
P  riority Documents is dedicated to helping you 
build a brighter future. We have the experience 

and expertise to work towards improving your credit 
over the long term, and to help alleviate the fi nancial 
stress caused by unsecured debts and inaccurate 
information on your credit report. 

Just like building a sturdy house, building a solid 
fi nancial future takes organization, eff ort and time. 
It also takes great teamwork between those who 
will build the house and those who will live in it. 
Each person must do his or her part.

As Henry Ford once said, “Nothing is particularly 
hard if you divide it into small jobs.” Following that 
philosophy, Priority Documents takes a three-step 
approach, during which we keep you fully 
informed and involved.

Once we complete our three-step process, it’s time for you to “move in” to your beautiful new fi nancial 
“house.” You’ll have a fresh start, and with valuable Priority Documents resources available to help you on 
an ongoing basis, you can continue to build a brighter future.

Priority Documents is not a law fi rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

STEP 1: Laying the 
Foundation 
We start the process by working 
together to lay a strong foundation 
for your fi nancial “house.” To do 
this, you provide us with important 
information, and we conduct an initial 
credit audit and assign a team to work 
with you.

STEP 2: Building the Frame
With the foundation in place, we 
build the frame together. Th rough the 
in-depth debt substantiation process, 
your fi nancial “house” takes shape.

STEP 3: Applying the 
Finishing Touches
Finally, we work together to apply 
the fi nishing touches— a fi nal credit 
audit— to your fi nancial “house” so 
that it can serve you well for years 
to come.
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Th e Foundation for Your Future is Our Priority

A s you and Priority Documents begin our 
three-step process together, it is absolutely 

vital that you help us help you! You must take a 
continuously proactive role in everything we do to 
help you build a brighter future.

AN IMPORTANT NOTE

As we progress through the three steps of our 
process, you may see temporary changes to your 
credit score. This is to be expected, so please do not 
be concerned. It is a natural part of the three-step 
process, which is aimed at improving your credit 
over the long term.

Through our 3-step process  we will assist you in 
alleviating fi nancial stress caused by unsecured 
debts and inaccurate, harmful information on your 
credit report. That is why you should refrain from 
pulling your credit report until we have fi nished all 
three steps. In fact, independently requesting any 
information regarding your credit may not only hurt 
your score by adding an “inquiry,” but your score 
and factors that affect your score will not report 
accurately until we complete all three steps of 
the process.

Help Us Help You 
Let’s Get Started Now!



Priority Documents is not a law fi rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

You may send us a copy of a credit reporting agency or 
Th ird Party Collection Agency letter you receive in any 
of the following four ways

 1. You may use one of the pre-addressed envelopes included in  
  this packet to mail copies of the documents to:

   Priority Documents
   Processing Center
   8690 Aero Drive Suite 115-110
   San Diego, CA 92123

PLEASE DO NOT MAIL ORIGINALS. KEEP THE 
ORIGINALS FOR YOUR RECORDS,
AND PROVIDE US WITH COPIES.

 2. If you have access to a fax machine, you may fax a copy of the  
  collection letter to:  (858) 260-6181.

Please use the “Client Fax Cover Sheet” provided in 
the fi nal section of this packet.

 3. If you have access to a scanner, you may scan
  your documents and email them as an attachment to:   
  documents@prioritydocprep.com.

 4. You may send us copies of documents using the 
Client Portal. Your log-in information will be provided 

  via email.

When You Receive Collection Letters in the Mail

Help Us Help You 
Let’s Get Started Now!

To make our three-step process work, we 
need important information from you 

on a timely basis. Please provide us with any 
correspondence you receive from any 
Credit Reporting Agencies or Th ird Party 
Collection Agencies (TPCA) within 3 days 
of the time it arrives. If you are not sure if the 
correspondence came from a TPCA, please 
refer to the  “Sample Collection Letter”  
in the fi nal section of this packet.

Please remember to always include 
your Client ID on all documents you 
send to us! 



Th e Foundation for Your Future is Our Priority

When You Get Collection Calls

If you choose to answer these calls, please follow 
these steps:

 1. Determine whether the caller is the Original Creditor or
  a Th ird Party Collection Agency.  During their initial   
  communication with you, Th ird Party Collection Agencies
  are legally required to disclose that they are attempting to   
  collect a debt and that any information obtained from 
  you will be used for that purpose. In subsequent    
  communications, the collector must tell you his or her 
  name and the collection agency’s name.

 2. If the call is from a TPCA, fi ll out a copy of the “Th ird Party
  Collector Information Sheet” located in the fi nal section of this  
  packet. Do your best to get information for ALL of the lines on  
  the form. Do not provide the caller with any information. 

 

3. Aft er you have written down all of the information, 
 tell the caller:

“I want to give you my mailing address and 
   please do not call me on this number, or any other   
   number about this alleged debt. Instead, please 
   mail any future correspondence to: (give the caller 
   your mailing address).”

Th en say:

“I am confi dent this matter will be resolved. 
   Again, all further communication needs to done
   through mail only.”

  Th en, hang up the phone. 

Remember to keep a log of ALL collection calls from
  alleged Original Creditors and TPCAs on the “Call
  Record Sheet” provided in the fi nal section of 
  this packet.

 4. Send us a copy of the “Th ird Party Collector Information
  Sheet.” If you are not able to fi ll out every line, we may still
  be able to use the information.

During the Priority Documents process, you may begin to receive calls from your alleged Original 
Creditors and from Th ird Party Collection Agencies (TPCA). Remember, you may simply ignore 
these calls.



Harassment Calls
If you repeatedly receive calls from the same Third Party Collection Agency (TPCA), and you feel as though your rights as 
a consumer have been violated, please fill out the “Harassment Call Report Sheet” located in the final section of this packet 
immediately after you hang up. Then, as soon as possible, call the “Harassment Help Line.” You can find the “Harassment Help 
Line” information on the  “Useful Information” sheet of this packet.    

After You Gather Your Information

You may send us a copy of the “Third Party 
Collector Information Sheet” and the “Call 
Record Sheet” in any of the following ways:

 1. You may use one of the pre-addressed envelopes
  included in this packet to mail copies of the   
  documents to:

   Priority Documents
   Processing Center
   8690 Aero Drive Suite 115-110
   San Diego, CA 92123

PLEASE DO NOT MAIL ORIGINALS. KEEP 
THE ORIGINALS FOR YOUR RECORDS,
AND PROVIDE US WITH COPIES.

 2. If you have access to a fax machine, you may fax a  
  copy of the collection letter to:  (858) 260-6181. 

PLEASE USE THE “CLIENT FAX COVER 
SHEET” PROVIDED IN THE FINAL 
SECTION OF THIS PACKET.

 3. If you have access to a scanner, you may scan your 
  documents and email them as an attachment to
  documents@prioritydocprep.com. 

 4. You may send us copies of documents using the client  
  portal. Your log-in information will be provided via email.

Priority Documents is not a law fi rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.



We begin by working together to lay a strong 
foundation for your fi nancial “house.” To do this, 
we conduct an initial credit audit and assign 
you a team.

Initial Credit Analysis and Team Assignment

Our Credit Analyst Team begins to work on your accounts 
as soon as you enroll in our program. In order to understand 
your situation fully, the team does an extensive analysis of your 
credit report. To be eff ective and effi  cient, the team creates a 
unique blueprint just for you, based on the specifi c work 
needed to done.

Our Credit Analyst Team identifi es and reports erroneous 
information to our Communication Squad and determines 
which accounts need to be assigned to our team of Document 
Preparation Specialists for further review. Our Communication 
Squad is an experienced group that has been specially trained 
in how to eff ectively communicate with the three major credit 
bureaus. Th roughout the entire process, they create and send 
customized letters, paperwork, etc. to the bureaus to remove the 
harmful information that has been reported in error.

Also during Step 1, our Customer Service Team will contact you 
to discuss your credit report. It is vital that you are available to do 
an in-depth review of your credit report with the team, because 
they will go over your very important role in this process and 
explain the ways in which YOU can help us help you.

 Remember, our goal is to provide you with the education  
 and resources necessary to further your understanding  
 of credit, debt and our process. We are happy to answer
 any questions or address any concerns you may have!
 Simply call or email the team using the contact information
 you will fi nd in the “Contacts” section of this packet. 

As we progress through the three steps of our process, you may 
see temporary changes to your credit score. Th is is to be expected, 
so please do not be concerned. It is a natural part of the three-step 
process, which is aimed at improving your credit score over the 
long term.

Again refrain from pulling your credit report until we have fi nished 
all three steps. In fact, independently requesting any information 
regarding your credit may not only hurt your score by adding an 
“inquiry,” but also the factors that aff ect your score will not report 
accurately until we complete all three steps of the process.

STEP 1: Laying the Foundation

Building a Brighter Future 
The Priority Documents 3-Step Process
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Priority Documents is not a law firm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

With the foundation in place, we build the frame 
together. Through the debt substantiation process, 
your financial “house” takes shape.

Debt Substantiation

Our  Document Preparation Team takes the lead in  
Step 2. Using the Third Party Collection Agencies (TPCA) 
and Credit Reporting Agency  information that you send 
us, they complete the in-depth Debt Substantiation process. 
The experienced Document Preparation Team sends carefully 
prepared documents on your behalf, once the documents 
have been authorized by you, to the TPCAs that have made 
collection attempts. In this way, the team acts as your advocate 
by using the federal laws and statues that were created for the 
protection of consumers like you.

First, our team prepares documents that compel the collection 
agency to prove that your alleged debt is not only genuine and 
valid, but that the TPCA has the right to collect on it. In the vast 
majority of cases, the TPCA is unable to prove the validity of 
the alleged debt and cannot substantiate its claim of authority to 
collect on it. When confronted with the paperwork prepared by 
us on your behalf, they often cease their collection attempts and 
remove themselves from your credit profile all together. 

Frequently, a single debt is sold by one TPCA to another. If 
this occurs, don’t worry! We expect that to happen, and we are 
prepared for it. From our experience, we know that TPCAs 
eventually will not want to buy your alleged debt, due to the 
amount of times it has already been sold. Our Document 
Preparation Team has debt substantiation requests written 
specifically for this situation.

During Step 2, our Customer Service Team will keep you 
continuously updated on progress. Should you have any questions 
or concerns in the short time between our update calls, don’t 
hesitate to contact us!

 Remember, our goal is to provide you with the education   
 and resources necessary to further your understanding   
 of credit, debt and our process. We are happy to answer   
 any questions or address any concerns you may have!  
 Simply call or email the team using the contact information  
 you will find on the Useful Information sheet in the final   
 section of this packet. 

If you repeatedly receive calls from a single Third Party Collection 
Agency (TPCA) and feel as though your rights as a consumer have 
been violated by a Third Party Collection Agency, please call the 
24-hour “Harassment Help Line” as soon as possible! Consumer 
advocates who have been extensively trained in debt collection laws 
and statutes staff this help line. If your rights have been violated, 
the staff will present your case to a lawyer in your area for further 
action. The lawyer can get the debt collector to stop contacting you, 
and if there are legal grounds, the lawyer will sue the collector on 
your behalf at no cost to you. You can find the “Harassment Help 
Line” in the Useful Information sheet in the final section of  
this packet.

Step 2 is the most time consuming part of our three-step process. 
Unfortunately, we cannot control the time frames, procedures or 
actions of Third Party Collection Agencies or Original Creditors. 
However, based on our years of experience, Priority Documents is 
prepared to appropriately respond to any of their actions, and we 
continuously advocate on your behalf via document preparation.

While we are working on your behalf, you must take a proactive 
role in the process too. It is absolutely vital that you help us help 
you. Please keep us up to date by sending us any:

	 n Credit Reporting Agency information. 
	 n Collection letters you receive.
 n Third Party Collector Information Sheets you fill out.
 n Other information relevant to your alleged debts.

If you need more pre-addressed envelopes, please call us, and we 
will send you more. 

As we progress through the three steps of our process, you 
may see temporary changes to your credit score. This is to be 
expected, so please do not be concerned. It is a natural part of 
the three-step process, which is aimed at improving your credit 
over the long term.

Again refrain from pulling your credit report until we have finished 
all three steps. In fact, independently requesting any information 
regarding your credit may not only hurt your score by adding an 
“inquiry,” but also the factors that affect your score will not report 
accurately until we complete all three steps of the process.

STEP 2: Building the Frame

Building a Brighter Future 
The Priority Documents 3-Step Process



In Step 3, we work together to apply the finishing 
touches— a final credit audit— to your financial 
“house,” so that it will serve you well for years  
to come!

Final Credit Audit 

In the third step of our process, our Credit Analyst Team 
evaluates your current credit report in order to address 
any remaining derogatory or negative items that have been 
reported in error. Just as they did in Step 1, our Customer 
Service Team will contact you in order to discuss your credit 
report, and again, it is vital that you are available to do this  
in-depth review of your credit report with them.

Our Communication Squad will prepare and send documents 
on your behalf to the three major credit bureaus regarding 
any erroneous information that is still present on your credit 
report. Our Customer Service Team will continue to provide 
you with updates on all work done on your behalf.

Moving Into Your New Financial “House”

To complete our three-step process, we will make sure that 
we have crossed every “t” and dotted every “i,” so that we are 
confident that we have done everything in our power to assist 
you. Then, it’s time for you to “move in” to your beautiful new 
financial “house!” 

To prepare you for your fresh start, our Priority Documents 
Graduation Advisor will call you to discuss your new credit  
report and score, and provide you with a summary of all 
the ways you played a proactive role in improving them 
throughout our three-step process. During the call, our 
Graduation Advisor also will offer insights on maintaining a 
good credit score and preventing overwhelming debt.

Best of all, you’ll learn about valuable resources, educational 
tools and a special network of professionals that are available 
to assist you on an ongoing basis as you continue to build a 
brighter future.

STEP 3: Applying the Finishing Touches
Collection letters take many different forms. No two are alike, so it may be hard for you to tell if what you have received  

is from a Third Party Collection Agency or from an Original Creditor.

To tell the difference, look for any of the 5 KEY CLUES shown in the Sample Collection Letter.

If you determine that the letter you received is from a Third Party Collection Agency, send it to us as soon as possible.  
To be sure that we receive your information, contact us in one of the ways listed on the Useful Information sheet in this packet.

SAMPLE COLLECTION LETTER

The Foundation for Your Future is Our Priority



Collection letters take many di� erent forms. No two are alike, so it may be hard for you to tell if what you have received 
is from a � ird Party Collection Agency or from an Original Creditor.

To tell the di� erence, look for any of the 5 KEY CLUES shown in the Sample Collection Letter.

If you determine that the letter you received is from a � ird Party Collection Agency, send it to us as soon as possible. 
To be sure that we receive your information, contact us in one of the ways listed on the Useful Information sheet in this packet.

A� er checking for any of these 5 KEY CLUES, if you are still not sure if your letter is from a � ird Party Collection Agency, send it to us! 
If it turns out that it IS NOT a � ird Party Collection Agency letter, we will shred it immediately in order to protect all of your sensitive 
information. If it IS a � ird Party Collection Agency letter, we will handle it for you.

Very often, Third Party 
Collection Agencies…
 n  use initials in or as their 
  company name.

 n  have at least one of the
  following “buzz words” in their
  company name: Recovery,   
  Services, Associates or Financial.

CLUE 
#1

CLUE 
#3

CLUE 
#4

January 1, 2015

Jane Doe
200 Main Street
Nowhere, ST 12345

CREDITOR: XYZ Original Creditor
ACCOUNT NO: ####-#####-#####-#####
OUR REFERENCE NUMBER: #######
BALANCE: $$$$$

Dear Ms. Doe:

ABC Recovery Group was hired by ORIGINAL CREDITOR to collect the debt on your account no. ####-####-
####-####. Your current balance remaining on this account is $$$$$.$$. We understand there are hardships and 
unforeseen situations resulting in di�  cult times � nancially for many families.

Please call us at 800-123-4567 to settle your bill or ask any questions about your account. We accept 
all major credit cards, cash, or personal checks.We are also happy to arrange a written payment plan.

� is communication is from a debt collector. � e purpose of this notice is to collect a debt. 
Any information obtained will be used for that purpose.  

� ank you for your help in this matter. We look forward to assisting you in resolving debt with 
our client ORIGINAL CREDITOR. 

Sincerely,
ABC Recovery Group

ABC Recovery Group
6991 Sample Road

Anywhere, ST 12345
800-123-4567

If your letter contains a settlement offer, 
it is most likely a letter from a Third Party 
Collection Agency. If you see a settlement 
offer, send the letter to us immediately! 
Please note that a settlement offer is 
not as common as the four lines shown 
in CLUE # 2.

If your letter refers to your Original Creditor as “our client” 
or the sender explains that they are now responsible for 
collecting payments on your account, it is most likely a Third 
Party Collection Agency letter. If you see this, send the letter 
to us as soon as possible.

THE BIGGEST INDICATOR THAT A 
LETTER IS FROM A THIRD PARTY 
COLLECTION AGENCY is the 
following sentence:
“This is an attempt to collect a debt, and 
any information obtained will be used for 
that purpose.”
This is a disclosure that Third Party Collection 
Agencies legally must include in all of their 
letters. If you see this, send the letter to us as 
soon as possible.

SAMPLE COLLECTION LETTER

CLUE 
#2

Please note that, if the company that sent this correspondence doesn’t 
� t these “typical” names, it may still be a collection letter.

CLUE 
#5

Very often you will fi nd 
something similar to 
this at the top of your 
letter or within 
your letter. 

If you see this, send the 
letter to us as soon as 
possible.

Priority Documents is not a law � rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.



HARASSMENT HELP LINE 
888-384-5127

STOP COLLECTION HARASSMENT! 

If you are receiving automated, pre-recorded calls or a high volume of calls, you can STOP them!

	 n Start by using the “Call Record Sheet” to keep a record of ALL calls you receive from Third Party   
  Collection Agencies or Original Creditors. Use the separate “Harassment Call Report” form to write a  
  detailed description of any Harassment Call you receive from a Third Party Collection Agency.  
  A Harassment Call is one that makes you feel as though your rights were violated by or during the   
  phone call. In your notes, include the date, time, phone number on your caller ID, name of collector,  
  what he or she said to you, etc.
 
 n After you fill out the “Harassment Call Report,” call the Harassment Help Line at (888)384-5127   
  at your earliest convenience and have the “Harassment Call Report” available. Be ready to 
  provide the name or phone number of the collection agency and as much information as you 
  can from your notes.

The Harassment Help Line is run by UpRight Law, a National Consumer Rights Protection Law 
Firm. Not only can UpRight Law help get the debt collectors to STOP contacting you, but in some 
cases, they can collect damages for you! Best of all, you will pay nothing out of your own pocket for 
this service. The collection agency pays, not you!

What May Constitute Harassment by a Debt Collector?

 n Placing excessive calls or sending excessive letters or emails to you for purposes of harassment.
 n Placing calls to you at a time or place they know to be inconvenient.  
 n Calling you at work after you have informed the collection agency to not contact you at your place of employment.
 n Contacting family members, your employer, friends, etc. regarding your debts.
 n Saying anything that is false, unfair or disrespectful.
 n Using obscene, profane, abusive or threatening language.
 n Falsely claiming that they will take legal action against you if they cannot or do not intend to do so.
 n Falsely claiming that they will seize, garnish or attach your property or wages if they cannot or do  
  not intend to do so.
 n Placing automated calls (“robo-calls”) to your cell phone without proper consent.

Remember: Every debt collector must send you a written “validation notice” telling you how much 
money you owe within five days after they first contact you. This notice also must include the name 
of the original creditor to whom you owe the money and a legal notice regarding how to proceed if 
you don’t think you owe the money.

The Foundation for Your Future is Our Priority



Priority Documents is not a law �rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

THIRD PARTY COLLECTOR  
INFORMATION SHEET

**Please print legibly and �ll �elds completely**

Your Name:   ________________________________________________________________________________ 

Your Client ID Number:  ______________________Your Telephone Number: __________________________ 

Please select one of the following:

 �e �ird Party Collection Agency called me                 I called the �ird Party Collection Agency
 Date of Contact:_____/______/____  Estimated Time of Contact:_________          AM        PM

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *

ORIGINAL CREDITOR INFORMATION
What company was the Original Creditor for this alleged account? ________________________________________________
What was the original account number?  ___________________________________________________________________ 
What was the balance of this alleged account according to the Original Creditor?   $___________________________________ 
(Note: if you are unsure of the exact amount, please estimate to the best of your ability. If your Original Creditor has not contacted you for  
some time, use the balance from their most recent communication.)

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  * 

THIRD PARTY COLLECTION AGENCY INFORMATION

What �ird Party Collection Agency contacted you regarding this account? ______________________________________ 
What is the reference number or account number assigned by the �ird Party Collection Agency?_______________________ 
 
(Note: Many times Third Party Collection Agencies assign account/reference numbers different than the account number given by your  
original creditor—although this is common it is not ALWAYS the case, be sure to clarify if the Third Party Collection Agency has assigned a  
new account/reference number to you alleged debt)

What is the telephone and Fax number of the �ird Party Collection Agency? 
   Phone: ______________________________________________
   Fax: _________________________________________________

What is the mailing address of the �ird Party Collection Agency? 
   ____________________________________________________

   ____________________________________________________

What is the current balance of the alleged account according to the �ird Party Collection Agency? $_________________________

   
MAKE SEVERAL COPIES OF THIS BLANK FORM, AND USE THE COPIES FOR TAKING YOUR NOTES AND  

SUBMITTING INFORMATION TO PRIORITY DOCUMENTS.

KEEP THE ORIGINAL BLANK FORM SAFELY IN THIS FOLDER, IN CASE YOU NEED TO MAKE MORE  
COPIES OF IT IN THE FUTURE.



Priority Documents is not a law �rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

CALL RECORD SHEET
**Please print legibly and �ll �elds completely**

PLEASE USE A COPY OF THIS FORM TO KEEP A RECORD OF ALL CALLS YOU RECEIVE 
FROM THIRD PARTY COLLECTION AGENCIES OR ORIGINAL CREDITORS.

Use the separate “Harassment Call Report” form to write a detailed description of any Harassment Call you 
receive from a �ird Party Collection Agency. A Harassment Call is one that makes you feel as though your 

rights were violated by or during the phone call. A�er you �ll out the “Harassment Call Report,”
call the Harassment Help Line at your earliest convenience and have this information readily available.

DATE TIME
THIRD PARTY  
COLLECTION 

AGENCY

COLLECTION  
AGENT’S NAME

COLLECTION 
AGENCY PHONE  

NUMBER

ORIGINAL  
CREDITOR

“HARASSMENT 
CALL  

REPORT”  
FILLED OUT 

FOR  
THIS CALL? Y/N

MAKE SEVERAL COPIES OF THIS BLANK FORM, AND USE THE COPIES FOR TAKING YOUR NOTES AND  
SUBMITTING INFORMATION TO PRIORITY DOCUMENTS.

KEEP THE ORIGINAL BLANK FORM SAFELY IN THIS FOLDER, IN CASE YOU NEED TO MAKE MORE  
COPIES OF IT IN THE FUTURE.



Priority Documents is not a law �rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

HARASSMENT CALL REPORT
**Please print legibly and be as detailed as possible**

Please �ll out a copy of this form if you feel as though your rights were violated by or during a 
phone call from a �ird Party Collection Agency. A�er you have completed this form, call the 

Harassment Help Line at your earliest convenience with this information readily available. 

Please give a detailed summary of this call. Please do your best to be factual and objective in your description.  
We do want to know more information about your perceptions, feelings and reactions to this call—but it’s 

important that this summary be as neutral as possible.  

DATE TIME THIRD PARTY  
COLLECTION AGENCY

COLLECTION AGENT’S 
NAME

COLLECTION 
AGENCY PHONE  

NUMBER

TOTAL NUMBER OF CALLS  
RECEIVED FROM THIS  

THIRD PARTY  
COLLECTION AGENCY

MAKE SEVERAL COPIES OF THIS BLANK FORM, AND USE THE COPIES FOR TAKING YOUR NOTES AND  
SUBMITTING INFORMATION TO PRIORITY DOCUMENTS.

KEEP THE ORIGINAL BLANK FORM SAFELY IN THIS FOLDER, IN CASE YOU NEED TO MAKE MORE  
COPIES OF IT IN THE FUTURE.



Priority Documents is not a law �rm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

CLIENT FAX COVER SHEET
**Please print legibly and �ll out completely**

Please remember to write your client ID number on each page being faxed!

Priority Documents Fax Number: (858) 260-6181

Today’s date: ___/____/____

Your full name: ______________________________________________________________ 

Your client ID number: ________________________________________________________

Your telephone number: ___________________________________

Total number of pages (not including cover letter): _______________

Number of individual documents sent _______

(e.g. if you are sending three letters from two Third Party Collection Agencies and each communication is 3 
pages long, the total number of pages is 9 and the number of individual documents sent is 3)

**Please allow up to 3 business days from today’s date for our Document Preparation Team  
to con�rm receipt of your fax**



Priority Documents is not a law firm and therefore does not practice law, nor do we give legal advice. For legal advice, you should contact a licensed attorney in your state. We are not a debt settlement or debt consolidation company.

USEFUL  INFORMATION
HOURS OF OPERATION:

Monday – Friday:
9am – 9pm Eastern

PRIORITY DOCUMENTS CUSTOMER SERVICE PHONE NUMBER:
(888) 288-0975

PRIORITY DOCUMENTS CLIENT FAX LINE: 
(858) 260-6181

PRIORITY DOCUMENTS MAILING ADDRESS:
Priority Documents 
Processing Center 

8690 Aero Drive Suite 115-110
San Diego, CA 92123

PRIORITY DOCUMENTS EMAIL ADDRESS
FOR SENDING DOCUMENTS:

documents@prioritydocprep.com

HARASSMENT HELP LINE
(888) 384-5127



NOTES



GLOSSARY
 • Alleged Debt: an unsecured debt that has not been validated by the Third Party Collection Agency  
  or Original Creditor 

 • Call Record Sheet: a template provided to be used to keep a log of all calls regarding your alleged debts 
 
 • Client Portal: the user interface of our website. With your log in you can email us documents, email    
  questions and check the progress of your enrolled accounts 
 
 • Collection Calls: calls from Third Party Collection Agencies attempting to collect payment  
  for alleged debts 
 
 • Credit Report: a detailed report of a consumer’s credit history
 
 • Credit Reporting Agencies: the three main credit reporting agencies are Experian, Equifax,  
  and Transunion. Creditors send different information to each of the three agencies, so it’s important to   
  analyze all three reports
 
 • Credit Score: a rating assigned to a person that lenders use as an indication of a consumer’s capacity to   
  repay a loan
 
 • Credit: the ability of a customer to obtain goods or services before payment
 
 • Debt: money owed to a company or entity 
 
 • Erroneous Information: harmful information that has been reported to the three credit bureaus regarding   
  alleged and unsubstantiated debts 
 
 • Harassment Call Report: a template provided to write a detailed description of a call regarding your alleged  
  debts that you feel violated your rights as a consumer 
 
 • Inquiry: when a consumer’s credit report is pulled, it shows as an “inquiry.” Multiple inquiries in a short   
  period of time may be detrimental to a consumer’s credit score 
 
 • Original Creditors: the companies that initially extend credit, either through a loan, revolving line of credit,  
  or a credit card to a consumer 
 
 • Third Party Collection Letters/Collection Letters: pieces of mail you receive from the third party collection   
  agency trying to collect payment for alleged debts 
 
 • Third Party Collector Information Sheet: a sheet, that when fully filled out, can be used in lieu of a    
  collection letter for our debt substantiation process 
 
 • Third-Party Collection Agency (TPCA): agencies hired to collect debt on behalf of an original creditor 



Welcome Call:
• Go over Welcome Package

• Go over in detail the program and
the 3 steps of the program

• Go over Benefit information

• Answer any questions that you have in detail

30 Day Status Call:
• Go over Fair Debt Collection Practices Act

(FDCPA)

• Go over Up Right Law

• Go over in detail your credit report

• Go over the accounts that you have
enrolled in the program

• Answer any questions that you have in detail

60 Day Status Call:
• Go over in detail the next step of the program

• Answer any questions that you have in detail

90 Day Status Call:
• Go over in detail updates on your account

• Go over in detail the next step of the program

• Answer any questions that you have in detail

120 Day Status Call:
• Go over in detail the changes on your

credit report and updates

• Go over in detail the next step of the program

• Go over Up Right Law information and
how it may benefit you at this time

• Answer any questions that you have in detail

180 Day Status Call:
• Go over in detail updates on your account

• Go over in detail the next step of the program

• Go over Up Right Law information and how it 
may benefit you at this time

• Go over “VERITAS Legal Plan” in detail

• Answer any questions that you have in detail

• What do you think of Priority Documents? 

240 Day Status Call:
• Go over in detail the changes on your credit 

report and updates

• Go over in detail the next step of the program

• Go over Up Right Law information and how it 
may benefit you at this time

• Answer any questions that you have in detail 

360 Day Status Call:
• Go over in detail updates on your account

• Go over final stages of process

• Answer any questions that you have in detail 

Graduation call:
• Go over in detail the results of our 3 step 

program

• Go over Benefit information

• Answer any questions that you have in detail

• How was your experience with Priority 
Documents? 

CALLS TO LOOK FORWARD TO



CLIENT RESTORATION FAQ
How long before I see results?
It’s a pretty normal question to ask: how long is this going to take? The honest answer is that it depends on 
your goals, your situation, and how much work that needs to be done. That’s actually one of the best parts of 
the Priority Documents program - they look at your individual situation and then they build your game plan 
accordingly. Your Game Plan focuses on the areas that will make the most impact.  This helps the Priority 
Documents experts get to work quickly to make sure your creditors are being responsible regarding the 
information they are reporting about you.

How often are errors made when credit bureaus report information?
Frequently! A recent study by the U.S. Public Interest Research Group has documented that there is a 79% error 
rate with credit reports.

Why is Credit Repair worth it?
You just have to look at what your credit score impacts. These days, it seems like it’s just about everything.   
Whether you are purchasing a house, buying a car, applying for a job or simply applying for a utility service at 
your home, the effects of having a bad credit score are dramatic. Not having ideal credit can cost you thousands 
and thousands of dollars over the course of a lifetime.

What is a charge off and how do I remove or fix them on my credit report?
When an account is unpaid for more than 180 days, a creditor usually writes off the debt as a loss on their 
financial statements. This is known as a charge off. Once a debt is charged off, it is sold to a third-party 
collection agency who will likely contact you in attempt to recoup the balance. At this step is when stage II of 
the process will begin.

What is the Fair Credit Reporting Act and why was it created?
The Fair Credit Reporting Act (FCRA) was written in 1970 as an amendment to the Consumer Credit 
Protection Act. The FCRA provides additional measures of consumer protection in the areas of fairness, 
accuracy, and privacy of the information collected by the credit bureaus. It also allows you to personally engage 
in credit repair and maintenance processes, verifying that the information in your credit report is correct.

What’s a FICO score (credit score)?
A FICO score is a numerical value created by “risk assessors” to predict the payment patterns of a consumer. 
The score is a mathematical formula that is derived based on the information contained in a credit report. No 
one knows the “formula” of the FICO score except for a handful of people over at Fair Isaac Corp, who is the 
creator of the FICO score. Credit scores help lenders make decisions quicker so the lender does not have to 
scrutinize a credit report in detail to see if an applicant is too much of a credit risk. FICO scores range anywhere 
from roughly 300 to 850. A high credit score leads creditors to believe that an applicant is a low credit risk, 
which qualifies the person for better rates and terms. A low credit score can cause unfavorable terms for an 
applicant, or even deny the applicant entirely.



A Powerful Partnership To Help You Build Financial Strength 

Congratulations on making a great decision to improve your financial situation and 

becoming a client of Priority Documents.Your relationship with us is a priority and we are 

happy to share with you another important benefit that is a part of our service.  

Being a client of Priority Documents now includes a membership to the 

Financial Strength Builder™ program. You will have access to a wealth of 

personal financial resources including online tools that can help you improve credit, 

deal with debt, and live a better life with less worry about money matters.  

Please watch for these valuable emails on a regular basis starting with 

your Login and Password  

These emails will cover numerous topics designed to help you through challenges with 
money and to develop more effective strategies to improve your personal finances 

and build financial strength now and in the future.  

www.prioritydocprep.com Tel: 888-288-0975 

See	backside	for	more	information	on:	

Financial	Strength	Builder™	Tools	

Financial Strength Builder™ is a one-stop solution to do more than 
crunch numbers- it provides the knowledge, education, and money-

saving tools that you need to improve your finances. 



	

	

	

You	are	here*	

Your	credit	score	is	all	about	the	banks	and	reducing	their	risk	
whereas	the	FSS	is	all	about	you,	your	security,	and	your	ability	to	
withstand	unplanned	events!	FSS	creates	a	personalized	plan	for	you	
to	modify	your	finances	to	find	additional	money	each	month.	

Your	Financial	Strength	Score	(FSS)		

Rapid	Results	Road	Map		

	
With	your	membership	in	the	Financial	Strength	Builder™	(FSB)	you’ll	
be	able	to	take	advantage	of	our	easy	to	follow	step-by-step	process	
to	get	your	finances	under	control	and	start	saving	some	serious	
money	to	build	financial	strength!	

You	are	here*	
FSB™	automates	and	manages	what	you	make,	spend,	and	save.	It	helps	
track	finances	(Budget	Management)	automating	the	savings	process	
(Savings	System).	You'll	learn	how	to	reduce	debt,	(Debt	Reduction)	and	
habits	that	will	improve	your	credit,	(Credit	Building).	

Building	Your	Skills	with	the	Four	Foundations		

You	are	here*	

The	Frugality	Game™	is	a	fun	way	to	learn	how	to	make	smarter	money	
choices.	Instead	of	boring	spreadsheets,	The	Frugality	Game™	provides	
entertainment	and	education	while	helping	you	and	your	entire	family	
think	about	the	spending	choices	you	make	on	a	daily	basis.	

The	Frugality	Game™	-	Fun	for	the	Whole	Family		

You	are	here*	

Complementing	the	powerful	of	financial	tools	available	in	the	FSB™	
are	numerous	videos	that	can	help	change	your	mind	set	about	
money.	These	videos	offer	practical	and	easy-to-follow	guidance	as	
you	journey	through	the	12	sessions	in	the	Rapid	Results	Roadmap.		

Inspirational	Videos	to	Change	Your	Mindset			




