Sample Debtors Exam Collection Letter – Individual Debtor

“CERTIFIED MAIL”







        (or) “RECEIPT RECORDED FAX/EMAIL”

Month/Day/Year
Contact

Business name (if applicable)
Address

City, State Zip

Re:

Account #

Date

Amount



574928


M/D/Y

1,137.38


Interest:


     
     74.36


TOTAL AMOUNT DUE:
 
1,211.74

To Whom It May Concern:

The above amount which is currently over 90 days old has been deemed uncollectible by this department and as such must now be forwarded to the <County> County court system for preparation and service of a Small Claims Court Action and subsequent Debtors Exam Order.
You will receive a subpoena and be required to appear in <County> County court along with copies and statements of the following:  all property, stocks, bonds, notes, bank accounts, real estate, pensions, financial statements, tax returns, insurance policies, and vehicle titles.
You will be required to bring all checkbooks, savings and money market accounts, the deeds to all property owned, tax returns and financial statements for the past three (3) years, the original title certificate for each vehicle owned, and finally a current accounts receivable aging report showing names and addresses of all customers along with amounts owing. 
See attachment for a complete list of all items and documents you will be required to produce under this subpoena.

It is our intent to pursue collection of this judgement on a voluntary basis.  Should we not receive the total amount due listed above by <date>, you will receive legal service to appear in <County> County Small Claims Court followed by post-judgment remedies as described herein.
Sincerely,

Your Name

Your Title

Encl.

