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(Date)

(Business Owner Name)

(Name of Business)

(Business Address) 

Dear (Business Owner Name),

Your quarter-page advertisement appeared in the (year) (school name) yearbook, which was distributed in (month). According to our records, we have yet to receive the $(amount) payment for the (business name) ad. Please check with your bookkeeping department to verify this outstanding payment. Notify us if your records reveal something different. As per our conversation earlier, we are closing out our accounts and preparing to send final payment to the publishing company. We need your payment.

The (yearbook name) is a highly regarded publication by our readers and other scholastic journalists. We are pleased that you chose to support our program and publication. As you know, it takes a lot of work to run a business. We are responsible for raising 100 percent of the funds to produce the yearbook, and your advertisement is important in that effort. Please help us to finalize our records and pay our bills in a timely manner; we would appreciate the $(amount) payment immediately. To make it more convenient, we have enclosed a self-addressed, stamped envelope.

Thank you for supporting our student publication.

Sincerely,

Business Manager

(School name) yearbook





(School Name)
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