[Your address details]

[Date]

[Creditor's address details]
Dear Credit Provider/Debt Collector
Account no [insert]
We refer to your letter dated [date] requesting repayment of $[amount]
Our client is in receipt of a social security benefit which is [his/her] sole source of income. [He/she] has no assets other than ordinary household items. As you may be aware, should you issue legal proceedings against [him/her], a court will not make an instalment order (see Judgment Debt Recovery Act 1984, section 12). We enclose a copy of [his/her] Centrelink card for your information.
As we have advised you that our client does not have capacity to repay the alleged debt (and provided evidence of this) we require that you cease all contact with [him/her]. Section 162AA(2)(m) of the Fair Trading Act 1999 prohibits contacting a person about a debt after the person has advised in writing that no further communication should be made (unless it is by way of a court action  or notice of intended court action).
Should you contact [name of client] again about this debt, we are instructed to issue proceedings against you without further notice for damages of $10,000.00. We shall also inform ASIC who may impose a civil penalty of up to $143,000.00 on a corporation for such behaviour. 
[client name] does not acknowledge liability for this debt.

Yours faithfully
encl 

