Cancellation Of Library Membership

Dear (name),

I would like to inform you that your membership with abc library has been 

terminated. The committee has been forced to make this decision because you 

have failed to pay the monthly membership fees for this month although fifteen 

days of the month are already over. I have also not received request for the 

extension date from you. My attempts to get in touch with you over phone have 

only failed time and again. 

It has also been noted that you are a serial defaulter and often do not return the 

books and magazines on time. Because of this, the other members of our library 

have been largely affected. Therefore, we have decided to terminate your 

membership with immediate effect. You will be returned your deposit money 

after the necessary deductions are made. 

If you wish to continue the membership with abc library, you will be required to 

write to us regarding the same by the end of this month. We will require you to 

commit in writing to properly and effectively using the library. You will also be 

required to abide by the rules that we are governed by, failing which we may 

initiate legal action.

Any queries may be addressed to me by the end of tomorrow.

Thank you

Yours truly

pqr
