SCHOOL LOGO
SCHOOL NAME
SCHOOL ADDRESS
Date
Payee name
Payee address

City, State, Zip
Dear Payee,

Our records indicate that “check #” in the amount of “check amount” was issued to you on “check date”.  The check was issued for “state reason”.  This check has been outstanding for over 90 days.
Please cash the check as soon as possible.  If you do not have this check, “School name” will reissue it upon request.   Please complete the section below and return this letter.    

Your immediate attention regarding this matter is appreciated.

God bless,

“Name”
        The original check has now been cashed.

        The original check was never received; please stop payment on it and reissue.
Please return this form to “School name”

“School Address”
