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Respected Mr. /Ms. Last Name:

Re: Letter for Permission to Visit the Museum

Our organization ______________ (name of student body) wishes to pay a visit to the _________ (name of museum). The purpose of our meeting is to know more about our cultural roots as a people.

The meet is slated for ____________ (mm/dd/yyyy) and shall last roughly ______________ (number of hours). Being a school activity, we have to seek and receive express permission to that effect from the school administration.

That is why we now ask that you draft a letter to that effect. This letter has to be on the school letterhead, dated, and stamped for authenticity.

Just in case you need more information or further clarification from us, kindly let us know. For any urgent matters, reach us on XXX-XXX-XXXX.

Kindly make and deliver a courtesy copy to me for further references. As always, I look forward to hearing from you soon!

Respectfully Yours,
Signature (hard copy letter)
FirstName LastName
