[School Name]
[Address Line]
[TEXT]
Date:
To
[The Recipient]
ABC School System is making multiple efforts to provide the best to its students in all fields. Our priority is to make sure regularity in attendance of all students and any student found violating will face its consequences. This notice is a written warning to you over your attendance below 40%. For this reason, you will not be allowed to appear for final term exams or to take part in any activity. Kindly visit me tomorrow in the management office and bring your father also with you otherwise you will not be allowed to enter school. 
Regards,
[Your Name]
[School Name]
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