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Mass Email/ SMS
Sending Request
[bookmark: _GoBack]
Email Request Ref. No. :  ____________/20____    to:  itdept@ithb.ac.id
Date	   		:  _______________
Messages Type	:  □ Email     □  SMS      
From			: ___________________ Email: _________________
To 			: __________________________________________
CC.			: __________________________________________
Subject		: __________________________________________
                             	  __________________________________________       
Importance		: □ High/Urgent  □ Normal   □ Low

Content Description
																																	
Delivery Instruction




Requested by:		 Approved by:	           Send by :  




_____________             _______________          ________________
                                         Director of                       Date: 
        Send at:      :      am/pm
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