Correspondence





What you will find in this file:





Sample letters ready for you to personalize.  You may also add letters to this data base as needed.





The following letters are included in this folder:





File Name			Purpose


AcceptanceLetter:		Notifying student of acceptance as a student.


Faculty Honorarium:		Thanking faculty member for service and sending an honorarium.


Faculty Meeting:		Notifying faculty member of next faculty meeting.


FacultyNewSemester:	Notifying faculty member of new semester.


FacultySemesterEnds:	Letter to faculty at end of semester.


GradesOnHold:	Notifying student that grades will be held until certain matters are resolved.


InquiryAnswer:	Answering an inquiry about the school and enclosing a registration packet.


InquiryFollowUp:	Following up a previous inquiry who did not return registration.


InsufficientFunds:	Notifying student of a check returned for insufficient funds.


MissingItems:	Notifying student that you cannot process their registration until you receive items that are missing from the registration packet.


NewSemesterStarts:	Notifying students of new semester and registration dates.


PastorFollowUp:	A follow up letter to pastors with whom you have shared your program.


PaymentPastDue:	Past due tuition payment.


Rejection:	Student not accepted.


StaffHire:	Staff/faculty member hired.


TranscriptResponse:	Two letters: One saying the transcript is enclosed; requesting a fee for the transcript.


