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LETTER OF REQUEST

Name of Recipient 
Position
Office/Department 
Name of Institution/Organization 


Dear, Ma’am/Sir,


Greetings of peace.

 I am (Your Name), a (Year Level/Position) from the (Department/Program) of (Name of School/Institution). I am currently conducting a research study entitled “Complete Title of the Study” in partial fulfillment of the requirements for (Subject/Degree/Program). 

In this regard, I respectfully request your good office for permission to conduct the study in your institution. Specifically, I seek approval to (briefly state what you will do – e.g., administer surveys, conduct interviews, gather data, observe classes, etc.) involving (target participants, if applicable). Rest assured that all information gathered will be treated with strict confidentiality and will be used solely for academic purposes. 

The study will adhere to ethical standards, and participation of respondents/participants will be entirely voluntary. Your approval will greatly contribute to the successful completion of this research. I am hoping for your favorable response. 

Thank you very much for your time and consideration. 


Respectfully yours, 


Your Name and Signature 
Program/Year Level 
Contact Number
Email Address

Noted by:

______________________________
Research Adviser (include signature and date)
Recommended by:

______________________________
Head, Research and Publication (include signature and date)




Approved by:

______________________________
Vice President, Academic Affairs (include signature and date)
Noted by:

______________________________
Head, Program (include signature and date)
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