ENGLISH WRITING SKILLS:
ASSIGNMENT

(To be submitted on 10th May 2002)

1. You work as an Information Officer for a tourist organization called Pacific Travel (105) Gloucester Road, Wanchai, Hong Kong) which specializes in student exchanges between Europe and Hong Kong.  Part of your job is to arrange interesting evening activities for your foreign student groups while they are in Hong Kong.

Look at the following memorandum which you recently received from your Supervisor, and write a letter of enquiry as requested. (150-200 words)


Pacific Travel





MEMORANDUM





From:	Information Supervisor


To:		Ms Julia Lai, Information Officer


Date:	18 April 2002


Subject:	Additional Brochures





Can you please arrange for the Hong Kong Convention and Exhibition Centre to send us some more brochures about their forthcoming cultural and educational events?





With the summer approaching, we will need quite a lot to keep in stock so that we can distribute to our overseas students while they are in Hong Kong.





You can decide just how many we should get, but we shall need them by the Monday after next, so I suggest you contact them soon.








