
Tuition Fee Payment Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[School's Name] 

[School's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the payment of outstanding 

tuition fees for my child, [Child's Name], enrolled in [Program/Class Name]. As of today, the 

total amount due is [Amount Due]. 

It is important for us to ensure that all financial obligations are met to avoid any disruptions in 

[Child's Name]'s education. I would appreciate your prompt attention to this matter and kindly 

ask for confirmation regarding the payment schedule. 

Thank you for your understanding and support. Please feel free to reach out to me via email or 

phone if you need any further information. 

Sincerely, 

[Your Name] 


