April 28, 2005
«CON1SAL» «CON1FIRST» «CON1LAST»
«CON1TITLE»
«BOOKNAME»
«ADDR1»
«ADDR2»
«CITY», «STATE»  «ZIP»PRIVATE 

Dear «CON1LABEL»:

On behalf of the Your Hotel Name Here, thank you for allowing us the opportunity to host your group on «ARRDATE2» through «DEPDATE2».  We are confident that you and your guests will enjoy the finest in hospitality, accommodations and service.

Enclosed please find two copies of our contract.  Please review the proposed arrangements and sign one copy and return to my attention by «DECISION».  Please make revisions or changes on the return contract.  I will verify your requests and initial any changes.  After receiving the signed copy of the contract, all arrangements outlined will be considered definite.

«CON1LABEL», please review the enclosed Hotel Function Policies.  In the event that you have any questions, please contact me at (XXX) XXX-XXXX.  I look forward to working with you on a successful meeting.

Sincerely,

«salesid»
«SALETITLE»
«SALESID2»
«SALETITL2»
Enclosures

