Dated

____/ ____/ 20__
To

Register
Through Dean/Director

School of Business Studies

Southeast University

Banani, Dhaka-1213 

Subject: Seeking permission to sit for Exam-I / Exam-II / Final Exam.

Dear Sir/Madam,

I, __________________________; ID ________________________; Batch_________  am student of BBA Program at School of Business Studies. I registered for the 
Spring / Summer / Fall, 20__ semester. I have already paid my ​​​____ installment on  ___/___ /20__. But I couldn’t pay my dues in time due to Financial / Family / Personal reason. Hence I seek permission to sit for Exam-I / Exam-II / Final Exam as I assure you that I would clear my dues by date ____/____/ 20__.

I, therefore, pray and hope that you would kindly grant me the permission.

Sincerely Yours, 

Name:  _________________________
ID:        _________________________
Batch:  _________________________
        ____________________________

      






              Signature of Student & Date       
