
<School Name>

<Street Number>

<Area>, 
Hong Kong

Telephone: (852) <xxxxxx>

Fax: (852) <xxxxxx>

<Date>

Director of Immigration

Immigration Department

5/F Immigration Tower

7 Gloucester Road

Wanchai

Hong Kong

Dear Sir or Madam
Re: Contract Extension of <Your Name>
This is to confirm that <Your Name> will be employed as a full time teacher at <School Name> from 16 Aug <Year> to 15 Aug <Year>. <S/He> is currently employed on a two year contract which expires on 15 Aug <Year>. <His/Her> current salary is HK$<xx,xxx> per month, plus a special allowance of HK$14,245 per month.

Please note that <Your Name> will not be in Hong Kong from mid-July until <his/her> return to work with us on <date you resume work>. We would therefore greatly appreciate if you could process <his/her> visa extension by the end of June.

If you need any further information, please do not hesitate to contact me at <School Phone Number>.

Yours faithfully,
<Principal’s Name>

Principal,
<School Name>
