
Section 1 — What You Must Have Before Sending Any Notice
 Full loan number and servicer account details
 Current servicer name + previous servicer(s)
 Mailing address for “Legal Department / Compliance Department”
 Proof of standing (statements, letters, assignments if available)
 Timeline of events (late fees, errors, misapplied payments, transfer dates)

Section 2 — Required Federal Compliance Elements
 RESPA §2605(e) compliance notice triggers
 TILA §1641(f)(2) identity request
 UCC §3-301 “Person entitled to enforce the instrument”
 UCC §3-309 lost/uncertain note provisions
 Fair Debt Collection (FDCPA §1692e) verification requirement

Section 3 — What MUST Be in Your Affidavit
 Statement of facts (clear bullet points, no emotion)
 Your standing as the “affiant”
 Identification of wrongs or discrepancies
 Attach exhibits (statements, letters, screenshots, etc.)
 Clear “opportunity to cure”
 Sworn signature under penalty of perjury

Section 4 — What MUST Be in Your Notice
 Exact statutory citations
 Written demand for response within X days
 Specific questions/requests they must answer
 Delivery method (certified, RRR)
 Statement of non-response consequences

Section 5 — What Happens If They Don’t Respond
 Administrative non-response becomes evidence
 Affidavit stands unrebutted under UCC 1-202 / 1-303
 You may escalate to Notice #2
 You may issue Notice of Administrative Default
 You now have documented non-compliance

Affidavit + Notice Compliance Checklist 
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