[School Name]
[Address]
Dear Mr. and Mrs. White, 
I hope you are doing well. I am writing to inform you that the amount of the $250 tuition fee of your son, Andrew white (Reg#9282) is pending for the month of August. We sent a reminder to you earlier as well, but the dues have still not been cleared. We request you to please pay the school fee within this week as it has already been a week past the deadline.
In case you are unable to pay the fee due to financial issues, we also have the option of school fee payment in installments. You can pay twenty-five percent of the fee within this week, and then a ten percent fee in each coming week. This policy has been introduced for the ease of parents. If you wish to avail of the installment policy, please write back to us so we can send you the paperwork regarding it.
We hope to hear from you soon. We also wish to inform you that if the school fee is not paid after two reminders and if the parents do not reach out to us within the given time, the school reserves the right to take strict action.
This may or may not be limited to a temporary suspension of the student or permanent expulsion from the school. We always strive for fairness which is why we are giving you time to either pay the school fee in whole or by installments as per your convenience.
Thank you
Regards,
School Administration.
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