.1and1.com/ajax/Letter10.doc
https://email.1and1.com/ajax/Letter11.doc
https://email.1and1.com/ajax/Letter11.doc
https://email.1and1.com/ajax/Letter12.doc
https://email.1and1.com/ajax/Letter13.doc
https://email.1and1.com/ajax/Letter13.doc
https://email.1and1.com/ajax/Letter14.doc
https://email.1and1.com/ajax/Letter14.doc
https://email.1and1.com/ajax/Letter15.doc
https://email.1and1.com/ajax/Letter16.doc
https://email.1and1.com/ajax/Letter17.doc
https://email.1and1.com/ajax/Letter17.doc
https://email.1and1.com/ajax/Letter18.doc
https://email.1and1.com/ajax/Letter18.doc
https://email.1and1.com/ajax/Letter19.doc
https://email.1and1.com/ajax/Letter19.doc
https://email.1and1.com/ajax/Letter20.doc
https://email.1and1.com/ajax/Letter20.doc
https://email.1and1.com/ajax/Letter21.doc
https://email.1and1.com/ajax/Letter21.doc
https://email.1and1.com/ajax/Letter22.doc


[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

RE:  REQUEST FOR CREDIT REPORT 

 

 

To Whom It May Concern: 

 

Please send me a copy of my credit report. My identifying information is as follows: 

 

 

Name: 

 

SS#: 

 

Address: 

 

City, State, Zip: 

 

Birthdates: 

 

Past residences (last five years): 

 

Former Name(s) 

 

 

Enclosed is $________ as payment for the credit report. 

 

If you have any questions, please contact me at (XXX) XXX-XXXX. 

 

Thank you. 

 

Sincerely, 

 

 

 

Bruce Smith 

 

 

 

 

 

[Letter #1] 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

RE: REQUEST FOR FREE CREDIT REPORT 

 

 

To Whom It May Concern: 

 

My credit application was recently denied, and according to the attached letter that I received 

less than sixty days ago from the company that denied credit to me, your credit bureau issued the 

report that was used to determine my credit evaluation. 

 

Section 609 [15 USC 1681g ] of the Fair Credit Reporting Act of 1970 provides that your credit 

bureau should send me all information on file that led to my credit application being denied.   

According to the provisions of Section 612 (b) [15 USC 1681j (b)], there should be no charge for 

this information. 

 

Please send my credit report to the address below. The attached letter details additional 

information identifying my account. 

 

If you have any questions or need additional information, please contact me at address noted 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

[Letter #2] 

 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

RE: DELETIONS TO CREDIT REPORT 

 

To Whom It May Concern: 

 

I received a copy of my credit report and am disputing some items that need to be deleted. I have 

highlighted and numbered these disputed items on the attached copy. The reasons why these 

items should be deleted are indicated below: 

 

Item #      Reason for Deletion 

 

 

 

According to the provisions of the Fair Credit Reporting Act  611(a) [15 USC 1681i(a)], these 

disputed items must be reinvestigated or deleted from my credit record within 30 days. During 

the investigation period, these items must be removed from my credit report as the mere 

reporting of items prior to debt validation constitutes collection activity.  I am also requesting the 

names, addresses and telephone numbers of individuals you contacted during your investigation. 

 

Please notify me that the above items have been deleted pursuant to  611 (a)(6) [15 USC  

1681j (a) (6)]. I am also requesting an updated copy of my credit report, which should be sent to 

the address listed below. According to the provisions of  612 [15 USC  1681j], there should 

be no charge for this report. 

 

If you have any questions or need additional information, please contact me at address noted 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

[Letter #3] 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

RE: CORRECTIONS TO CREDIT REPORT 

 

 

To Whom It May Concern: 

 

I received a copy of my credit report and am disputing some items that need to be corrected. I 

have highlighted and numbered these disputed items on the attached copy. The reasons why 

these items should be corrected are indicated below: 

 

Item #     Reason for Correction 

 

 

According to the provisions of the Fair Credit Reporting Act  611(a) [15 USC 1681i(a)], these 

disputed items must be reinvestigated or deleted from my credit record within 30 days.  In the 

interim, these items should be noted on my credit record as “in dispute.” I am also requesting the 

names, addresses and telephone numbers of individuals you contacted so that I may follow up. 

 

If it is determined through your investigation that the disputed items are inaccurate, please 

correct my file and send me notification that the information has been updated or deleted. I am 

requesting an updated copy of my credit report, which should be sent to the address listed below. 

According to the provisions of   612 [15 USC  1681j], there should be no charge for this 

report. 

 

If you have any questions or need additional information, please contact me at address noted 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

[Letter #4] 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE: FAILURE TO RESPOND TO DELTETION/CORRECTION LETTER 

 

 

To Whom It May Concern: 

 

On [insert date of first letter], I sent a letter requesting that you reinvestigate or delete disputed 

items from my credit report as well as place temporarily remove these items from my report 

during the investigation period.  As of this date, you have failed to respond to my request. A 

copy of my original letter is attached for your review. 

 

The law stipulates that you must investigate within 30 days of receiving my letter and respond 

within 5 days of completing your investigation. You have not followed the stipulations of the 

law.   

 

I may suffer damages because I need to rely on an accurate and complete statement of my credit 

record and demand that you remove the disputed items from my report immediately as you failed 

to comply with the law. Otherwise, I will contact the Federal Trade Commission and advise them 

of your apparent disregard for consumer protection laws. 

 

If you have any questions or need additional information, please contact me at the address noted 

below. 

 

Thank you. 

 

Sincerely, 

 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

[Letter #5] 

 



[Date] 

 

CRA 

City, State, Zip 

 

RE:  ADDITIONS TO CREDIT REPORT 

 

 

To Whom It May Concern: 

 

While reviewing a copy my credit report, I discovered that some of my credit references are not 

included but have been reported.  Please add the following accounts along with my credit history 

as evidenced by the attached letter from the merchant to my credit report.  

 

Merchant Name   Merchant #    Account #  

     

 

 

 

I am requesting an updated copy of my credit report, which should be sent to the address listed 

below. According to the provisions of   612 [15 USC  1681j] of the Fair Credit Reporting 

Act, there should be no charge for this report because it currently is incomplete. 

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Thank you for your prompt attention to this matter. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

[Letter #6] 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau 

City, State, Zip 

 

 

RE: UNAUTHORIZED INQUIRY 

 

 

To Whom It May Concern: 

 

I reviewed a copy of my credit report and [company name] ran an unauthorized credit inquiry on 

me on [date]. 

 

I never authorized such action and this constitutes a violation of my rights under the Fair Credit 

Reporting Act §604 as well as a violation of my rights to privacy.  Please contact [company 

name] and investigate such occurrence. 

 

I am requesting an updated copy of my credit report, which should be sent to the address listed 

below. According to the provisions of  § 612 [15 USC § 1681j], there should be no charge for 

this report. In addition, as part of your investigation, please send the names, business address and 

phone numbers of those who made unauthorized credit inquiries so I may contact them directly. 

 

If you have any questions or need additional information, please contact me at address listed 

below.  

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 [Letter #7] 

 

 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE: FRIVOLOUS LETTER REJECTION 

 

 

To Whom It May Concern: 

 

I am in receipt of your letter stating that my dispute of items in my credit report was “irrelevant 

and frivolous.” I am upset that your credit reporting agency would try such a blatant stall tactic. I 

am demanding that you reinvestigate my credit file under the Fair Credit Reporting Act Section 

611 [15 USC 1681I]. You have no way to ascertain the legitimacy of my action without 

investigating the items in question.   

 

Enclosed is a copy of my original letter and credit report with the disputed items highlighted. 

Additional stall tactics on the part of your organization will be reported to the Federal Trade 

Commission.  

 

If you have any questions, please contact me at the address listed below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

 

 

 

[Letter #8] 

 

 

 



[Date] 

 

CRA 

City, State, Zip 

 

 

RE: CONSUMER STATEMENT FOR DISPUTED ITEMS FOLLOWING 

 INVESTIGATION 

 

 

To Whom It May Concern: 

 

Your reinvestigation has not resolved my dispute regarding the accuracy and completeness of the 

highlighted items on my attached credit report. According to the Fair Credit Reporting Act, § 

611(b) [USC 15 1681i(b)], I am entitled to “file a statement setting forth the nature of the 

dispute.” I would like potential future creditors to be aware of the dispute, and want the 

following statement included in my credit report. 

 

[Consumer statement---100 words or less]  

 

I am requesting an updated copy of my credit report which should be sent to the address listed 

below.  According to the provisions of § 612 [15 USC § 1681j], there should be no charge for 

this report. 

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

[Letter #9] 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE:   CONSUMER STATEMENT FOR DISPUTED ITEMS 

 

 

To Whom It May Concern: 

 

According to the Fair Credit Reporting Act, § 611(b) [USC 15 1681i(b)], I am entitled to “file a 

statement setting forth the nature of the dispute.” I would like potential future creditors to be 

aware of the dispute, and want the following statement included in my credit report. 

 

[Consumer statement---100 words or less]  

 

I am requesting an updated copy of my credit report, which should be sent to the address listed 

below. According to the provisions of  § 612 [15 USC § 1681j], there should be no charge for 

this report. 

 

If you have any questions or need additional information, please contact me at (XXX) XXX-

XXXX. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

 

 

 

[Letter #10] 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE:   CONSUMER STATEMENT TO MAKE CREDIT FILE COMPLETE 

 

 

To Whom It May Concern: 

 

According to the Fair Credit Reporting Act, § 611(b) [USC 15 1681i(b)], I am entitled to enter a 

consumer statement in my credit report so that the information is complete and the credit 

reporting process is fair and equitable to me. I would like the following statement to be made a 

part of my permanent record so that potential future creditors will be aware of certain 

circumstances that caused negative credit information. 

 

[Consumer statement-100 words or less]  

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

 

[Letter #11] 

 

 

 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE:  BANKRUPTCY ACCOUNTS NOT IDENTIFIED 

 

 

To Whom It May Concern: 

 

I received a copy of my credit report and the items listed below were included in my bankruptcy 

but are not identified as such on my credit report. Please see the attached copy of the credit 

report with these item numbers written next to the problem entries as well as a copy of my court 

documents which lists the creditors included in my bankruptcy. 

 

According to the provisions of the Fair Credit Reporting Act § 611(a) [15 USC 1681i(a)], these 

disputed items must updated to reflect discharge in bankruptcy. 

  

I am requesting an updated copy of my credit report, which should be sent to the address listed 

below. According to the provisions of  § 612 [15 USC § 1681j], there should be no charge for 

this report. 

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

[Letter #12] 

 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau  

City, State, Zip 

 

 

RE: REQUEST TO UPDATE FOR COMPLETENESS OF ACCOUNT HISTORY 

 

 

To Whom It May Concern: 

 

I received a copy of my credit report and am disputing information concerning my payment 

history. Accordingly, I am requesting that you investigate my dispute and add the attached 

history of payments to my credit file under the Fair Credit Reporting Act, § 611(a) [15 USC 

1681i (a)]. 

 

I am requesting an updated copy of my credit report, which should be sent to the address listed 

below. According to the provisions of § 612 [15 USC § 1681j], there should be no charge for this 

report. Additionally, if you contact any entity (person or company) in order to make the 

necessary updates, please provide the names, business address and telephone numbers so that I 

may follow up directly if needed. 

 

If you have any questions or need additional information, please contact me at the address listed 

below.  

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

[Letter #13] 

 

 

 

 

 



[Date] 

 

Credit Reporting Agency/Bureau 

City, State, Zip 

 

 

RE:   MAILING-LIST RESTRICTIONS 

 

 

To Whom It May Concern: 

 

I do not wish to have my name, address, telephone number, credit file or other information sold 

or traded with any marketers. In addition, please do not allow credit issuers to prescreen my 

credit file for credit offers.    

 

I am requesting that all information about me and my accounts remain private. I want my name, 

address and credit data excluded from your marketing lists. 

 

Thank you for your assistance with this matter. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

Social Security # 

 

 

 

 

 

 

 

 

 

 

 

 

[Letter #14] 

 

 

 

 

 

 



[Date] 

 

Creditor    *****SENT VIA CERTIFIED MAIL***** 

City, State, Zip 

 

RE:   REPAYMENT AGREEMENT FOR ACCOUNT 

 

 

Dear [name]: 

 

Thank you for speaking with me on [date] regarding my account. As discussed, I have been 

prompt in paying in the past, but have recently been late due to the following circumstance(s): 

 

 

 

I am requesting an amended repayment agreement until my financial situation improves. I would 

like to pay $[amount] for the next [number] payment periods. After that time, I agree to resume 

making my full monthly payments. 

 

I understand that during this time I will not be using any credit with [company name]. 

 

If my situation changes, I will contact you immediately. 

 

Thank you for your understanding and assistance with this matter. If you have any questions or 

need additional information, please contact me at the address listed below. 

 

Sincerely, 

 

 

 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

[Letter #15] 

 

 

 

 

 

 



[Date] 

 

Creditor    *****SENT VIA CERTIFIED MAIL***** 

City, State, Zip 

 

RE:   NOTICE OF OVERDUE ACCOUNT 

 

 

Dear [name]: 

 

I am aware that my account (#) is overdue, but I have been unable to make payments in a timely 

manner due to the following circumstances:   

 

 

My financial difficulties are temporary. I can make a payment by [date]. I will be able to resume 

my regular payments as of [date].  During this modification period, I respectfully ask that you do 

not report my payments as late to the credit reporting repositories.   

 

I appreciate you working with me during this difficult time. Your cooperation and understanding 

is greatly appreciated.    

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

[Letter #16] 

 

 

 

 

 

 

 

 

 



[Date] 

 

Creditor     *****SENT VIA CERTIFIED MAIL***** 

City, State, Zip 

 

RE:   REDUCED-PAYMENT REQUEST FOR ACCOUNT 

 

 

Dear [name]: 

 

I am currently experiencing financial difficulties because [reason].   

 

I have examined my finances and developed a careful budget that includes payment to each 

creditor.   

 

In order to provide for my necessary expenses, I am requesting that each creditor accept a 

reduced payment until my situation improves with the full understanding that the reduced 

payment is temporary.  In place of my regular payment of [amount], I am requesting that you 

accept payment of [amount] each month. 

 

I am making every effort to correct my financial situation and expect things to be resolved as of 

[date]. Until I resume my regular repayments, I will not incur any new debt obligation. 

 

Upon your approval, I will immediately remit my first reduced payment. 

 

Thank you for your understanding and cooperation during this difficult time. 

 

If you have any questions or need additional information, please contact me at address listed 

below. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

[Letter #17] 

 

 

 

 



[Date] 

 

Creditor    *****SENT VIA CERTIFIED MAIL***** 

City, State, Zip 

 

RE:   REQUEST FOR CEASING PHONE CALLS 

 

 

Dear [name]: 

 

I have been receiving telephone calls from you concerning my account #. As you have been 

informed repeatedly, I cannot pay the bill at this time. 

 

Under 15 USCA 1692 c of the Fair Debt Collection Practices Act, this is my formal notice for 

you to cease all telephone calls except for those permitted by federal law. I am not cutting off 

communication with your company but rather reduce all communication to writing.   

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

 

 

 

[Letter #18] 

 

 

 

 

 

 

 

 

 

 

 

 

 



[Date] 

 

Creditor     *****SENT VIA CERTIFIED MAIL***** 

City, State, Zip 

 

RE:   PROPOSAL TO SETTLE ACCOUNT 

 

 

Dear [name]: 

 

Based on our recent discussions, you are aware that I am in financial difficulties because of 

[reason] and am not currently able to make payments on my account. 

 

My income barely covers my living expenses, and I have no assets to sell in order to pay you or 

my other creditors. 

 

I am committed to paying this debt and am willing to offer a settlement of $_____ as payment in 

full. 

 

Additionally, I ask that you report this account as “paid in full” and “paid as agreed” all major 

credit reporting agencies.  I know you have discretion to report as you deem appropriate so long 

as consistent with federal law. If you agree to these conditions, please notify me in writing and I 

will immediately facilitate payment.              

 

If you have any questions, please contact me at the address listed below. 

 

Thank you. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

 

[Letter #19] 

 

 

 

 



[Date] 

 

President    *****SENT VIA CERTIFIED MAIL***** 

Company 

City, State, Zip 

 

RE:   UNAUTHORIZED CREDIT INQUIRY 

 

Dear [President’s name] 

 

I recently discovered that your company ran an unauthorized report on me on [date].  I did not 

authorize such an inquiry and demand that you contact [name of credit reporting agency] 

immediately and have your inquiry deleted from my credit file. You do not have a permissible 

purpose to pull my credit report hence invaded my right to privacy and may subject to a fine.   

 

If you have any questions, please contact me at the address listed below.   

 

Thank you for your prompt attention to this matter. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

 

 

[Letter #20] 

 

 

 

 

 

 

 

 

 

 

 

 



[Date] 

 

Federal Trade Commission 

Consumer Response Center 

600 Pennsylvania Ave., NW 

Washington, DC 20580 

 

RE:   CREDIT COMPLAINT LETTER 

 

To Whom It May Concern: 

 

I am writing to file a complaint against [creditor or credit reporting agency].   

 

[Explain situation including name and telephone numbers of people you have spoken to] 

 

Over the past several months, I have tried to resolve this issue, but to no avail. Enclosed is 

documentation regarding my dealings with [company] to date. 

 

I am requesting your assistance in putting an end to this matter. If you have any questions or 

need additional information, please contact me at the address listed below. 

 

Thank you for your assistance. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

 

 [Letter #21] 

 

 

 

 

 

 

 

 

 



[Date] 

 

 

Federal Trade Commission 

Consumer Response Center 

600 Pennsylvania Ave., NW 

Washington, DC 20580 

 

RE:   PREDATORY LENDING COMPLAINT 

 

To Whom It May Concern: 

 

I am writing to file a complaint against [Loan Company] because of their predatory lending 

practices.   

 

[Explain situation including name and telephone numbers of people you have spoken to] 

 

I am requesting that you investigate this company and take any appropriate regulatory action, 

including any necessary referrals to state agencies. It is important that we put an end to these 

types of deceptive and unethical business practices.  

 

If you have any questions or need additional information, please contact me at the address listed 

below. 

 

Thank you for your assistance. 

 

Sincerely, 

 

 

Bruce Smith 

Address 

City, State, Zip  

 

 

 

 

 

 

 

 

[Letter 22] 

 

 

 

 

 



[Date] 

 

[Credit Repository Agency]                

Security Freeze            

[Address] 

 

RE:   CREDIT FREEZE 

 

Dear [Repository]: 

 

I respectfully request a credit freeze on my credit file.  My name is [your name]. 

 

My former name was (if applicable). 

 

My current address is listed below. My former address was [former address]. 

 

My social security number is [social security number]. 

 

My date of birth is [date of birth]. 

 

I have enclosed photocopies of my state issued identification along with proof of current 

residence.  (Utility bill will suffice). 

 

I have enclosed a fee of $_______for this service (Please check your state credit freeze laws to 

determine fee). 

 

Or  

 

I am victim of identity theft and have attached a copy of the investigative report from my local 

law enforcement agency.  Per the laws of the state of [state], I do not have to render a fee for the 

aforementioned freeze request.   

 

Thank you for your assistance. 

 

Sincerely, 

 

Bruce Smith 

Address 

City, State, Zip  

  

 

 

 

 

[Letter 23] 

 



[Date]     

 

[Debt Collector Name]    *****SENT VIA CERTIFIED MAIL***** 

[Address] 

 

 

RE: VALIDATION OF ACCOUNT 

Account #: [Acct #]  

 

To Whom It May Concern, 

 

I neither affirm, nor deny this purported debt. You claim I owe your company [$]. 

 

This letter is being sent to you in response to an entry made on my Credit Report dated [date]. 

Please be advised that this is not a refusal to pay the debt, but a notice sent pursuant to the Fair 

Debt Collection Practices Act, 1: USC 1692g Sec 809 (b) that your claim that I owe you money 

is disputed, and validation is requested. 

 

Under the Fair Debt Collections Practices Act, I have the right to request validation of the debt 

you say I owe you. I am requesting proof that I am the correct party, and there is some 

contractual obligation which is binding on me to pay this debt. This is NOT a request for 

“verification” via E-Oscar or proof of my mailing address, but a request for VALIDATION 

made pursuant to the above named Title and Section of the Fair Debt Collection Practices Act. 

 

Reporting inaccurate and unsubstantiated information to a credit reporting agency may constitute 

fraud under federal law. Compliance with this request is required under the laws of state and 

federal statutes. 
 

Debt validation includes the following: 
  

1. Who was the original creditor on this account, and what was the account number? 

2. What was the original amount owed? Please provide a complete payment history, starting 

with the original creditor. 

3. Please provide me documentation that indicates that I agreed to pay someone this sum of 

money. 

4. What was the original date of delinquency for this account? 

5. Agreement that grants you the authority to collect on this alleged debt, or proof of 

acquisition by assignment. 

6. What did you pay for this account, and how did you calculate the current amount owed? 
 

I require compliance with the terms and conditions of this letter within 30 days of your certified 

receipt, or a complete removal from my credit profile, in writing, of your claim. In the event of 

noncompliance, I reserve the right to file charges and/or complaints with the FTC, and 

appropriate county, state, and federal authorities. I also hereby reserve my right to take private 

civil action against your company to recover damages. 

 



In addition, the Fair Credit Reporting Act states that while this item is being investigated you 

must indicate to the bureau that the account is under dispute and will remove/cease from 

reporting this information to the Credit Reporting Agency until full validation has been 

completed.  

 

I have sent a copy of this request for validation to the three national Credit Reporting Agencies 

to begin their 30-day investigational process concurrent with your investigation. 

 

Sincerely, 

  

Bruce Smith 

Address 

City, State, Zip  

 

 

CC:  TransUnion, Equifax, Experian   

 

 

 

 

 

 

 

 

 

 

 

 

[Letter 24] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



[Date] 

 

Bruce Smith 

Address 

City, State, Zip  

 

RE:   TERMS AGREEMENT 

          (Debt collector acct #/ reference original acct #) 

 

Dear Mr. Smith: 

 

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, 

 

 

Debt Collector 

(Name/title of individual making decision) 

Address 

City, State 

 

[Letter #25] 
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