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Dear Sara,

This is Peter Knowles, your teacher for English Communication 3. I'm writing because I

haven’t seen you in class recently.

Regarding your attendance, you now have a total of five absences. I'm sorry to inform you that
if you are absent one more time, you will fail this class. If you have been ill, I hope you are

feeling better now and can come back to class next week.

Also, I have checked my records, and it seems you have only submitted two of the required
assignments. To pass the class, you need to submit one more assignment. The final deadline
1s Wednesday next week, so please submit your completed assignment by then.

If you have any questions or concerns, please contact me. If not, I'll see you next week.

Have a nice weekend,

Peter
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