
XXXX學校

XXXXXXXX School

	地點：
	電話/Tel.: 

	Address: 
	傳真/Fax: 


Date:                   

The Sub-divisional Inspector

Hong Kong Police Force

XXXX Police Station
Address:

Dear Sir,

Activity Notification (Sample)

I write to inform you that students of our school will be having an activity outside school. Details are given below:

1. Name of the activity:                                                  

2. Nature of Outing :                                                    

3. Date and Time :                                                      

4. Locality:                                                            
5. Route :                                                             
6. Number of Pupils participating :                                         

7. Teacher-in-charger :                             (Tel.:            ) 

8. Any Special Difficulties anticipated :                                     

9. The name and telephone number of a responsible person not participating :       

10. The age range of participants :                                           

For your kind information and action, please.

Yours faithfully,            

(XXX)                 

Principal                

XXXXXXXX School

