Date:
Dear Parent / Guardian of (Pupil name)

Re: Dinner Money Arrears
As at (date) your child has an outstanding balance of (amount) for school meals.

Please arrange for the above amount to be paid in full within one week of the date of this letter after which, unfortunately, we may be unable to offer further meals.
If you have any queries relating to this matter please do not hesitate to contact us.

Yours faithfully

