Appendi x 5
DEMAND LETTERS

Thi s appendi x outlines the contents for and provi des exanpl es of
demand letters to be sent to debtors. These include:

Letter Type Sent By
Initial Letter Requesting Paynent of Debt Action Oficial
-- Contents

-- Exanple 1 (Paynent to be Sent to RAD)
-- Exanple 2 (Paynent to be Wre Transferred)

First Followup Letter Action Oficial
-- Contents
-- Exanpl e

Second Fol | owup Letter
-- Contents
-- Exampl e

Notice of Intent for Final Action CCQ DCO
-- Contents
-- Exanpl e

Fi nal Action Letter
-- Contents
-- Exanple 1 (Absolution of Debt)
-- Exanple 2 (Referral to DQJ)
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Initial Letter Requesting Paynent of Debt
CONTENTS

Debt or's Name
Debtor's Current
Addr ess ZI P Code
Dear Debtor's Name:

Subj ect: Request for Paynent
Social Security No. - nunber

Par agr aph(s) re:
0 Basic identification of the debt and anount owed;
0 Accept abl e net hods of paynent;

0 The date by which paynment is to be nade to prevent the
debt from becom ng delinquent; and



o] Where and how to send the rem ttance.

Par agr aph(s) re:

0 The basis for indebtedness, also referencing attached
i nvoi ce.
0 VWhat ever rights the debtor may have to seek revi ew

wi thin the agency.

0 The applicabl e standards and rates for assessing
interest, penalties, and adm nistrative costs.

Cl osing statement including the name and phone nunber of a
contact person.

Si ncerely,
Si gned
Action O ficial
Encl osure an invoice nust acconpany this letter
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Initial Letter Requesting Paynent of Debt
EXAMPLE 1 -- PAYMENT TO BE SENT TO THE RAD

Ms. June Debt or
123 Any Street
Sonmewher e, USA 00000- 0000

Dear Ms. Debtor:

Subj ect: Request for Paynent
Social Security No. - nunber

A review of the closing statenent on the Departnent of Housing
and Urban Devel opnent (HUD) house you now own showed nbney anount
too much had been sent to the HUD Ofice of Finance and Accounti ng.
In an effort to correct this situation, we requested on date , that
a noney anount anmount be refunded to you. On date , we received a
letter fromour closing agent stating that he had wired noney
anobunt too nuch to your closing.

It has been determ ned through an investigation of this matter
that the noney amobunt refunded to you did in fact belong to the
closing agent. Therefore, you are indebted to HUD for nobney
anount

To prevent this debt from beconing delinquent, please renit,
within 30 days fromthe date of this letter, a certified check or
noney order payable to the Departnent of Housing and U ban
Devel opnent in the amobunt of noney anount . The check shoul d be



sent to: Regional Accounting Director/Anywhere Regiona
O ficel/Building Name/ Street Address/City, State, ZI P Code.

Interest at the rate of percent % per annumw || be assessed
on this debt, if it is not paid or satisfactorily resolved within 30
days fromthe date of this letter. |If not paid or satisfactorily

resolved within 90 days fromthis date, a 6.00% per annum penalty and
adm ni strative costs will be assessed on the anpbunt of this debt.

Shoul d you have docunmentation to indicate that this debt is
erroneous, if you wish to discuss paynent of this debt or obtain
copi es of the supporting docunentation, or if you have any questions
concerning this debt, please contact nane , of ny staff, on phone
nunber

Si ncerely,
Si gned
Director, Ofice of Housing
Encl osure
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Initial Letter Requesting Paynent of Debt
EXAMPLE 2 -- PAYMENT TO BE W RE TRANSFERRED

Ms. June Debt or
123 Any Street
Sonmewher e, USA 00000- 0000

Dear Ms. Debtor:

Subj ect: Request for Paynent
Social Security No. - nunber

A review of the closing statenent on the Departnent of Housing
and Urban Devel opnent (HUD) house you now own showed npbney anount
too much had been sent to the HUD Ofice of Finance and Accounti ng.
In an effort to correct this situation, we requested on date , that
a noney anpunt amount be refunded to you. On date , we received a
letter fromour closing agent stating that he had wired noney
amount too much to your closing.

It has been determ ned through an investigation of this matter
that the nmoney amobunt refunded to you did in fact belong to the
closing agent. Therefore, you are indebted to HUD for nobney
anmount

To prevent this debt from beconing delinquent, please renit,
within 30 days, by wire transfer froma conmerci al bank the amount of
noney ampunt . The transfer of funds will be rmade to the
Department of Treasury, using the instructions and specific
information furnished by HUD. The bank's acknow edgnent of the wire
transfer and a copy of this letter nust be sent, within two days of



the wire transfer, to: Regional Accounting Director/Anywhere
Regi onal O fice/Buil ding Nane/ Street Address/ City, State, ZI P Code.

Interest at the rate of percent % per annumw || be assessed
on this debt, if it is not paid or satisfactorily resolved within 30
days fromthe date of this letter. |If not paid or satisfactorily
resolved within 90 days fromthis date, a 6.00% per annum penalty and
adm ni strative costs will be assessed on the anpbunt of this debt.

Shoul d you have docunmentation to indicate that this debt is
erroneous, if you wish to discuss paynent of this debt or obtain
copi es of the supporting docunentation, or if you have any questions
concerning this debt, please contact nane , of ny staff, on phone
nunber

Si ncerely,
Si gned
Director, Ofice of Housing
Encl osure
OCT 26 1987 Page 4 of 13
Appendi x 5
First Followp Letter
CONTENTS
Debtor's Nane
Debtor's Current
Addr ess, ZI P Code
Dear Debtor's Name:
Subj ect: Request for Paynent
Social Security No. - nunber
Par agr aph(s) re:
0 The reason for a followup letter (e.g., no reply or

unacceptabl e reply received or response to debtor's
reply which di sputed debt or suggested other than |ump
sum paymnent) and anmount owed incl uding interest
accrued to date.

0 A statenent that debt is now delinquent and being
moni tored cl osely by the accounting department.

0 Amount owed, acceptabl e net hods of paynment, the date
by whi ch paynent nust be nade, and where and how to
send the rem ttance.

0 The accrual of interest at a specified rate until the
debt is paid or satisfactorily resolved, and the
assessnent of a 6.00% (per annun) penalty and
adm nistrative costs, if the debt is not paid or



satisfactorily resolved in 60 days fromthe date of
letter.

0 What ever rights the debtor may have to seek revi ew
within the agency (if not already requested).

0 Del i nquent debt coll ection

Cl osing statement including the name and phone nunber of a
contact person (should be same person as in initial letter).

Si ncerely,
Si gned
Director of Regional Accounting

Encl osure an invoice nust acconpany this letter
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First Followp Letter
EXAMPLE
Ms. June Debt or
123 Any Street
Somewher e, USA 0000- 0000
Dear Ms. Debtor:
Subj ect: Request for Paynent
Social Security No. - nunber

By letter dated date , you were notified that you nust pay to
the Departnment of Housing and Urban Devel opnent (HUD) the anmpunt of
noney anmount to satisfy an indebtedness according to the encl osed
I nvoi ce, HUD 216, dated date . This amount includes amount of
interest accrued to date at the rate of percent % The Depart nent
has not yet received your paynent.

This debt is now delinquent and is being nonitored closely by
the accounting departnent. Your paynment will be pronptly deposited
and recorded upon receipt. Please remt, within 30 days fromthe
date of this letter, a certified check or noney order payable to the
Depart ment of Housing and Urban Devel opnent in the anpbunt of noney
amount . The check should be sent to: Regional Accounting
Di rect or/ Anywhere Regional Ofice/Building Name/ Street Address/City,
State, ZI P Code.

Failure to conply with this request may result in one or nore
of the follow ng actions agai nst you

Reporting this debt to a credit bureau

Legal action against you by the Departnent of Justice;
Reporting the debt to the Internal Revenue Service;
Initiation of admi nistrative sanctions, such as debarnent

O O O0Oo



fromfurther use of HUD and other Federal Agency prograns.

Interest will continue to accrue at the rate of percent % per
annumuntil the debt is paid or satisfactorily resolved. A 6.00%
per annum penalty and administrative costs will be added to the debt,
if it is not satisfactorily resolved or paid within 60 days of this
noti ce.

Shoul d you have docunentation to indicate that this debt is
erroneous, if you wish to discuss paynment of this debt or obtain
copi es of the supporting docunentation, or if you have any questions
concerning this debt, please contact nane , of ny staff, on phone
nunber

Si ncerely,
Si gned
Director, Ofice of Housing
Encl osure
OCT 26 1987 Page 6 of 13
Appendi x 5
Second Fol | owup Letter
CONTENTS
Debt or' s Name
Debtor's Current
Addr ess ZI P Code
Dear Debtor's Name:
Subj ect: Request for Paynent
Social Security No. - nunber
Par agr aph(s) re:
0 The reason for this second followp letter (much the
sanme as the first followp letter).
0 Amount owed, including interest accrued to date,

accept abl e net hods of paynent, the date by which
paynment mnust be received, and where and how to send
the remttance.

0 A statenent that collection efforts will be
transferred to the Cains Collection Oficer should
paynment not be received by the stated date.

0 The accrual of interest at a specified rate until the
debt is paid or satisfactorily resolved, and the
assessnent of a 6.00% (per annun) penalty and
adm nistrative costs, if the debt is not paid or
satisfactorily resolved in 30 days fromthe date of
letter.



0 What ever rights the debtor nay have to seek review
within the agency (if not already requested).

0 The reporting of this delinquent debt to a credit
reporting agency if satisfactory paynent arrangenents
are not made within 60 days fromthe date of this
letter.

Cl osing statement including the name and phone nunber of a
contact person in the Regional Accounting Division.

Si ncerely,
Si gned
Action Oficial

Encl osure an invoice nust acconpany this letter
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Second Fol  owup Letter
EXAMPLE
Ms. June Debt or
123 Any Street
Somewher e, USA 0000- 0000
Dear Ms. Debtor:
Subj ect: Request for Paynent
Social Security No. - nunber

By letter dated date , you were notified that you nust pay to
the Departnment of Housing Urban Devel opnent (HUD) the anopunt of
nmoney anmount to satisfy an indebtedness according to the encl osed
I nvoi ce, HUD 216, dated date . Notw thstanding these demands, you
have failed to nake any paynment on this obligation.

Thi s debt continues to be delinquent and is being nonitored
closely by the accounting departnent. Interest in the anount of
amount has accrued to date. Your paynent will be pronptly
deposited and recorded upon receipt. Please remt, within 30 days
fromthe date of this letter, a certified check or noney order
payable to HUD in the anmbunt of npney amobunt . The check shoul d be
sent to: Regional Accounting Director/Anywhere Regional Ofice/
Bui | di ng Nane/ Street Address/City, State, ZI P Code.

Failure to conply with this request will cause ne to transfer
collection efforts for this debt to the dains Collection Oficer.

In addition, this delinquent debt will be reported by the
Clains Collection Oficer to a credit reporting agency unl ess
sati sfactory payment arrangenents can be nade within 60 days from
the date of this letter.



Interest will continue to accrue at the rate of percent % per
annumuntil the debt is paid or satisfactorily resolved. A 6.00% per
annum penalty and adm nistrative costs will be added to the debt if
it is not satisfactorily resolved or paid within 30 days of this
noti ce.

Shoul d you have docunentation to indicate that this debt is
erroneous, if you wish to discuss paynment of this debt or obtain
copi es of the supporting docunmentation, or if you have any questions
concerning this debt, please contact nane , of ny staff, on phone
nunber

Si ncerely,
Si gned
Director, Ofice of Housing
Encl osure
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Notice of Intent for Final Action Letter
CONTENTS
Debt or' s Name
Debtor's Current
Address, ZI P Code
Dear Debtor's Nane:
Subject: Notice of Intent for Final Action
ClaimNo. - nunber
Soci al Security No. nunber
Date of the Debt - date
Par agr aph(s) re:
0 The reason for the letter (e.g., no reply or

unacceptabl e reply received, or response to debtor's
reply and suggested course of action) and anount
owed, including interest, penalties, and

adm ni strative costs accrued to date.

o] The next action to be initiated to resolve this
claim and

0 If applicable, a statenent that collection efforts
will be transferred to the Departnental d ains
Oficer (DCO for nore aggressive collection efforts
shoul d payment not be received by the stated date.

0 Anmount owed, which includes interest accrued,
penal ties, and administrative costs; acceptable
met hods of paynent; the date by which paynent nust be



recei ved; and where and how to send t he paynent.

0 Met hods of collection that will be enpl oyed and/ or
recommended.

0 Interest, penalties, and adnministrative costs will
continue to be assessed.

0 VWhat ever rights the debtor may have to seek revi ew
within the agency (if not already requested).

Closing statenment including a request to contact the dains
Col l ection O ficer and his/her phone nunber

Si ncerely,
Si gned

Clains Collection Oficer
or Departnental Cainms Oficer

Encl osure an invoice should acconpany this letter
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Notice of Intent for Final Action
EXAMPLE

M. John Debt or
123 Any Street
Sonmewher e, USA 0000- 0000

Dear M. Debtor:

Subject: Notice of Intent for Final Action
ClaimNo. - nunber
Social Security No. - nunber
Date of the Debt - date

Your letter dated date , requesting a waiver of your
i ndebt edness was received on date . As a result, collection action
has been suspended while a review is nmade of the documents you
submitted disputing the claim You will be notified as soon as a
determ nati on has been made. |If the determination is not favorable
to you, and paynent is not received by the requested date, collection
efforts will be transferred to the Departnental Cains Oficer

Shoul d your wai ver of indebtedness not be granted, please renit
a check in the anmount of noney anpbunt within 30 days fromthe date
of notification to you of the decision, to the foll ow ng address:

U S. Department of Housing and Urban Devel opnent
O fice of Finance and Accounting

451 7th Street, S.W, Room 3220

Washi ngt on, DC 20410



If it beconmes necessary to forward your claimto the
Departnmental Clainms Oficer for final resolution, your indebtedness
may be subject to |iquidation of your collateral and/or referral to
the Department of Justice for |egal action

Interest at the rate of percent % per annum a 6.00% penalty,
and adm nistrative costs will continue to be assessed to your debt
until it is paid or satisfactorily resol ved.

Shoul d you have any questions concerning this letter, please
contact me on phone nunber

Si ncerely,
Si gned
Clains Collection Oficer
Encl osure
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Fi nal Action Letter
CONTENTS
Debtor's Nane
Debtor's Current
Addr ess, ZIP Code
Dear Debtor's Nane:
Subject: Notice of Final Action
ClaimNo. - nunber
Social Security No. - nunber
Date of the Debt - date
Par agr aph(s) re:
0 The reason for the letter (to informdebtor of action
bei ng taken to resolve claim;
0 Sunmary of background information and basis for
action being taken; and
0 How paynent of ampbunt owed can still resolve the
claim if appropriate.
Par agr aph(s) re:
0 Amount owed -- including interest, penalties and
adm nistrative costs -- and where and how to send the
paynment .
0 Interest, penalties, and administrative costs will

continue to be assessed on debt, if appropriate.



0 What ever rights, if any, the debtor may still have to
seek review within the agency (if not already
request ed) .

Closing statement including a request to contact the dains
Collection Oficer or the Departnental Clainms Oficer and
hi s/ her phone nunber.

Si ncerely,
Si gned
Clainms Collection Oficer
or Departnental Cdains Oficer
Encl osure an invoice should acconpany this |etter when appropriate
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Fi nal Action Letter
EXAMPLE 1 -- ABSCLUTI ON OF DEBT

M. John Debt or
123 Any Street
Sonmewher e, USA 0000- 0000

Dear M. Debtor:

Subject: Notice of Final Action
ClaimNo. - nunber
Social Security No. - nunber
Date of the Debt - date

This is to informyou that you have been absol ved of your
i ndebt edness to the Departnent of Housing and Urban Devel opnent in
the ambunt of anpbunt . All background data, including docunents you
submitted with your letter of date , have been reviewed. It was
determ ned that your alleged indebtedness which arose as a result of
the services you performed in connection with the Miltifamly project
-- as described in the letter dated date -- was in error, and
legally without nerit.

This claimhas been termnated as of date . Al records are
bei ng corrected to reflect this updated status.

Shoul d you have any further problens or questions, please
contact me on phone number

Thank you for your cooperation in resolving this matter.
Si ncerely,
Si gned
Clainms Collection Oficer
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Final Action Letter
EXAVPLE 2 -- REFERRAL TO DQJ

M. John Debt or
123 Any Street
Sonmewher e, USA 0000- 0000

Dear M. Debtor:

Subject: Notice of Final Action
ClaimNo. - nunber
Social Security No. - nunber
Date of the Debt - date

This is to informyou that your claimhas been referred to the
Department of Justice for legal action to be taken against you. This
matter was transferred on date . W have attenpted to solicit your
cooperation and contacted you by letters dated date , date

date , and date , to resolve your indebtedness.

Duri ng several tel ephone conversations, you stated that an
error had been made and that you had docunents to support your
position. W have not received any correspondence fromyou to date
requesting a waiver or administrative review, although we inforned
you of this right. You may still resolve this matter by renitting a
certified check or noney order payable to the Departnent of Housing
and Urban Devel opnent for noney amobunt wthin 5 days, to the
fol | owi ng address:

U. S. Department of Housing and Urban Devel opnent
O fice of Finance and Accounting

451 7th Street, S.W, Room 3220

Washi ngt on, DC 20410

Pl ease be aware that interest, penalties, and administrative
costs will continue to be assessed until this matter is legally
resol ved.

Shoul d you have any questions concerning this letter, you may
contact me on phone number

Si ncerely,
Si gned
Departnental Clainms Oficer
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