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Writing Letters

Dunning and follow-up letters are a key part of managing your financial exposure,
especially in hard times like right now. FormTrap is an effective and excellent letter
writing tool, allowing a variety of letters of different tones from a very simple data file.

This is how it’s done:

Data Extract from your DB

For most letters, this is all of the information you'll require, printed as a small
document or as a records mode file in the Base Page record:

Company Name and Address

Person being written to (or a standard title like “The Accountant”)
Amount outstanding

Date of last action

Date of next action

Employee Number

In addition, you'll require these two indictors (for Records Mode make them
additional one-character records):

Letter Type — indicates the text required and variables to be inserted — done in
Form Design rather than here as part of the record/variable.

Closure type — allow for a signature, Name and Title only format, plus the above
with an Email address. Again, done in the form design, with just an indicator/record
letter here.

Top
Form Design

There are two simple design elements, being the Base Page and the one or two
Closure Detail Records. Base page contains the date and customer address and
looks as below:
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The “Closure” Detail Lines contain just the Employee field and get their data from
substitution files, where you can set up new employees without changing the
FormTrap form, or even set up “dummies” for certain letter events — like the threat
to pass their details to a credit agency.

This is a typical “Closure” Detail Line:
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All of the information (in the above, the signature and below, employee details), are
Substitutions based on Employee, here are the text substitutions:
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The above produces the file name “NameXXXX.txt” with employee number
replacing the XXXX. The data from the matching file name in the Substitutions
folder is inserted. These are a few of the substitution files with an example:

[3) Name1343 et

1KB Text

(7] name 1441 tr -l
] Name1598. 0k
Sign1343.bmp
Sign1441 . bmp

] Sin11598 bp

[E]) Ttle1343.ext

(7] THet4el bt

[£] THie1598 bt

Letter Texts:
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1KB  Text Document

1¥B  Text Document

1KB Text Document

txt - Notepad
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Top

These are again just detail lines, which can incorporate data and use the special
Advanced tab to define themselves as Variable height and to allow Whitespace

after the final line.
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Data from the Base page is incorporated into the letter text as are required
substitutions (see «employee» used to substitute this person’s extension number).
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Your Data Extract program then simply needs to provide for the correct letter type
and closure to print a large variety of letters. Financial institutions can use this to
direct personalized and sophisticated letters from a simple “extract” source to
provide letters that look individually written and can direct their replies to a person
or function within the company.

This document is available (Version 7) with appropriate substitutions and data file
from Downloads, Tutorials.

Samples follow:
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May 1, 2009 me

LT P Y LA
The Acooustans

Drulkart ard Slow, I,

555 Smith street

Suite 100

Ampinyville MN 22227 3335 44

Diear 5is,

Dullsrd and Slow, loc. i appeaaching the point whire TOG Information 5:. stz YL wall be fogced w0
take fegal action for debi ecovery agaimst you. This will cost Dullerd and Slow, Inc. i deam FIVE
HUNDRED DOLLARS (E200.00) or top of year exising debt of THREE THOUSAND DOLLARS
ONLY (53,000 0071, 25 well s time, tenvel and loss of repusation

1 would be s apprecifive il you cotld call me to disciiss v repuymenl progrim on 07 B307 24060,
extengion 139

WY have mat heand froem yrou o receivied payment in fall by May 31, 2009, lepal action will be taken

Yours faathlally,

A flaskiem

Aruce M. Mathewn
Credit Manager, AR

Brirce MatkssonitFormTrap com
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May 1, 2009

5 P O e Y Y TCLG Infrratan Systems Piy. Lig
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Aardvark Assocaanes Iee, Chgpendsiz A
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13451 Matn Susel Fan o211
Suile 200 I )
Anytown CA | 2345 6789 12

Diear 5is,

Aandvark Associates lec. had dgmared our b request dated Masch 31, 200% and ey 2 comequchee
TG Information Sysiems Fi will pags this secount o o debd collection agency elfective the slard
of noxt month if we have rot been cortacted by vau bofore thal date,

Tl srdunt n:luﬂ_mdin;,_: e ONE HUNDRED FIF N DOLLARS ANDAL CENTS (3115.40) and
willl incresae by court cords of 4l beast andather F NDEED Disllars, 1o sadadatbizn, TOG
Informsition S}':'.c:m PI}'. Leik. will pla-cc Wil o @ nafieal li!-li:-I'F-Jlur payers and Slnsl comipany
may fmd &ifTiculty in abtaining credit For a number of years therealler.

Again, 1 waild lie most apprecuative of you cuiled call e b disciiss your situation on 02 B30T 24400,
eatetsion 120

Thaz iz your kxst oppartunity to deal with TCG Information Systems Pry. Lid, instead of 2 collection
sgency who are mach leik poslate than wa have been

Yours Tadthilally,

Hran Crow
Chief Accouniani

Brvan. Crowig Form Trnp.gom
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May 1, MK

Thé Acconmtan

Trans Tadman Failway Compamy
31 Malfous Strect

Chippendale N3W

Dhear Siz,

TOG Information Systemys P/L has bonded your debt 10 0 debt collection agency and will deal with
Trans Taimean Railway Company valy o 2 cash with onder besis

Tramg, Tosram Baitony Company i been incloded on 8 nomber of dats bases ooed by credir controlbers
Lo viel comypinics prior 36 the issuance of credit fecildes.

Yours Taathlully,

Gerahding AL Hiengerfioed
Credit Supervisor
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