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Checklist 

 

Use this step-by-step checklist to confidently navigate the pay-for-delete process and ensure 
you don’t miss a single crucial step on your journey to a cleaner credit report. 

 

Phase 1: Preparation & Strategy (Before You Send the Letter) 

 

●​ $$ $$​
Confirm the Debt is Valid: Before contacting the collection agency, review your records. Is 
this debt yours? Is the amount correct? If you are unsure, send a formal Debt Validation 
Letter first and wait for a response before proceeding with a pay-for-delete offer. 

●​ $$ $$​
Check the Statute of Limitations: Research the statute of limitations for debt in your 
state. If the debt is past this time limit, the collector cannot legally sue you for it. Knowing 
this gives you significant leverage. 

●​ $$ $$​
Gather All Necessary Information: Collect all the details you will need for the letter 
template. 
○​ Your Full Name and Address 
○​ Collection Agency Name and Address 
○​ Original Creditor's Name 
○​ Account Number 

●​ $$ $$​
Decide on Your Settlement Offer: Determine a realistic offer amount. It's often strategic to 
start with an offer of 30-50% of the total amount owed. Also, decide on your absolute 
maximum walk-away amount before you begin negotiations. 

 

Phase 2: Execution (Sending Your Letter) 

 

●​ $$ $$​
Carefully Complete the Template: Fill in all the placeholders in the pay-for-delete letter 
template with your specific information. Double-check for accuracy. 

●​ $$ $$​
Print Two Copies: Print one copy of the signed letter to send to the agency and a second 
identical copy for your personal records. 



●​ $$ $$​
Go to the Post Office: Do not just drop the letter in a mailbox. Take it directly to a post 
office service counter. 

●​ $$ $$​
Send Via Certified Mail with Return Receipt: This is non-negotiable. Sending your letter 
this way provides you with a mailing receipt and a signature card proving the date and 
time the agency received your offer. This is your legal proof. 

●​ $$ $$​
File Your Documents: Staple your mailing receipt and the return receipt (once you get it 
back in the mail) to your copy of the letter. Store these documents in a safe place. 

 

Phase 3: Negotiation & Follow-Up (After the Agency Receives Your Offer) 

 

●​ $$ $$​
Be Patient and Wait for a Written Response: The agency may call you. If they do, be polite 
but firm. State that you will only discuss the matter in writing to avoid miscommunication. 
Do not make any agreements or payments over the phone. 

●​ $$ $$​
Review Their Response Carefully: If they accept or send a counter-offer, scrutinize the 
document. Does it come on official company letterhead? Is it signed by an authorized 
representative? 

●​ $$ $$​
Insist on an Agreement Before Payment: Never send money until you have a signed, 
written agreement that explicitly states they will delete the negative tradeline from all 
three credit bureaus (Experian, Equifax, TransUnion) in exchange for your payment. 

●​ $$ $$​
Reject Verbal Promises: If they say, "Pay us first, and then we'll send the letter," refuse. 
The correct and safe order of operations is: Agreement First, Payment Second. 

 

Phase 4: Finalization (Completing the Agreement) 

 

●​ $$ $$​
Send Payment with a Traceable Method: Once you have the signed agreement in hand, 
send your payment. Do not send cash or a personal check. Use a certified check or 
money order, which provides a clear paper trail. 

●​ $$ $$​
Keep a Copy of Everything: Make a copy of the certified check or money order before 
sending it. File this copy with your letter and the signed agreement from the agency. 



●​ $$ $$​
Allow Time for Processing: Mark your calendar for 30-45 days from the date the agency 
should receive your payment. This is a reasonable timeframe for them to process the 
payment and report the deletion to the credit bureaus. 

 

Phase 5: Verification (Confirming the Deletion) 

 

●​ $$ $$​
Pull Your Credit Reports: After the 30-45 day window has passed, obtain a copy of your 
credit report from all three major credit bureaus. You can get free copies annually at 
AnnualCreditReport.com. 

●​ $$ $$​
Verify the Account Has Been Removed: Check each report carefully to ensure the 
negative collection account has been completely deleted. It should not appear at all, not 
even as a "paid" or "closed" account. 

●​ $$ $$​
Follow Up if Necessary: If the item is still on any of your reports, contact the collection 
agency immediately. Send them a polite but firm letter including a copy of your signed 
agreement and a copy of your proof of payment, and demand they honor the contract. If 
they fail to do so, you can file a complaint with the Consumer Financial Protection Bureau 
(CFPB) and the Better Business Bureau (BBB). 

Disclaimer: This checklist is intended for informational purposes only and does not constitute 
legal or financial advice. For complex situations, it is recommended to consult with a qualified 
professional. 
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