Insufficient Check Sample Letter
Date 
Name
Address
Dear (name):

The Cooperative Extension Service received your check, #526, in the amount of $24.00 dated April 7, 2011.  The check was deposited into our bank account.  The check has been charged back against our account for insufficient funds.  Please find enclosed a copy of your check and statement from the bank.

Please send a money order in the amount of $24.00 to the following address as soon as possible.




Cooperative Extension Service




Address



Attention: Staff Chair’s Name 

Thank you for your prompt attention to this matter.

Sincerely,

Name
County Extension Agent – Staff Chair

BP/al

Attachment


