
XXXX學校

XXXXXXXX School

	地點：
	電話/Tel.: 

	Address: 
	傳真/Fax: 


Notification Letter to Parents / Guardian (Sample)

Date:             

Dear Sir / Madam,

                       (Group) of our school is going to conduct an activity. The detailed information is as follows. Please return the reply slip to the teacher in-charge after reading the details on or before (Date)             .
Activity Information：

	Name of the Activity
	
	Teacher in-charge
	

	Date
	
	Transportation
	

	Locality
	
	Fee
	

	Meeting Time
	
	Meeting Point
	

	Dismissal Time
	
	Dismissal Point
	

	Others
	



If the weather on that day is not suitable for the activity and the activity will be cancelled. Teacher in-charge will arrange students to go home as soon as possible under a safe condition.
Yours faithfully,

  (XXX)              

Principal             

XXXXXXXX School 

Reply Slip




Date:

Dear Principal,

I * agree / disagree my child,                  (Class:   /No.:  ) to participate the activity conducted on (Date)                  by the (Group)               . (* please delete inappropriate)

	
	Guardian Signature:
	

	
	Name of Guardian:
	

	
	Emergency Tel. No.:
	



