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<DATE>

<ADDRESSEE>

<POSITION>

<DEPARTMENT/COLLEGE>

Dear Sir / Madam:

The Computer Studies Student Council will have its <PROJECT / EVENT> on <DATE & TIME> at <VENUE>.  In line with that, we would like to ask your good office to excuse the participants from their respective classes and from any activity (i.e. quiz, recitation, and laboratory exercise) the class may have, on that date.

<ADLIB>

Thank you very much! We are hoping for your favorable response.

Respectfully yours, 

Lionel C. Gonzaga
President, Computer Studies Student Council

