
XXXX學校

XXXXXXXX School

	地點：
	電話/Tel.: 

	Address: 
	傳真/Fax: 


Date:             

(The Site / Field Officer)
Address of the Site / Field

Dear Mr / Madam,

Site / Field Visit (Sample)
I refer the telephone conversation between you and my colleague Mr / Ms             on the captioned subject. I am writing to request for a visit arrangement for our students. Listed below are the particulars of the said visit:

Date


:


Time


:


Participants

: 
     students led by    teachers

Please feel free to contact the teacher in-charge Mr / Ms.             at (tel no.      ) if your need further information. Thanks for your kind support to our students’ learning in advance.

Looking forward to your favorable reply.

Yours faithfully,           

(Mr.              )        

Principal             

XXXXXXXX School

