[HARVESTIME INTERNATIONAL INSTITUTE]

[Insert address and telephone information]

Date

Name

Address

City, State, Zip

Dear_______:

Greetings in the name of the Lord.

Enclosed is the transcript of grades which you requested.

If you have questions regarding this record, please don’t hesitate to call me at [insert telephone number].

Sincerely,

Name

Title

[HARVESTIME INTERNATIONAL INSTITUTE]

[Insert address and telephone information]

Date

Name

Address

City, State, Zip

Dear_______:

Greetings in the name of the Lord.

We have received your request for a transcript of grades.  According to the policy in our Student Handbook, we charge [$] to issue a transcript.  Please remit this amount as soon as possible so that your request can be processed.

If you have questions, please don’t hesitate to call me at [insert telephone number].

Sincerely,

Name

Title

