[HARVESTIME INTERNATIONAL INSTITUTE]

[Insert address and telephone information]

Date

Name

Address

City, State, Zip

Dear_______:

Greetings in the name of the Lord.

We are really excited about receiving your registration for Harvestime International Institute.  

Before we can finish processing your papers, however, we need to receive the following items which are checked below which you neglected to include with the registration packet:


___Application for admission


___Photo


___Registration fee


___Pastor’s reference


___Christian friend’s reference


___Medical form 

Please call me at [insert telephone number] if you have any questions.  We need to receive the missing items as soon as possible so we can finalize your registration.  Thank you for your prompt attention to this matter.

Sincerely,

Name

Title

