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  Collection Services Guidelines


E-mail:        collect@dplawyers.com
On the Web:   www.dplawyers.com

1) Prepare Your Collection File

A. Include all pertinent documents

1. Rental Application

2. Lease Agreement

3. Statement of Account

4. Itemized Refurbishing Cost and/or Damages

5. Itemized Utilities
6. Other documents that you feel are pertinent to the collection claim 

Tip… If you do not have one of the above-mentioned documents, note the “Collection and Information” form.  If you do not tell us that you do not have the document(s), we will assume you forgot, and we will call you to retrieve the document(s).
B. Complete the “Collection and Information” form

1. Be thorough – include accurate information.

2. Include only those names (debtors) that have signed the Lease agreement.

3. When claiming unpaid rent, be sure to indicate the months that remain unpaid and how much is due for each month.
4. When claiming unpaid late charges, be sure to indicate the months that remain unpaid and how much is due for each month.

5. When claiming refurbishing cost and/or damages, include an itemized statement that clearly shows how you have arrived at the total amount due.  You may only charge for damages that are extra ordinary (damages over and above normal wear and tear).
6. When claiming utilities, include an itemized statement that clearly shows how you have arrived at the total amount due.
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Complete the “Collection and Information” form – Continued

7. If there was an eviction, include the court cost.  Attorney Fees are not permitted.
8. Be sure to give the debtor credit for their security deposit.

9. Print the name of your company and the contact person for the claim being submitted.

Note:  If you have a written lease agreement, you might be able to charge the tenant rent through the end of the term of the lease or until the unit is re-rented, which ever occurs first.  We will not begin any collection activities until you have provided us with a final amount due.
2) Submit Your Collection Claim

A. Send copies only.  Do not send original documents.  You should keep a permanent file that contains all of your original documents.  Upon receipt of your collection claim, we will scan your copies into our system, and then we will shred your copies.
B. Forward your collection claim(s) by U.S. mail:  
C. Forward your collection claim via Email:  If you have the capability of scanning your documents, you may e-mail your collection claim(s).










We discourage the forwarding of collection claims via facsimile.     

Do not send partial claims.  
Wait until you have compiled all of your documents and you have completed the “Collection and Information” form before you send your collection claim. 
3) Important Points


Substantiate Your Claim ! !
You must be able to substantiate your claim.  If you are charging for refurbishing cost/damages, you must be able to prove the amount you are claiming.   
You must have actual receipts and/or true estimates.  We highly recommend that you maintain physical evidence such as photos and videos.  You are only entitled to refurbishing cost/damages that are above 
ordinary wear and tear.  
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4) Be Available for Questions
If a debtor disputes the claim, our office must be able to contact you so we can verify the information contained in the claim.  If there is part of the claim that is not clear to us, we will need clarification from you.
5)



Call Our Office if You Have Questions
614-253-1010

Following is our process for debt collection services.

· Collections: An attorney and collector are assigned to each collection claim submitted by you.  We ask that you provide us with documents that are pertinent to the collection claim.  Typical documents include, but are not limited to; application, written lease agreement, statement of account, and itemized refurbishing cost.  Upon receipt of your file, we will review the claim and identify the appropriate collection strategy.

· Pre Litigation Collections: During this process, we will attempt to verify the location of the debtor(s).  We attempt to make contact with the debtor(s) by demand letter and telephone.  Once contact is made, we encourage the debtor(s) to voluntarily resolve the debt by making payment-in-full or by establishing an acceptable payment arrangement.

If contact is not made or if payment is not received, our firm will assess the debtor’s ability to pay, and we will determine if the litigation process is appropriate.    

· Litigation Process: During this process Dana & Pariser Co., LPA will file a complaint.  Upon receipt of a judgment, we proceed with executing on the judgement, whereby we extract the funds from the debtor(s).  Legal remedies available for extracting funds include, but are not limited to; a judgement debtor examination, bank attachment and wage garnishment.

