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[date]
[creditor name]

[Creditor address]

[Creditor city, state, zip]

[Client’s name]

[Client’s account number with creditor]

Dear [Name] 
I am a volunteer attorney with Volunteer Lawyers Network representing [client name] free of charge.  He/she informs me that you have been contacting his/her requesting payment of the above-referenced account. 
Please be advised that regardless of any merits to your case, [client name] has no ability to pay this sum. [Details, e.g, “Her sole source of income is social security disability. This income is exempt from levy or garnishment under Minnesota Law. She has no assets that are not exempt from creditors under Minnesota law.] Proof of this is enclosed with this letter.  
[Client name] is unable to voluntarily pay this sum given his/her present financial circumstances.  All of his/her current income is used to simply to meet basic living needs for himself/herself [and his/her family]. 

Further collection efforts by you will be futile and a waste of your time.  [Client name] does not expect his/her financial circumstances to improve at any time in the foreseeable future.
[Client name] requests that you have no further contact with him.  Therefore as required under 15 U.S.C. 1692(c), please refrain from any further direct contact with my client. All further communication regarding this matter should be through me.
Sincerely,

[Attorney name]
[Attorney I.D. No.]
Enclosure 

Cc:   [Client]
