Date:
Re. Notice to Submit School Fee for the Month of May-June till 10-06-21
This letter serves as a detailed notice of the submission of the school fee. I am Jessica Loman, assistant coordinator in Daffodils High School of Science and Arts, Boston. I am writing this letter to pull your attention to the matter of fee submission in the month of May.
According to the Accounts Department of the school, it has been told that you have not submitted the school fee for May. As it is one of the primary duties of the accounts department to collect the fee in time. The school belongs to private ownership, hence, a lot of expense of the school is based on the collection of the fee that students pay. Thus, fee payment and collection are important in the regulation of a lot of services, projects, and management.
We understand the hefty financial burden that has stricken your shoulders and sudden pressure in financial, physical, and psychological terms caused by the Pandemic. Therefore, we announced our revised relief packages in the shape of a discount on tuition fees and absolved all the previous debts on the students. 
We are also in the same boat as you because the school has been struck by a total shutdown and closure because of lockdown and partial opening of the school. Many of the students have left or froze their semesters in the school because of financial burdens and have started working or taking short courses from public sector institutes.
As the school is reopened now, I request you to submit the due amount of the school fee before 10th June [YEAR]. The total payable amount is USD 200 including all the discounts and COVID relief cuts. I shall be thankful to you for your cooperation. You are welcomed to meet the coordinator in person in case of fee extension or any other problem. You can write to us at [EMAIL].
Encl. Please find the fee challan forms enclosed.
Cordially,
Jessica Loman
Assistant Coordinator
Daffodils High School of Science and Arts
Boston, CA, USA
(Signature)
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