6 Tverskaya Street
Moscow, Russia
24th March, 2021
The manager
Hotel Diva Opera
11 Treviso street,
Paris, France
Dear Hotel Manager,
I would like to book 12 single rooms in your hotel for 2 nights for 12 guests. The arrival date will be on 26 March at approximately 2 pm. Departure date will be on 28 March at 9am. Type of rooms are single room with all inclusive. 
[bookmark: _GoBack]Please check if there are hotel fees and discounts available for large groups of people. Where can I find out more about the hotel's cancellation policy in case of event changes? Please, also specify if there will be any recreational activities at the hotel? We will also need a conference room for the seminar, do you have one?  It is especially important to know if you have any safety and hygiene measures in place to combat the coronavirus. I would like to know if there are any tours or excursions available at the hotel.
Looking forward to hearing from you soon.
Yours sincerely,
John Steele
