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Dear Sir,

I would like to inform you that our student, _______________________

(Student ID:)_____________________in School of Creative Media, is working on the semester project.

I would be grateful if the security section could help him to open the door of Y1701and the TV studio.

He / She will open the locker inside the TV studio and take some production 

equipment away on _____________________ and return the same items to the TV 

studio on______________________. 

Thanks in advance for your great support.

Sincerely yours,

Production Center

School of Creative Media

Internal Memorandum








