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Dear      :

It was a pleasure to talk with you today concerning our property and your group’s travel plans.  The entire staff here at       looks forward to welcoming your group to our hotel.

Accommodations

The following tentative reservations are being held for your group:


Name of Group:

      (Thompson Family Reunion)


Arrival Date: 

      (Sunday, March 14, 2010)

Departure Date:

      (Wednesday, March 17, 2010)

Number/Type of Rooms:
      (double occupancy) 





      (single occupancy) 


Function Space: 

     
Group Needs

Our property offers:
· Clean and comfortable accommodations. Our rooms are clean, comfortable and spacious. We are committed to ensuring that every guest of our hotel receives friendly service, clean rooms, and comfortable surroundings. 

· Our complimentary breakfast.  The breakfast bar opens at 6 a.m. each morning.  It offers over 15 different items to satisfy your group’s palates and appetites.  

· Rooms on the same floor close together.  Due to the size of our hotel, your group will be occupying the majority of our rooms.  This will enable us to keep your rooms together and to concentrate on your group’s every need.   

· Convenience.  Our hotel is conveniently located ten minutes away from downtown.  For your added convenience, we are also minutes away from a variety of restaurants, shopping and movie theatres.

· Complimentary motorcoach parking.   Our parking lot provides ample free parking for your motorcoach just a few feet out our front door for your convenience.

· Stress-free check-in and express check-out.  Your group will be pre-registered and may pick up their keys at a special registration desk in our lobby to insure a fast check-in and to avoid the frustration of long lines at check-in.  The evening prior to check-out your group can settle their accounts and leave their guest room keys in the room upon check-out. 

· A hospitality room.  Our centrally located hospitality suite on the main floor would make an ideal “gathering” headquarters for your group.  

· A Swimming Pool.  Our beautiful swimming pool will be the perfect place for to unwind and socialize.

Our Proposal

Your group will receive:

•
Complimentary WiFi throughout the hotel
•
Complimentary breakfast bar 

•
Complimentary coffee and tea in our lobby 24 hours a day

•
Complimentary in-room movies and enhanced cable listings
•
Complimentary motorcoach parking 

•
Use of our hospitality suite, swimming pool, and exercise facility. 

Your special group rate of $      plus      % sales tax is for 1-4 persons.

We have tentatively reserved the rooms for your group.  I will contact you on       regarding your group’s decision to book with us.  We are confident your group will select our property.  Once we receive your approval, a contract will be mailed to you.

We look forward to welcoming you and your group to our hotel.  Please contact me at        if I can be of further assistance.  Thank you again for considering our property.

Warm regards,

Name:      
Title:       
