[HARVESTIME INTERNATIONAL INSTITUTE]

(Insert address and telephone information]           

Date

Name

Address

City, State, Zip

Dear  [Faculty Member]:

Greetings in the wonderful name of our Lord and Savior Jesus Christ!  

As the semester is nearing conclusion we want to remind you of some important dates:


[Dates]

Final exam week.


[Date]

Last day of classes.


[Date]  
Student semester grades are due in the school office.

I also want to take this opportunity to thank you for being part of our faculty during this past semester.  You have touched many lives.  I pray that you will be richly rewarded for sharing your gifts and time with our students.

Sincerely,

Name

Title

