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Date:

23 October 2017

To:

Ms. Minette R. Vinzon


System Services, University Libraries
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.

Because we have already maxed out our reservation through MLS, we are humbly requesting if we can reserve the following venues during these dates:

1. Yuchengco 404 – 407: November 28, 2017, 9:00 AM – 6:00 PM
2. SJ Benches 01 – 04: November 28, 2017, 9:00 AM – 6:00 PM
3. Central Plaza 01 – 03: November 28, 2017, 9:00 AM – 6:00 PM


We are hoping for your favorable response.

Thank you very much.
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