
Subject line: Courtesy reminder of upcoming tuition payment 

Hello Mr. Jones!

This is just a courtesy reminder that you have an upcoming tuition payment in the amount of $1,000 due 
on April 15th.  

This payment is scheduled to be paid at the school in person.

We appreciate your continuing support of our school.

Thank You,

Mrs. Dinino
School Director 

Account Expired E-mail
Account Expired
Subject: Could You Check Something for me?

Hello!

This is Mrs. Dinino from Master Chong’s World Class Tae Kwon Do.

I was looking through our billing report and noticed that the credit card you have on file has expired/ rout-
ing number you have on file is invalid. 

I would appreciate you connecting with me to make arrangements for getting your account current.  Please 
call me at 646-6600 or see me at the front desk the next time you are in to get this information updated. 

If you have any concerns about our service or your membership I am ready to discuss them with you.  

Mrs. Dinino

P.S. I am generally available Monday through Friday from 3pm-9pm and Saturday 10am -2pm. 

Payment Due E-mail



Overdue Payment - three days late 
Subject Line:  Could you check something for me?

Hello!

This is Mrs. Dinino from Master Chong’s World Class Tae Kwon Do.

Our most recent report from our billing service shows that your tuition payment for $100 has not been 
received for this month.  

I wanted to confirm with you if that was accurate.   If there is an error with an account number or another 
issue of that type please let me know how I can be of assistance.

If you do need to make a payment, please feel free to contact me.  

We appreciate your membership in our school!

Mrs. Dinino

P.S. I am generally available Monday through Friday from 3pm-9pm and Saturday 10am -2pm.

Overdue Payment - ten days late
Subject Line: Reminder Notice 

Hello!

This is Mrs. Dinino from Master Chong’s World Class Tae Kwon Do.

I had emailed you last week to notify you that your tuition payment had not been received for this month.  

Can I be of assistance in some way?  I would appreciate you connecting with me to make arrangements for 
getting your account current.

If you have any concerns about our service or your membership I am ready to discuss them with you.  

Please contact me via e mail or 646-6600..

Mrs. Dinino

P.S. I am generally available Monday through Friday from 3pm-9pm and Saturday 10am -2pm. 

Overdue Payment E-mail


