100 2th Avenue,
London, KIL78A
England
31st of March 2021

The hotel’s Reservation Manager                                                                           
Star Hotel
12 Rue de Bac 
Paris 57094
France 

Dear Sir,
I would like to reserve five De Luxe rooms in your hotel for one day.
Arrival date will be on April 8, Monday at approximately 9 a.m.
Departure date will be on April 8, Monday at 10 p.m.
Please, send me the information about your hotel charges and discounts. Also I would like to know about cancellation policy of the hotel. 
Are there conference facilities for the seminar in your hotel? Please, give me information about them.
What may you say about safety and hygiene measures implemented to deal with the coronavirus?
And I would like to know about hotel’s recreational activities and tours and excursions provided by the hotel concierge service for our participants.
Thank you for your prompt attention to the above. I look forward to receiving a letter confirming my reservation.
Your faithfully,
Alex Mixon.

