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FACT SHEET – Self-Administered Letter Service 2018 
 
 

1. Our Self-Administered Letter service offers a cost effective and legal enhancement 
to your current collection procedures and has been designed to improve your 
current in-house recovery rates.  
 

2. We provide you with the agreed number of Red Letterheads and supply via email 
the agreed texts’ The letters are printed by you, using the debtors’ details held 
within your own computer system. 

 
3. The printed letters are then sent to our office to be forwarded on to your debtor. 

The introduction of a third party name creates a perception to the recipient that the 
collection process has been escalated. 

 
4. We keep a running tally of how many letters have been used and number of stamps 

held. 
 

5. This service is not just one of supplying you with stationary, but also includes a 
complete back up service that reinforces the impress to the recipient that a third 
party is involved. Apart from posting the letters on to the debtors, our service also 
includes the forwarding to a specific person within your organisation all 
correspondence including “Gone Away” items received at our office. 

 
6.  While the text clearly states that “All payments and comments should be made 

directly to our client”. Occasionally however, a debtor will make the payment to us. 
Should this happen, we will notify you and bank the cheque. After clearance, we 
will remit the full amount to you with no deductions. 

 
7. As the letters will be generated directly off you own computer system you will not 

be breaching current Data Protection legislation. Neither do you need to inform us 
of the debtors’ details or how much they owe. As this is a Commission Free service 
you do not have to inform us when you have been paid or if a payment plan has 
been agreed. 

 

 


