

{email}	{cellPhone}
Welcome Letter – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},
 
It was good talking to you today, after we spoke, I filed an Entry of Appearance and Affirmative Defenses on your case {casePlaintiff} v. {caseDefendant}, {caseNumber}.  And we will cover all court appearances on your case.  

I have attached a welcome letter with some information about our firm to this email.  And I have cc’ed the other attorney that is also representing you on your case, Mr. James Crump, and our legal secretaries Faith Hinton and Miranda Carlson on this email.  We will also place a copy of the attached letter in the mail. 

Best regards, 


Faith, 

{clientNamePrefix} {clientLastName} has the following debt collectors that are reporting to send FDCPA dispute letters:
· {debtCollector1Name} regarding a {debtCollector1Creditor} account (Acc. No. {debtCollector1Account}) for ${debtCollector1Amount},
· {debtCollector2Name} regarding a {debtCollector2Creditor} account (Acc. No. {debtCollector2Account}) for ${debtCollector2Amount}, 
· {debtCollector3Name} regarding a {debtCollector3Creditor} account (Acc. No. {debtCollector3Account}) for ${debtCollector3Amount},
· {debtCollector4Name} regarding a {debtCollector4Creditor} account (Acc. No. {debtCollector4Account}) for ${debtCollector4Amount}, 
· {debtCollector5Name} regarding a {debtCollector5Creditor} account (Acc. No. {debtCollector5Account}) for ${debtCollector5Amount},
· {debtCollector6Name} regarding a {debtCollector6Creditor} account (Acc. No. {debtCollector6Account}) for ${debtCollector6Amount},
· {debtCollector7Name} regarding a {debtCollector7Creditor} account (Acc. No. {debtCollector7Account}) for ${debtCollector7Amount},
· {debtCollector8Name} regarding a {debtCollector8Creditor} account (Acc. No. {debtCollector8Account}) for ${debtCollector8Amount}, and 
· {debtCollector9Name} regarding a {debtCollector9Creditor} account (Acc. No. {debtCollector9Account}) for ${debtCollector9Amount}.

Note
{currentDate}:SM
· Emailed client the welcome letter, cc’ed Faith to place a copy of the letter in the mail and let her know about the new client. 
{caseDivisionLocation} {discoCosDateString} {caseAnswerFiledDateString} {caseAnswerDateString} {caseFilingDateString}




For Miranda

Welcome Letter – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},
 
After seeing that you signed your retainer agreement, we filed an Entry of Appearance on your case {casePlaintiff} v. {caseDefendant}, {caseNumber}.  And our firm will cover all court appearances on your case.  

I have attached a welcome letter with some information about our firm to this email.  And I have cc’ed your attorneys Sean McElwain and James Crump, and our other legal secretaries Faith Hinton and Teri Robinson on this email.  We will also place a copy of the attached letter in the mail. 

Faith handles anything related to payments to our firm, and I help our attorneys manage our debt defense practice.  My direct number is 816-670-2181.  You are more than welcome to contact our attorney directly at any time about your case, but if you do not reach them and keep me in the loop then I can answer any quick questions or follow up with them for a response or schedule a call to discuss any questions. 

Best regards, 


Note
{currentDate}:MC
· Emailed client the welcome letter, cc’ed Sean and James, and then Faith to let her know about the new client and Teri to place a copy of the letter in the mail. 




Representation Follow up – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},
 
Thank you for reaching out today, I looked up the details on your case {casePlaintiff} v. {caseDefendant}, {caseNumber}.  For reference, the first court date is set for {caseAnswerDate}.

I expect that with some negotiations to be able to settle a case like this one in the range of {settlementOfferPercentExpected}% (${settlementOfferExpected}) of the balance requested in the petition (${caseSuitAmount}).  

it is just a status conference, so there is not a rush to settle this at this time.  But as a suggestion, we could start with something like {settlementOfferPercentCurrent}% of the balance at ${settlementOfferCurrent} to see how they respond with the goal of getting it to the typical range. 

Our retainer fee would be $400.00 and we can do monthly payments on that, usually we do about six month payment plans.  Our one condition on a payment plan is that the payments be scheduled through an automatic withdraw on a debit card.  
 
If that all sounds good and you would like to retain us, I can send out a retainer agreement via DropBox sign and you will be able to set the payment dates and enter your card information when you sign the retainer.  Once it is signed you have fully retained us on your case, and we cover all court dates.  

Also, if you have any additional questions, I can answer them via email, text, or a phone call, whichever is your preference. I have attached a copy of the petition on your case for your reference.  If you would like to set up a time for a call, the link below connects to my calendar. 
· https://calendly.com/sean_callahanlawkc 

 
Best regards, 

Note
{currentDate}:SM
· Emailed about representation with information about the case.  






Discovery Requests and Responses – {casePlaintiff} v. {caseDefendant}, {caseNumber}

[bookmark: _Hlk138145379]{clientNamePrefix} {clientLastName},
 
I am reaching out because our office received a set of discovery requests on your case {casePlaintiff} v. {caseDefendant}, {caseNumber} and I prepared responses that sent out via DropBox Sign with a box in the bottom corner of each page to initial, and then at the end of the document a verification of the responses for you to sign.  
 
For a bit of context, Discovery is the formal process in a lawsuit that allows parties to request information and things from another party.  {casePlaintiff} sent us Request for Admissions, Interrogatories, and Request for Production of Documents, we prepared responses to each of these on your behalf.  Plaintiff is sending out these discovery requests because it is a tactic to get the case resolved.  If we do not respond, then that is a basis for the Plaintiff to motion to the court that we must respond to them, or they can ask the court that the non-responses be deemed as admissions to the questions they are asking.  So, it is primarily just important that we respond to them timely, if we do that, I do not expect them to do anything further with these responses. 

If you have any questions, we can set up a time to discuss these responses using the link below or you are welcome to just call me at 913-208-5365 and if I am available, we can speak at that time. 
· https://calendly.com/sean_callahanlawkc 

 
Best Regards,


Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me know.  We can also set up a time for a phone call.  Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 

Note
{currentDate}:SM
· Emailed client about discovery requests from {casePlaintiff}, CoS date {discoCosDate} that I sent out via DropBox, also texted the client to let them know that I emailed them. 




Discovery Requests and Responses – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},
 
I am reaching out because our office received a set of discovery requests on your case {casePlaintiff} v. {caseDefendant}, {caseNumber} and I prepared responses that Ryan would like to go over with you prior to sending to opposing counsel.  Before discussing them, I will load the responses into DropBox Sign with a box in the bottom corner of each page to initial after reviewing it. 
 
For a bit of context, Discovery is the formal process in a lawsuit that allows parties to request information and things from another party.  {casePlaintiff} sent us Request for Admissions, Interrogatories, and Request for Production of Documents, we prepared responses to each of these on your behalf.  Of specific concern is responding to the requests for admissions.  Under the law, the failure to respond to the requests can result in the requests being deemed admitted and then the facts that are established through those admissions can then be used as a basis for the Plaintiff to request judgment from the Court.  When you are available, Ryan can discuss the responses prior to sending them out.  
 
When would be a good time for a call to review these responses?

 
Best Regards,

Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me or know.  We can also set up a time for a phone call with Ryan.  

Note
{currentDate}:SM
· Emailed client about discovery requests from {casePlaintiff}, CoS date {discoCosDate} that I sent out via DropBox, also texted the client to let them know that I emailed them. 
· Cc’ed Ryan




[bookmark: _Hlk139461639]{caseNumber} – Responses to Plaintiff's Discovery Requests | File No. {caseOCFileNumber}

{caseAttyFirstName},

Attached are the Defendant’s Responses to Plaintiff’s Discovery Requests on {casePlaintiff} v. {caseDefendant}, {caseNumber}. 

Best regards, 


Note
{currentDate}:SM
· Emailed {caseAttyFirstName} with our discovery responses to the discovery requests from {casePlaintiff}, CoS date {discoCosDate}. 
· E-filed CoS dated {currentDate}

For B&G when I only send the RFAs back

{caseNumber} - Responses to Plaintiff's Discovery Requests

Nicole and Jenny,

Attached are the Defendant’s Responses to Plaintiff’s Request for Admission on {casePlaintiff} v. {caseDefendant}, {caseNumber}.  

Best regards, 

Note
{currentDate}:SM
· Emailed Nicole and Jenny with our RFA responses to the discovery requests from {casePlaintiff}, CoS date {discoCosDate}. 
· E-filed CoS dated {currentDate}


{caseNumber} – Defendant's Discovery Requests | File No. {caseOCFileNumber}

{caseAttyFirstName},

Attached are the Defendant’s Discovery Request Directed to {casePlaintiff}, on {casePlaintiff} v. {caseDefendant}, {caseNumber}. 

Best regards, 


Note
{currentDate}:SM
· Emailed {caseAttyFirstName} with our discovery requests {casePlaintiff}
· E-filed CoS dated {currentDate}



Settlement Offer – {casePlaintiff} v. {caseDefendant}, {caseNumber}  | File No. {caseOCFileNumber}

{caseAttyFirstName},

Our client authorized a settlement offer on {casePlaintiff} v. {caseDefendant}, {caseNumber} at ${settlementOffer}, if this agreeable to your client, I can let my client know and set a payment due date.  

Best regards

Note
{currentDate}:SM
· Emailed {caseAttyFirstName} an offer at ${settlementOffer} ({settlementOfferPercentCurrent}%). 


{caseAttyFirstName},

Our client authorized a settlement offer on {casePlaintiff} v. {caseDefendant}, {caseNumber} at ${settlementAmount}, payable in {settlementInstallmentNo} monthly installments of {settlementInstallmentAmount} through a stay of execution on a consent judgment with terms to satisfy the judgment upon payment of the settlement amount.  If this is agreeable to your client, I can let my client know and we can set a first payment date for the proposed consent judgment. 

Best regards


Note
{currentDate}:SM
· Emailed {caseAttyFirstName} an offer at ${settlementOffer} ({settlementOfferPercentCurrent}%), payable in {settlementInstallmentNo} monthly installments of {settlementInstallmentAmount}. 



Hardship Request – {casePlaintiff} v. {caseDefendant}, {caseNumber} | File No. {caseOCFileNumber}

{caseAttyFirstName},

I am reaching out regarding {casePlaintiff} v. {caseDefendant}, {caseNumber} because our client’s income is exempt from garnishment, and I was curious if your client would dismiss their case under a hardship dismissal policy.  We can supply documentation of our client’s exempt income. 

Best regards,


Note
{currentDate}:SM
· Emailed {caseAttyFirstName} requesting hardship dismissal.  




Request to Continue – {casePlaintiff} v. {caseDefendant}, {caseNumber} | File No. {caseOCFileNumber}

{caseAttyFirstName},

I am reaching out because I have a vacation next week and James has a conflict with other matters that he is covering.  Are you agreeable to a Joint Motion to Continue {casePlaintiff} v. {caseDefendant}, {caseNumber}?

I have prepared a proposed Motion and Order that I can file if you are agreeable, and then I can email over a courtesy copy to the Court with you cc’ed.

Best regards,


Note
{currentDate}:SM
· Emailed {caseAttyFirstName} about a Joint Motion to Continue due to a conflict for my vacation.  




Offer from Plaintiff – {casePlaintiff} v. {caseDefendant}, {caseNumber} 

{clientNamePrefix} {clientLastName},
 

As an update on your case {casePlaintiff} v. {caseDefendant}, {caseNumber}, {caseOpposingCounsel} reached out with a settlement offer on your case.  They offered a settlement of ${settlementOffer} as either a lump sum or with monthly payments. 

I expect that with some negotiations to be able to settle a case like this one in the range of {settlementOfferPercentExpected}% (${settlementOfferExpected}) of the balance requested in the petition (${caseSuitAmount}).  The next court date is 4/3/2024, and it is just a status conference, so there is not a rush to settle this at this time.  But as a suggestion, we could start with something like {settlementOfferPercentCurrent}% of the balance at ${settlementOfferCurrent} to see how they respond with the goal of getting it to the typical range. 

Best Regards,


Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me know.  We can also set up a time for a phone call.  Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 


Note
{currentDate}:SM
· Emailed client to let them know that Plaintiff offered a settlement of ${settlementOffer} and suggested {settlementOfferPercentCurrent}% of the balance at ${settlementOfferCurrent}
· Followed up with a text message to let the client know with a Calendly link if they want to schedule a phone call. 



Offer Suggestion – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName}, 

I am reaching out to discuss extending a settlement offer on your case, {casePlaintiff} v. {caseDefendant}, {caseNumber}.  I would expect to be able to settle a case like this one in the range of about {settlementOfferPercentExpected}% (${settlementOfferExpected}) of the balance requested in the petition (${caseSuitAmount}), so we could start with something like {settlementOfferPercentCurrent}% of the balance at ${settlementOfferCurrent} and see how opposing counsel responds.  
 
If you are interested in a payment arrangement, that is possible through an agreement via a stay of execution on a consent judgment where a judgment is entered with the court indicating you did owe the underlying debt, and then an agreement stating that if certain monthly payments are made until the agreed upon settlement amount is paid, then the judgment for the total balance will be satisfied by payment of the settlement amount.  

If you do want a payment plan on the settlement and let me know a proposed monthly payment amount, then we can include in the settlement offer. 
 
Best regards, 


Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me know.  We can also set up a time for a phone call.  Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 

Note
{currentDate}:SM
· Emailed client with an offer suggestion at {settlementOfferPercentCurrent}% of the balance at ${settlementOfferCurrent}
· Followed up with a text message to let the client know with a Calendly link if they want to schedule a phone call. 




Offer Update – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName}, 

I am reaching out to follow up and provide an update on your last offer on your case on your case, {casePlaintiff} v. {caseDefendant}, {caseNumber}.  In response to our last offer of at ${settlementOfferCurrent} ({settlementOfferPercentCurrent}%) through {settlementInstallmentNo} monthly payments, opposing counsel counteroffered to settle at $2,500.00 (71%) in 15 payments. 

This offer is in the typical range that I would expect to be able to settle a case like this one in the range of {settlementOfferPercentExpected}% (${settlementOfferExpected}) of the balance requested in the petition (${caseSuitAmount}), so if this is agreeable to you, I can let opposing know. 

Alternatively, as a suggestion we could also respond with a counteroffer that splits the difference at ${settlementOffer}, (65%) in {settlementInstallmentNo} monthly payments of ${settlementInstallmentAmount}per month. 

[bookmark: _Hlk162099034]If you would like to accept the offer, or if you would like to counteroffer some other amount, just let me or James know, and we can follow up with Plaintiff’s counsel.  

Best regards,

Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me know.  We can also set up a time for a phone call.  Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 

Note
{currentDate}:SM
· Emailed client an update with Plaintiff’s last offer. 
· Followed up with a text message to let the client know with a Calendly link if they want to schedule a phone call. 


Joint Motion to Continue – {casePlaintiff} v. {caseDefendant}, {caseNumber}

Clerk Name,

I am emailing because I filed a Joint Motion to Continue {casePlaintiff} v. {caseDefendant}, {caseNumber} and I wanted to email over a courtesy copy to the Court.  Opposing counsel is cc’ed on this email. 

Best regards,


Note
{currentDate}:SM
· Filed a Joint Motion to Continue and emailed a courtesy copy to the clerk with opposing counsel cc’ed. 



Dispute /  No Contact Letters

[bookmark: _Hlk140606984]{clientNamePrefix} {clientLastName},

Attached are the dispute and no contact letters for your tradelines with Debt Collectors.  

Specifically, letters to:
· {debtCollector1Name} regarding a {debtCollector1Creditor} account (Acc. No. {debtCollector1Account}) for ${debtCollector1Amount},
· {debtCollector2Name} regarding a {debtCollector2Creditor} account (Acc. No. {debtCollector2Account}) for ${debtCollector2Amount}, 
· {debtCollector3Name} regarding a {debtCollector3Creditor} account (Acc. No. {debtCollector3Account}) for ${debtCollector3Amount},
· {debtCollector4Name} regarding a {debtCollector4Creditor} account (Acc. No. {debtCollector4Account}) for ${debtCollector4Amount}, 
· {debtCollector5Name} regarding a {debtCollector5Creditor} account (Acc. No. {debtCollector5Account}) for ${debtCollector5Amount},
· {debtCollector6Name} regarding a {debtCollector6Creditor} account (Acc. No. {debtCollector6Account}) for ${debtCollector6Amount},
· {debtCollector7Name} regarding a {debtCollector7Creditor} account (Acc. No. {debtCollector7Account}) for ${debtCollector7Amount},
· {debtCollector8Name} regarding a {debtCollector8Creditor} account (Acc. No. {debtCollector8Account}) for ${debtCollector8Amount}, 
· {debtCollector9Name} regarding a {debtCollector9Creditor} account (Acc. No. {debtCollector9Account}) for ${debtCollector9Amount},
· {debtCollector10Name} regarding a {debtCollector10Creditor} account (Acc. No. {debtCollector10Account}) for ${debtCollector10Amount},
· {debtCollector11Name} regarding a {debtCollector11Creditor} account (Acc. No. {debtCollector11Account}) for ${debtCollector11Amount},
· {debtCollector12Name} regarding a {debtCollector12Creditor} account (Acc. No. {debtCollector12Account}) for ${debtCollector12Amount},
· {debtCollector13Name} regarding a {debtCollector13Creditor} account (Acc. No. {debtCollector13Account}) for ${debtCollector13Amount},
· {debtCollector14Name} regarding a {debtCollector14Creditor} account (Acc. No. {debtCollector14Account}) for ${debtCollector14Amount},
· {debtCollector15Name} regarding a {debtCollector15Creditor} account (Acc. No. {debtCollector15Account}) for ${debtCollector15Amount},
· {debtCollector16Name} regarding a {debtCollector16Creditor} account (Acc. No. {debtCollector16Account}) for ${debtCollector16Amount},
· {debtCollector17Name} regarding a {debtCollector17Creditor} account (Acc. No. {debtCollector17Account}) for ${debtCollector17Amount},
· {debtCollector18Name} regarding a {debtCollector18Creditor} account (Acc. No. {debtCollector18Account}) for ${debtCollector18Amount},
· {debtCollector19Name} regarding a {debtCollector19Creditor} account (Acc. No. {debtCollector19Account}) for ${debtCollector19Amount}.

The purpose of these letters is to convey to the debt collector that you dispute the debt, and then to state that you want to exercise your right under federal law to no longer be contacted about the debt.  This is distinct from a request for validation of the debt, which is another right under federal law.  

If you do receive future contact from a debt collector after you send out these letters, please let us know.  This would include the debt collectors sending documents to validate their claimed debts. 

Attached is a secure link to the credit report that we pulled today. 

Best regards,


{clientNamePrefix} {clientLastName},

The password to the secure link is: {clientLastName}

Best regards,

ONE LETTER

Dispute /  No Contact Letter

{clientNamePrefix} {clientLastName},

I am emailing because I sent out a link from DropBox Sign to sign a dispute and no contact letter for your tradelines with the Debt Collector:  {debtCollector1Name} regarding a {debtCollector1Creditor} account (Acc. No. {debtCollector1Account}) for ${debtCollector1Amount}.

The purpose of this letter is to convey to the debt collector that you dispute the debt, and then to state that you want to exercise your right under federal law to no longer be contacted about the debt.  This is distinct from a request for validation of the debt, which is another right under federal law.  

If you do receive future contact from this debt collector after we send out this letter, please let us know immediately.  This would include the debt collectors sending documents to validate their claimed debts. 

Once this letter is e-signed, I will print it and place it in the mail to the debt collectors on your behalf. 

Best regards,


Note
{currentDate}:SM
· Pulled Experian, the following debt collectors are reporting:
· 



Failure to Notate Dispute on Credit Report – {clientFirstName} {clientLastName}

James,

On 1/16/2024 I sent letters to:
· {debtCollector1Name} regarding a {debtCollector1Creditor} account (Acc. No. {debtCollector1Account}) for ${debtCollector1Amount},
· {debtCollector2Name} regarding a {debtCollector2Creditor} account (Acc. No. {debtCollector2Account}) for ${debtCollector2Amount}, 
· {debtCollector3Name} regarding a {debtCollector3Creditor} account (Acc. No. {debtCollector3Account}) for ${debtCollector3Amount},
· {debtCollector4Name} regarding a {debtCollector4Creditor} account (Acc. No. {debtCollector4Account}) for ${debtCollector4Amount}, 
· {debtCollector5Name} regarding a {debtCollector5Creditor} account (Acc. No. {debtCollector5Account}) for ${debtCollector5Amount},
· {debtCollector6Name} regarding a {debtCollector6Creditor} account (Acc. No. {debtCollector6Account}) for ${debtCollector6Amount},
· {debtCollector7Name} regarding a {debtCollector7Creditor} account (Acc. No. {debtCollector7Account}) for ${debtCollector7Amount},
· {debtCollector8Name} regarding a {debtCollector8Creditor} account (Acc. No. {debtCollector8Account}) for ${debtCollector8Amount}, and 
· {debtCollector9Name} regarding a {debtCollector9Creditor} account (Acc. No. {debtCollector9Account}) for ${debtCollector9Amount}.

The balances were update on 2/24/2024 without a notation of the dispute.  I have attached the letters and the credit report for you to review, the tradelines are on pages 2 & 3. 

Does this one look like a claim?

Best regards,

Note
{currentDate}:SM
· Pulled Experian, the following debt collectors are reporting:
· Emailed James to review the reporting. 


Fraud Affidavit – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

To follow-up on the next step for us is to have you complete an FTC fraud affidavit, or a police report, then after you provide us with a copy, we can get that to opposing counsel.  After that, we will follow-up if they need anything additional to to investigate the fraud.  Hopefully, this will resolve the matter and the Plaintiff will confirm that this was the result of fraud and dismiss the case.  

When making the fraud affidavit or police report, please identify the fraudulent account by the account number, the account number for the account underlying this lawsuit is: {caseAccountNumber}. 

Here is the FTC Webpage about the FTC Fraud Affidavit:
· https://www.ftc.gov/news-events/news/press-releases/2002/02/federal-trade-commission-announces-id-theft-affidavit

Here is a link to the portal to create the FTC Fraud Affidavit
· https://www.identitytheft.gov/#/

Best regards,


Note
{currentDate}:SM
· Emailed client about making a FTC Fraud Affidavit or Police report, with the account numbers identified. Provided a link to the FTC portal. 


Settlement  & Payment Instructions – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

As settlement of your case {casePlaintiff} v. {caseDefendant}, {caseNumber}, {casePlaintiff}  agreed that in exchange for your payment of ${settlementOffer} they will file a dismissal with prejudice. With the payment due on {settlementFirstPaymentDate}.

Attached is a letter explaining the terms of the settlement agreement and the payment instructions to make the payment to {caseOpposingCounsel} to resolve your case and then once the payment is made and the funds clear (about ten business days), {caseOpposingCounsel} will file a notice of dismissal with prejudice with the Court.  I have also included the payment information below.

Once the case is dismissed, we will send out a copy of the notice of dismissal and a closeout letter that explains the legal consequence of the dismissal filed by {casePlaintiff} in your case.

	Payment Instructions: 
	

	Payee:	
	{settlementPayee}

	Address:
	{caseOpposingCounsel}
{caseOCAddressLine1}   
{caseOCAddressLine2}  

	Memo Line/Acct No:
	{caseNumber}; File No. {caseOCFileNumber}

	{paymentOptions1}
{paymentOptions2}
{paymentOptions3}



Thank you, 

Text message

{clientNamePrefix} {clientLastName}, this is Sean McElwain with Callahan Law.  I just sent an email about your case with {casePlaintiff} and wanted to follow up with a text message to let you know.  If you would like to discuss the case via text instead, just let me know.  We can also set up a time for a phone call.  Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 

Note
{currentDate}:SM
· Emailed client with a letter about settlement and the payment instructions, cc’ed Faith to place them in the mail. 
· Also texted and provided a link to schedule a call via calendly. 


Closeout Letter and Dismissal – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

Attached is a closeout letter for your case {casePlaintiff} v. {caseDefendant}, {caseNumber}, and a copy of the notice of dismissal with prejudice filed with the Court. 

This letter explains the legal consequence of the dismissal filed by {casePlaintiff} in your case.

In addition to electronic copies, we are placing physical copies of the letter and dismissal into the mail.  

Thank you, 

Note
{currentDate}:SM
· Emailed client with a closeout letter and the dismissal filed with the court, cc’ed Faith to place copies in the mail. 

Closeout Letter and Dismissal by Court – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

The Court dismissed your case with {casePlaintiff} without prejudice for lack of prosecution, attached is a closeout letter for your case {casePlaintiff} v. {caseDefendant}, {caseNumber}.

This letter explains the legal consequence of the dismissal entered by the Court in your case.  We are placing physical copies of the letter in the mail for your records.

If you are still interested in settling this matter, we can make an offer in exchange for Plaintiff agreeing to amend the dismissal to a dismissal with prejudice.  The benefits to that are for finality to the matter, and the potential remove the tradeline from your credit reports. 

Thank you, 

{currentDate}:SM
· Emailed client with a closeout letter informing the client of the dismissal without prejudice filed by the court, cc’ed Faith to place copies in the mail. 



Closeout Letter and Consent Judgment – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

Attached are a closeout letter for your case {casePlaintiff} v. {caseDefendant}, {caseNumber}, and a copy of the consent judgment to be filed with the Court.  We are also sending the proposed consent judgment, closeout letter, and a consent-judgment acknowledgment form to you via Dropbox Sign for your review and signature.

[bookmark: _Hlk213669931]We have also prepared letters to Equifax, Experian, and TransUnion stating the terms of your agreement with {casePlaintiff} to put them on notice of your settlement agreement.  If you sign these along with the other documents sent via DropBox Sign, we can place those letters in the mail on your behalf.  Then about four months later, it would be good to check credit reporting. 

The closeout letter explains the legal consequences of your settlement and outlines the terms of your payment arrangement, including a payment schedule and a payment information sheet with sample payments to illustrate how to make your payments. 

In addition to electronic copies, we are placing physical copies of the letter and proposed judgment into the mail.  

Please review and sign the Dropbox Sign documents at your earliest convenience. If you have any questions, please let us know.

Thank you, 


Note
{currentDate}:SM
· Emailed client with a closeout letter and consent judgment, cc’ed Faith to place copies in the mail.

Closeout Letter, Structured Settlement Agreement, and Consent Judgment – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

Attached are a closeout letter for your case {casePlaintiff} v. {caseDefendant}, {caseNumber}, a copy of the settlement agreement, and the proposed consent judgment to be filed with the Court in the event of default on the payment arrangement.  We are also sending the settlement agreement proposed consent judgment, closeout letter, and a consent-judgment acknowledgment form to you via Dropbox Sign for your review and signature.

We have also prepared letters to Equifax, Experian, and TransUnion stating the terms of your agreement with {casePlaintiff} to put them on notice of your settlement agreement.  If you sign these along with the other documents sent via DropBox Sign, we can place those letters in the mail on your behalf.  Then about four months later, it would be good to check credit reporting. 

The closeout letter explains the legal consequences of your settlement and outlines the terms of your payment arrangement, including a payment schedule and a payment information sheet with sample payments to illustrate how to make your payments. 

In addition to electronic copies, we are placing physical copies of the letter and proposed judgment into the mail.  

Please review and sign the Dropbox Sign documents at your earliest convenience. If you have any questions, please let us know.

Thank you, 


Note
{currentDate}:SM
· Emailed client with a closeout letter and consent judgment, cc’ed Faith to place copies in the mail.



Letter from Plaintiff Regarding Missed Payment – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

I am emailing because our office received a letter from {caseOpposingCounsel} regarding your settled case {casePlaintiff} v. {caseDefendant}, {caseNumber} stating that they did not receive a scheduled payment.  

We wanted to reach out to let you know and to offer to reach out to {caseOpposingCounsel} to see if they will agree to let you make the payment late and avoid any other negative consequences like a potential garnishment. 

I have attached an electronic copy of letter that we will be placing in the mail as well to make sure that you are aware of the missed payment 

Thank you, 

Note
{currentDate}:SM
Emailed client with a missed payment letter, cc’ed Faith to place copies in the mail.



Garnishment Notice – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName},

I am emailing because our office received notice from {caseOpposingCounsel} regarding your settled case {casePlaintiff} v. {caseDefendant}, {caseNumber} to inform us that they have filed a request for garnishment on your case.  

We wanted to reach out to let you know about the garnishment and to offer to reach out to {caseOpposingCounsel} to see if they will agree to some terms to release the garnishment and renew the prior agreement.  Alternatively, bankruptcy would be an option for immediate relief to the garnishment. 

I have attached an electronic copy of the letter that we will be placing in the mail as well to make sure that you are aware of pending garnishment. 

Thank you, 

Note
{currentDate}:SM
Emailed client with a garnishment notification letter, cc’ed Faith to place copies in the mail.




Credit Reporting of Settlement Payments – {casePlaintiff} v. {caseDefendant}, {caseNumber}

{clientNamePrefix} {clientLastName}, 

I am reaching out as a follow up regarding the settlement and consent judgment we negotiated with {casePlaintiff} on your behalf.

It is our firm’s position that your settlement payments to {casePlaintiff} should be accurately credit-reported. Failure to ensure proper credit reporting may constitute a violation of the Fair Credit Reporting Act, 15 U.S.C. § 1681, et seq.

Because payment history is a critical factor in determining credit scores, ensuring that your settlement payments are being reported accurately is highly important.  We offer this service at no additional attorney’s fees and are available to review your reports and assist with disputes free of charge.

We would be happy to schedule a brief call to discuss this further and pull credit reports from annual free credit report’s website. Below is a link that will allow you to schedule a time on my calendar for a phone call. 
· https://calendly.com/sean_callahanlawkc 

You can also call our secretary Faith Hinton at: (816) 822-4041.

Best regards,


{currentDate}:SM
· Emailed client regarding the consent judgment and pulling credit reports to review payments. 



