[HARVESTIME INTERNATIONAL INSTITUTE]

[Insert address and telephone information]

Date

Name

Address

City, State, Zip

Dear_______:

Greetings in the name of the Lord.

We are nearing the end of the semester and before we can issue your final grades, we need you to resolve the following items which are checked:

___Our records indicate that you still owe a balance of $____ on your tuition.  This must be paid before we can issue your final grades.

___Our records indicate that you have the following overdue library books:

You must contact the school librarian and either return or pay for these books before we can issue your final grades.

___Our records indicate that you have unpaid library fines in the amount of $___.  Please contact the school librarian to resolve this matter so we can issue your final grades.  

Please call me at [insert telephone number] if you have any questions.  Thank you for your prompt attention to this matter.

Sincerely,

Name

Title

