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Dear fellow teachers and staff,
I'm pleased to let you know that my class will be visiting virtually with author, Jean Reidy at (TIME)  on (DATE).  Because video visits require reasonably high bandwidth and fast internet speeds for an unbroken connection, I'm requesting that you limit your use of the internet during this time. My students and I would be most appreciative.
Sincerely,
(TEACHER'S NAME)
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