Addressee
Address
City, State ZIP

Dear [addressee]:

We wrote to you on [date], and asked that you send in the [type of fee due] fee for your [permit/license/certification/registration] so that you may continue operating legally. If we do not receive this fee, we will continue to pursue payment. We may also terminate your [permit/license/certification/registration] and you will no longer be allowed to operate.

What we need
We ask you to send us

The [type of] fee of $________ and [interest/late fee] of $_________ payable to Missouri Department of Natural Resources


[any other information required to accompany the fee]


Send this to [name] [unit] [program] P.O. Box 176, Jefferson City, MO 65102

Time limit
We may be able to continue your [permit/license/certification/registration] back to [date], if we receive this information by [date].

If you think we’re wrong
If you think we are wrong in asking for this fee, you should write and tell us. We are willing to work with you to correct any errors in the information we are using.

Thank you

We appreciate you taking care of this. If you have any questions, you may call us by dialing 

(###) ###-####. If you call, please have this letter with you.

Sincerely,

Attachment
