Initial Letter from Principal/Chair of Board to Diocesan Office 

[On school’s headed paper]











[Date]
Diocesan Education Office

Re:
Expression of Interest for Use of Accommodation 
Dear 



,
The Board of Management has received a request from ___________________(Independent Contractor) to  use __________________________ _________________(Area in School/School Grounds) for the purposes of _____________________________________(Proposed Activity). 

[Other information relevant at this stage]

I should be grateful if you would furnish me with the necessary documentation and forms so that a formal request for the issue of a licence may be made.

Yours sincerely, 

___________________________________
Principal/Chair of Board of Management  

