
Allied Finance Adjusters Conference Inc. 
___________________________________________________________________ 

 

Client Welcome Package Guidelines/Outline 

Clients need a quick overview of your company. The term "Less is more" comes into play here. Your cover sheet  and 
Introduction page should be short simple and to the point.   

Listed below are the guidelines on how to create your welcome package. Using Microsoft Word to create your package 
will save you time down the road. If you can fit, for example your city and state licenses on one page, please do so. 
Images of your facility and towing equipment can be inserted into Microsoft Word and saved. (Drag and Drop) 

Using the "Snipping Tool" included on most PC computers is a convenient way to create your welcome 
package. This makes for easy printing and collation,  just snip, save to your desktop, then drag into Microsoft 
Word.  Once you build your welcome packing using Microsoft word you can "Save As" as a  .pdf so updating 

your documents is now a breeze!  (The "Snipping Tool" is located:  Start button, All Programs, Accessories Folder) 

Helpful Hint: Never say you have been in business for "Over 4 years", instead say: "Since 2011" this way you don't have 
to remember to update the years, every year! This applies for your company letter head, business cards and company 
website.  

Once you complete your welcome package "scan"  or "save as"  in PDF format. This is the best for emailing or uploading 
to the clients.  
 

Welcome Package Outline (What to include): 
Cover Sheet (Page 1):  Company Logo, Service Area, Company Name, Physical Address, Phone, Fax, Email, Website & 
Last Revised Date, and your contact information. 
Introduction page (Page 2): List the Services you provide, Certifications, Memberships and type of recovery equipment. 
(basically an overview of the next pages)  "Limit to only one page".  

Page 3: Insurance Accord Sheet. 

Page 4: Licenses.  

Page 5: Bond.  

Page 6: Workers Comp Insurance Accord Sheet. 

Page 7: Certificates. (Compliance and Education Training Attendance Certificates).  

Page 8: Certifications. (Compliance and Education Course Completion Certificates). 

Page 9: Memberships. (National and State Trade Associations Membership Certificates). 

Page 10: Images of your facility. (Place images in Word Document).  

Page 11: Images of your towing equipment. (Place images in Word Document). 

Page 12: References. (List - clients, vendors and personal, with name and  contact information minimum of three).  

Page 13: Certificate of Corporation Status with state. (If applicable.) 

Page 14: Completed W-9. (Google W-9 for form) 

Page 15: Your rate sheet.  (For smaller clients it is best to include your rate sheet. Larger clients will provide contracts 
with the rates explained, it may be best to negotiate your rates at that point.  

 Below is an example of a welcome package, Please do not copy the wording, use your own creativeness!  
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INTRODUCTION PAGE 

      Action Auto Recovery 
Serving Los Angeles, Orange, Riverside San Bernardino & San Diego Counties Daily! 

 
CFPB Compliant - RDN - DRN - VTS - CRA - AFA - CALR - CCUCC - MRS - BAJA 

 
About Action Auto Recovery:  

The most professional help available to recover your collateral and avoid legal problems. The likelihood for the 
successful recovery of your collateral is assured. We use wheel lift, self loaders & flat bed towing for damage 
free recovery, delivery and transport. Action’s repossessors are employees and not independent contractors. 
They are covered under our workers compensation insurance. We carry business liability with one of the top 
“A” rated insurance company’s in our industry; we also carry Garage keeper’s direct and primary coverage for 
wrongful repossession, personal injury and auto liability. 
 

Action Auto Recovery is a member in good standing with: 
The California Credit Union Collectors Council. (CCUCC)  
The California Association of Licensed Repossessors. (CALR) 
Allied Finance Adjusters (AFA) client protection bond of $1,000,000 
 

Action Auto Recovery’s Skip Tracing Ability Is Second To None: 
Our seasoned professionals use a unique combination of old school techniques and the latest in online 
technology for locating your customer’s relatives, friends and family’s current residence and employment.   
 

Vehicle Storage and Delivery:    
Action Auto Recovery will store your collateral FREE! Police holds are at a reduced rate.  
If redeemed, there is a nominal fee to your customer from the date of repossession only. We will deliver your 
vehicle to all local auctions within 40 miles from our storage locations. 
 

Transport Service Available: Call us for a FREE quote! 
  

Personal Effects, Condition Reports and Photos: 
Personal property will be removed, inventoried, stored and held for 60 days. Your debtor will be charged a 
minimum of $5.00 per day from the date of repossession. (CA B&P 7507.9). Condition reports faxed within 24 
hours of recovery, Digital photos upon request – FREE! 
 

No Hidden Fees or Extra Charges Ever! 
Flat bed towing and security keys are passed to you at our cost, upon prior approval.  
 

Assignment Reports and Updates:   
We upload to your client portal, call, e-mail or fax on demand your assignment updates.  
 

Action Auto Recovery, Guarantees a higher recovery ratio while keeping your costs to a minimum. 
Voluntary repossessions and impounds with police releases recovered within 24 hours.  
Action Auto Recovery, is a service organization and will tailor our operation to meet your needs. 
 

For more information surf to www.RepoBiz.com  / email - skip@repobiz.com 

A quick call will get you immediate personal attention: (800) 421-5528   

http://www.repobiz.com/
mailto:action@repobiz.com
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INSURANCE  
 

 

SAMPLE 
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LICENESES 

 

PRIVATE INVESTIGATOR  LICENSES 

 

CITY BUSINESS LICENSES 

 

 

 

SAMPLE 

SAMPLE 

SAMPLE 
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ALLIED FINANCE ADJUSTERS BOND 

 

SAMPLE 
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WORKERS COMP INSURANCE 

 

 

SAMPLE 
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AFA CFPB TRAINING  

 

 

CALR CFPB TRAINING  

 

 

SAMPLE 

SAMPLE 



Allied Finance Adjusters Conference Inc. 
___________________________________________________________________ 

 

CRA CERTIFICATION 

 

SAMPLE 
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ALLIED FINANCE ADJUSTERS MEMBERSHIP CERTIFICATE 

 

CALIFORNIA ASSOCIATION OF LICENSED REPOSSESSORS (CALR) CERTIFICATE OF MEMBERSHIP 

 

 

SAMPLE 

SAMPLE 
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EXTERIOR IMAGE OF PHYSICAL OFFICE LOCATION 

 

 

                    INSIDE VEHICLE STORAGE                                             OUTSIDE VEHICLE STORAGE  

 

     

     PERSONAL EFFECTS STORAGE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SAMPLE 

SAMPLE SAMPLE 

SAMPLE 
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INTERIOR OF OFFICE  
 

 
 

 
 

 

TOWING EQUIPMENT 
 

 

 

 
 

 

 

SAMPLE SAMPLE 

SAMPLE SAMPLE 

SAMPLE 

SAMPLE 
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REFERENCE LIST 
 

Client Reference List 
 
 
 Client    Contact   Phone   Email 
 
 ABC Bank   Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
 ABC Bank   Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
 ABC Bank   Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
 

 
Vendor Reference List 

 
 Vendor    Contact   Phone   Email 
  
 
 RDN    Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
 DRN    Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
 IREPO    Jeff Jones  555-555-555  j.jones@abcbank.xxx 
 
  
 

Personal  Reference List 
 

 Person    Phone   Email 
  
 
 Jim Jones   555-555-555  j.jones@abcbank.xxx 
 
 Jim Jones   555-555-555  j.jones@abcbank.xxx 
 
 Jim Jones   555-555-555  j.jones@abcbank.xxx 
 
  

 

(Note:  Always ask the person or company before you list  them as a reference) 
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CORPORATION  LETTER IN GOOD STANDINGWITH THE STATE 
 

 
 

SAMPLE 
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IRS W-9     
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RATE SHEET 
 

Involuntary Repossession: 
 
Voluntary Repossession: 
 
Impound Repossession: 
 
Impound, body or repair shop front fees on behalf of client, max amount: 
 
Door Knock (Payment collection): 
 
Condition Report Only:  For impounded, body or repair shop vehicles:  
 
Flat Bed Towing: 
 
Dolly Fee: 
 
Key Fee: 
 Standard Cut: 
 Programming: 
 Laser Cut: 
 
Delivery to Auction: 
 Local delivery under XX Miles: 
 Delivery over XX Miles: 
 
Vehicle storage to client: 
 Days free to client: 
 Per day after free days: 
 
Vehicle Storage amount per day to Debtor: 
 
Personal Effects storage amount per day to Debtor: 
 
Business operating hours: 
 
Business Hours for transport pick up: 
 
Business Hours for insurance inspections: 
 
Business Hours for vehicle and personal effect redemption for debtors: 
 
 
 
If you have any questions please give us a call at (555) 555-5555 
 
 


