EXAMPLE 1: FOR GOVERNMENT ORGANIZATION, PRIVATE COMPANY, SCHOOL, EDUCATIONAL INSTITUTION AND SOCIETY / CLUB
>>Company’s letterhead<<
Company Name
Address
Telephone & Fax Number
>>Reference Number<< (if applicable)

>>Date<<

Dusun Eco Resort

25-B, Jalan Tun Tan Cheng Lock,

P.O. Box 10186,

50000 Kuala Lumpur.

Madam,
>>Tittle<< example: BOOKING AT DUSUN ECO RESORT 

Refer to the above mentioned, we would like to make the following booking  for (program’s name)
>>Date<<


: Date and check in & check out time
>>Numb. Of Participant<<
: Participant, officer, organizer etc
>>Booking<<


: Type of accommodation


 
  
  Outdoor activities


  
  
  Additional:  BBQ, certificate, insurance etc
>>Remark<<


: Notes or any additional
>>Term of Payment<<
: Cash, cheque or by Local Order (for government)
For any enquiry, please contact:

>>name & phone number<<
Thank you and best regards.
Yours sincerely,

>> signature <<

……………………..…..

NAME
Position
EXAMPLE 2: INDIVIDUAL (FAMILY OR FRIENDS)

>>Date<<

>>Address<<

Dusun Eco Resort

25-B, Jalan Tun Tan Cheng Lock,

P.O. Box 10186,

50000 Kuala Lumpur.

Madam,

>>Tittle<< example: BOOKING AT DUSUN ECO RESORT 

Refer to the above mentioned, we would like to make the following booking  for (program’s name)
>>Date<<


: Date and check in & check out time
>>Numb. Of Participant<<
: Adult, student and children
>>Booking<<


: Type of accommodation


 
  
  Outdoor activities


  
  
  Additional:  BBQ, certificate, insurance etc
>>Remark<<


: Notes
>>Term of Payment<<
: Cash or cheque 
For any enquiry, please contact:

>>name & phone number<<

Thank you and best regards.
Yours sincerely,

>>signature<<

…………………..

NAME
