SAMPLE LETTER 1
OVERDUE LIBRARY MATERIALS
Dear

.......... Library has been advised by .............................. that you have loans or fines outstanding from their library.

It is a condition of membership of the CAVAL Reciprocal Borrowing Scheme that users are subject to the regulations of the lending institution, including returning material by the due date, and payment for overdue, lost or damaged items.

This institution is also obliged to pursue any outstanding loans or fines arising from its staff and students using the scheme.

Accordingly, I must request you to return the overdue items and/or pay any outstanding fines immediately. Until this library is notified that this matter has been resolved, your borrowing privileges have been suspended at both institutions.

Yours sincerely,

