Date
Name
Address Line
Address Line
During our monthly finance reconciliations, School Name came across check # XXXXX issued to you on 00/00/00 for $00.00.  As of today, this check has not cleared our school bank records.   This check is over 90 days old.  If you still have possession of this check, please return it to the School Name here in City, NC and we will issue you a replacement check.  If you do not have this check, please sign and date below requesting a new check and return it to School Name, ATTN:  Bookkeeper, School Address.  If this money is not claimed, the $00.00 will be forfeited and escheated to the state of North Carolina using the applicable laws and regulations.  Feel free to call me at the telephone number below if you have any questions.
Sincerely,

Principal Name
Principal
Scotland County Schools

(910) 000-0000 
________
YES, I claim the money mentioned above.  Please issue me a new check.
________
NO, I do not claim the money mentioned above.

Signature & Notes:
______________________________________________________________

______________________________________________________________

