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Dear Parent,

I am the ________________ (post) of ____________ (institution). Each semester, our institution holds ______________ (nature of activity) with the aim of __________________ (purpose).

This activity is expected to take place from __________ (mm/dd/yyyy) to ________________ (mm/dd/yyyy) at _____________________ (venue). It shall last ____________ (duration).

We seek your permission to allow your son _______________ (name of the kid) to participate in the activity we have specified above.

The school policy requires that you draft express permission to that effect and send it to us via the address contained in this letter. Failure to respond within a fortnight is interpreted to mean a decline altogether.
Still, require further clarification before stating your stand? Reach us on ____________ (telephone contact details). We have an executive who is specifically on standby to handle those very concerns.

We are waiting for your feedback with bated breath.
Respectfully,
Signature (hard copy letter)
FirstName LastName
