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Email 1
To: professornancy74@gmail.com 
Cc: englishdepartmentnc@gmail.com 
From: haylay35@gmail.com 
Hi Professor Nancy, 
[bookmark: _GoBack]I am in your ENGL 101 class and have a major assignment to submit before midnight on Wednesday. However, I regret that I can not meet the deadline due to some personal issues that I have to attend to in the course of next week. I am not sure if it is okay for me to do a make-up assignment or submit the assignment at a later date. Can I come by your office and discuss in detail about the issue? Please let me know if doing so will fit your schedule? Thank you for considering my request.
Email 2
To: mikepompei1@gmail.com
Cc: jamespatric@yahoo.com, jordanjewelry@gmail.com  
From: haylay35@gmail.com 
Hello Mike, 
Thank you for getting in touch with us. I am sorry to hear that your watch got spoilt and cannot be covered by our warranty policy; Jordan does not take such issues lightly, and you can be assured that Jordan reviews all the factors before making a solid decision. While I understand that you do not agree with the outcome, this is a decision that the company reviews in-depth and cannot be changed as per our terms and conditions. If any other need arises, feel free to contact us. I regret that we are unable to give you the answers that you want. Haylay.
