Template for Contacting Student

Date

Student Name

Student Address

Dear Student:

You owe the ________________ Department $_________ for ____________________ (description of damages) __________________________________________________ _______________________________________________________________________.  Attached is a copy of the form that you signed stating your responsibilities and liability.   ( if applicable)     The charge has been placed on your student account.    If the balance is not paid promptly, your account may be placed with a collection agency and/or the amount due may be deducted from your NC State Income Tax refund.

Please contact _(WCU Employee Name)__  at 227-_____  or ______@email.wcu if you have any questions about this charge.

Sincerely,

Department Head

Att

