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Dear Mr. /Ms. Last Name:


Our student body________________ (exact name of the student body) wishes to attend a session at the _____________ (name of museum). This is in line with our goal of enriching our members with hands-on experience on matters of culture and spiritual heritage.


The visit to the museum shall take place on _____________ (mm/dd/yyyy) from _______________ (time) to_________________ (time). As you may deduce, it is likely to clash with the normal class routines of our members.

We hence ask that you give us official permission to skip those classes, as per the school policy. Make several copies of the letter to allow us to serve all the affected teachers and other members of staff.

You may require more information or further clarification before arriving at the most logical conclusion. Seek that extra piece of information by calling us via XXX-XXX-XXXX.

I am always on standby and very ready to receive any inquiries and address them as soon as possible. Kindly take note of the fact that the deadline is just around the corner.

I look forward to hearing from you soon!


Sincerely Yours,
Your name


