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Date:

23 October 2017

To:

Mr. Ricardo Louis L. Flores


Director, Safety Office
Through:
Mr. Sofronio G. Lingatong, Jr.



Director, Office of Student LIFE

From:

Name


President, Organization
Re:

Equipment Entry Request for Name of Event on Date
Greetings in St. La Salle!

This coming November 28, 2017
, the Office of Student LIFE 
will be holding the 1st Student Leaders Summit
, a convention of the presidents of all accredited and recognized organizations of the De La Salle University.

To prepare for our upcoming event, we are asking for your permission to allow the entry of the following materials in our campus.
	
	Name
	Dimensions/Description
	Voltage

	1
	Tarpaulin
	3ft x 4 ft
	-

	2
	Standard Coffee Maker
	1L Coffee Maker
	220V


Attached in this letter are photos/samples of the equipment to be brought in.

We are hoping for your favorable response.

Thank you very much.
�Change to your Activity Date


�Change to the name of your organization


�Change to your activity title


�A short description of your activity
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