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Dear Parent

RE: Request to allow your child to attend the Upcoming Academic Trip

I am the Dean of Students at XXXX School. I draft this letter to ask you to kindly release your child to attend the upcoming academic trip abroad. The venue in question is located in the vast fields of Africa.
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According to the prevailing rules, you are required to draft a permission letter that you similarly have to sign and possibly notarize.
You are then required to make a copy. Keep one copy with you and give the duplicate to the child to submit it to us, the school administration.
The deadline for getting back to us is two weeks within the receipt of this permission request. Kindly note that failing to get back to us within the two-week deadline will be construed to mean that you have declined the permission altogether.

In case you need any clarifications, get to us via the telephone contacts XXX-XXX-XXXX. A representative is always on standby on our end to handle any queries as soon as possible.

Thanks and Regards,

Sincerely,
FirstName LastName

