Date
To
[The Recipient]
[Business/Company Name]
Subject: Letter to confirm travel arrangements
Dear Johnson,
It was discussed during our conversation; we have made hotel and flight arrangements for your trip to Germany. Enclosed herewith are six tickets for Aeroflot airlines, flight number 456. It will leave New York at 4:00 on Saturday, September 26, 2021. The said flight is expected to arrive at Luxemburg Airport at 12:00 p.m. Mr. Henry, dressed in blue, will meet you at the airport. He will be wearing his nametag for your convenience.  
Moreover, we have also booked three rooms in Bloomfield Hotel, Luxemburg for six people as you requested. You will be charged US$100 per room for one night stay. You will be served with juices, tea, or coffee at 10:00 a.m. For lunch and dinner, you will have to pay the extra charges. A parking facility will be available at the hotel garage at no extra charge.
I hope you will be more than satisfied with our travel arrangements. We are looking forward to serving you in the future also.
Regards,
Emily
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