For Reference Only


[Name of Kindergarten]
Circular of [School Year] 


[date]

Graduation Ceremony 
Dear Parents,

This year’s Graduation Ceremony will be conducted on   [date]   ([day of the week]).  Details are as follows:

	(1)
	Details of the event
	
	

	
	Date
	:
	             ([day of the week])

	
	Time
	:
	              a.m./p.m. 
(Parents are requested to arrive before  [time] .)

	
	Venue
	:
	             

	
	
	
	

	(2)
	Points to note for students
	
	

	
	Dress code
	:
	Students must wear proper school uniform.

	
	Assembly time
	:
	              a.m./p.m.

	
	Assembly place
	:
	At this kindergarten 

	
	
	
	

	(3)
	Points to note for parents
	
	

	
	Parents’ entry tickets
	:
	Parents should present the entry ticket (one for each person) for admission.  The entry tickets will be distributed in due course.

	
	Photo-taking
	:
	Leaving the seat for photo-taking and use of flash are not allowed. 

	
	Departure 
	:
	Please pick up your child according to the instructions of the master of ceremony at the end. 


Please complete the reply slip below and return it to the class teacher before     [date]    .
Yours sincerely,

Principal  

Reply Slip
To:  The Principal

The arrangements of the Graduation Ceremony are noted.

I 
*( 
will attend the Graduation Ceremony.  Please reserve me _____ entry ticket(s).

 
*( 
will not attend the Graduation Ceremony. 


(*Please put a “(” in the appropriate box.)

	
	
	Name of Student:
	

	
	
	Class of Student:
	

	
	
	Signature of Parent:
	

	
	
	Name of Parent:
	

	
	
	Date:
	


