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Date:

23 October 2017

To:

Mr. Antonio Carlos Maralit



Associate Vice Chancellor for Facilities Management

Through:
Mr. Sofronio G. Lingatong, Jr.



Director, Office of Student LIFE

From:

Name


President, Organization
Re:

Reservation of Name of Venue for Name of Event
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.

In this light, may we request if we can reserve the following venues during these dates:

1. Henry Sy Sr. Lobby – November 28, 2017, 9:00 AM – 6:00 PM

2. Teresa Yuchengco Auditorium – November 27, 6:00 PM – 12:00 AM (No Airconditioning)

3. Teresa Yuchengco Auditorium – November 28, 6:00 AM – 7:00 PM



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


�Change to your venue requirements
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