[HARVESTIME INTERNATIONAL INSTITUTE]

[Insert address and telephone information]

Date

Name

Address

City, State, Zip

Dear_______:

Greetings in the name of the Lord.

I am sorry to inform you that we are enclosing a check that has been returned to us for insufficient funds.  

According to the policy stated in our Student Handbook, we must charge a [ $ ] fee for charges incurred by the bank for handling this check.

This means we need to receive the amount of $______ for which the original check was written plus $_________ for a total of $__________.

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

Sincerely,

Name

Title

