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From,

Ms. Joanne Cooper,

Show Organizer,

Shining Stars 2011,

Seattle

To,

Mr. Daniel Contos,

Churchill Art Academy,

Seattle

Dear Mr. Contos,

I am writing this letter to inform you that the application from the students of your academy has been gladly accepted for performing a Play during the event. The judges at the auditions were highly impressed with the enthusiasm and are expecting the same kind of zeal for the show as well.
The allotted time, rehearsal stage plans, green room, props, costumes details etc have been enclosed along with this letter. Kindly send us a detailed list of your requirements at the earliest to avoid any last minute rush.

We look forward to hearing from you soon.

Yours faithfully,

Ms. Cooper
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