Letter to Confirm the Reservation to a Guest
Johnson Power Solutions

Taylor Bullard

46 St. Crown Avenue, New Jersey.

19th July 2017

Mr. Mark Brewster

Legal Agency Ltd.

24 St. Park Lane Avenue, San Francisco.

Dear [Recipients Name],

I am glad to know about your official trip to New Jersey. The letter is to provide you all the reservation details about your stay. Wish you best of luck for the agreement of your new power plant with our company. We hope to have good relations with both companies. I have made your 5 days and 6 nights’ reservation in Silver Star hotel. This is the best hotel in the town. It is just 10 minutes away from our company. I have booked the luxury suite for you. Enclosed with the letter is your confirmation receipt. All payments are from the company. If you have any queries, you can contact on this number 51481532. The company pickup will receive you on Monday 14th August 2017. The company is providing you a liaison officer for your assistance. He will guide you with all the meetings and procedures. 

Have a safe journey. 

Sincerely,

Taylor Bullard

Operations Manager, Johnson Power Solutions.
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