Hello (insert student name), 
I am reaching out to you to see if you need any assistance.  My records show that you have not been attending our class and/or have not submitted any academic work.   
I want to note that as stated in our course syllabus, students who do not attend class or submit work for a substantial and consecutive amount of time (defined as equivalent to 2 weeks of class time) will be administratively withdrawn.  This email is your notification that you are in danger of being administratively withdrawn from (insert title of course).  
At this point in the semester, you have not worked on an assignment since (insert date) and have not attended class since (insert date). If you do not submit an academic assignment by (insert date), you will be Administratively Withdrawn from this course and no further assignments will be graded after that date.  If you wish to remain in the course, you will need to contact me within two school days of this email.   
If you need assistance with assignments, please contact me immediately: (insert your email and/or phone number). 
If you are experiencing technical difficulties, please contact CSC IT at the following link: ITHelpTicket. 
If you need tutoring help with your class, please utilize the Free 24/7 tutoring link found on the left column of your Canvas page or open this link: Tutor.com.  
Sincerely, 
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