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Dear Mr. Li,

| hope this note finds you well. As you know, tomorrow is my last day at the school and |
wanted to make sure that everything is in place for my departure. Could you please check
on the arrangements for the car to the airport? Also, kindly remind the driver about the
scheduled pick-up time.

| would appreciate your assistance with this as it is quite early to get a taxi. | want to
express my gratitude for all the efforts made during my time here. It has been a delightful

and memorable year, and | may consider returning in the future.

Before I leave, | would like to leave some English books for the school library. | hope
they will be beneficial to the students.

Thank you for your attention to this matter and for your support throughout the year.
Best regards,

Lynne
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