Reference 2
(Date)

To: Director of DICJ

Administrative Permit Application for「XXXX」Lucky Draw Activity
Our company is organizing a promotional activity named “xxxx” during the period of ______  to ______. We would like to apply for the administrative permit for the above lucky draw activity. Details of the activity are shown as below:
	1)
	Title of the lucky draw
	:
	

	
	Purpose
	:
	

	
	
	
	

	
	        * We would like to apply for the exemption from stamp duty through Finance Service Bureau, please 

            transfer the relevant details of the requesting activity to Finance Service Bureau.      (*if relevant) 

	
	

	2)
	Date and time of the lucky draw
	:
	

	
	Venue
	:
	

	
	Target market
	:
	

	
	Details of how it processes
	:
	

	
	
	
	


 3)       List of prizes:                                                                            *please specify the currency for value of prizes
	Prize Items
	Qty
	Unit Price
	Value of the prize

	i) xxx
	
	
	

	ii) xxx
	
	
	

	iii) xxx
	
	
	

	
	
	

	
	
	Total value of the prizes: _________________


The drawing results and list of winners will be submitted to your Department after the activity is carried out.        
Our company will take the responsibility for the imposition of stamp duty on the total value of the prizes (*if relevant). The drawing results and list of winners will be advertised on xxxx News Post on ________ (*if relevant).

Enclosed herewith the identification copy of Mr./Ms. __________ who is taking charge of the event, an original sample of the lucky draw coupon (*if relevant), the terms and conditions of the lucky draw activity and the prize collection (*if relevant) for your approval.

For any queries, please contact Mr./Ms. __________ at Tel No.  ___________ or e-mail __________.
Yours sincerely,
______________________________

(Name and Title of the person in charge)
(Company Name)

This sample is for reference only. 

Applicants may use the appropriate format according to their needs.
Warm Reminder: Please use company letterhead for application











