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SAMPLE FORMAT TO REQUEST PRESIDENTAL APPROVAL 

 
 
TO:  John Delaney, President 
  University of North Florida 
 
VIA:  Division Vice President 
 
FROM: Dean, Director or Department Chair 
 
DATE: 
 
SUBJ:  Approval of Great Grand Master Keys 
 
 
 
We are requesting approval to issue a set of Great Grand Master Keys to:   
(name) _________________________________________________________________, 
(justification of need)______________________________________________________. 
 
 
 
Recommend Approval:       
      Dean, Director or Department Chair 
 
 
Recommend Approval:       
      Division Vice President 
 
 
Approved:           
     John Delaney 
 
 
 


