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APPENDIX B

Demand Letter Template

Office of Administration
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U.S. Department
Headquarters
1200 New Jersey Avenue SE

of Transportation
Washington, DC 20590

Federal Transit
(202) 366-4007
Administration
(202) 366-3777 (fax)

[Date]

[Name of Debtor]

[Address Line 1]

[Address Line 2]

Re:
Notification of Outstanding Debt and Demand for Payment
Dear [Name of Debtor]:

You are hereby notified that the Federal Transit Administration (FTA) has found that you owe a debt to FTA in the amount of [debt amount].  FTA demands payment in full within thirty days from the date of this letter, hereinafter referred to as the “delinquency date.”

The basis for the indebtedness is as follows.  [Describe the basis for the indebtedness].

You have thirty days from the date of this letter to pay in full, otherwise, the debt will become delinquent.  If the debt becomes delinquent, FTA shall charge interest on the delinquent debt at the Treasury Current Value of Funds Rate published by the Secretary of the Treasury in accordance with Title 31 of the United States Code Section 3717, unless FTA determines that a higher rate is necessary to protect the interest of the United States.  FTA shall charge a late payment penalty at a rate of six percent per year on any portion of the debt that is more than ninety days past due.  FTA shall assess administrative charges to cover costs incurred in processing and handling the debt beyond the delinquency date identified above.

If the debt becomes delinquent, FTA may report this claim to commercial credit bureaus and consumer reporting agencies.  FTA retains all rights to forward this claim to a collection agency, the United States Department of Justice, the United States Department of Treasury, or a private contractor for collection of the debt.

You have the right to request review of the validity or amount of FTA’s claim within thirty days of receipt of this letter.  If you request review, then you shall state the basis for the dispute and provide all factual information, documents, citation to authority, argument, and any other matters for FTA’s consideration.  If you dispute only part of the debt, then you shall pay the undisputed portion by the delinquency date.  If you admit liability in whole or in part, then you may propose remedial action, including a repayment plan, subject to FTA’s approval.  You have the right to inspect and copy FTA records 
related to this claim, with any reasonable costs of copying and inspection to be borne by you.

To the extent possible, FTA intends to collect this debt by, among other methods, administrative offset.  You have the right to make voluntary payment of the debt in full, including all interest, administrative charges, and penalties, before FTA begins collection by administrative offset.

If you have any questions, concerns, or comments regarding this matter, please contact me.


Sincerely,


[Name of Associate Administrator]


Associate Administrator


Office of Administration

