
Library Notification 

Date: [Insert Date] 

Dear [Patron's Name], 

We hope this message finds you well. We are writing to inform you that our records indicate you 

have an outstanding balance of [Insert Amount] in unpaid fees associated with your library 

account. 

Please take a moment to review your account and settle the unpaid fees at your earliest 

convenience. You can make a payment through our online portal or visit us at the library. 

If you have any questions or believe this information is incorrect, please do not hesitate to 

contact us at [Insert Library Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Library Name]  

[Library Address]  

[Library Phone Number]  

[Library Email] 


