1/22/2010
FINAL NOTICE
Dear [INSERT STUDENT’S NAME HERE],

At the beginning of the semester, you received correspondence that explained the importance of attendance at Coahoma Community College and the policies that we have in place in regards to student attendance. 

I would like to remind you that academic success can be achieved through maintaining a good grade point average and adhering to the college’s policy on attendance.
My attendance record indicates that you have missed 7 days from [INSERT COURSE NUMBER AND SECTION].  You have exceeded your maximum allotted absences per attendances policies listed in the 2009-2010 College Catalog.  Your absences from this class will now endanger your successful completion of the course, current financial aid and eligibility for financial aid in the future. 
As your instructor, I encourage you to return to class or contact me at your earliest convenience at [INSERT INSTRUCTOR’S E-MAIL HERE] or [INSERT INSTRUCTOR’S PHONE NUMBER HERE].  

Thank you for promptly responding to this matter. 
Sincerely,
[YOUR NAME]

[YOUR POSITION]
