Write a letter making Reservation through a Travel Agent.

Your company name 

Address

Date…

Travel agent Name

Address

Dear Sirs,

Kindly make reservation for our Managing Partner, _________as per the following details:

Hotel XXXXXXXXXXXXX     : date____to ________20..

Hotel XXXXXXXXXXXXX     : date____to ________20..

Hotel XXXXXXXXXXXXX     : date____to ________20..

Your hotel voucher together with an air ticket as per details below

Date…………20    Place ………to …………….. Morning flight

Date…………20    Place ………to …………….. Morning flight

Date…………20    Place ………to …………….. Morning flight

Date…………20    Place ………to ……………. Morning flight

Should be sent to us at an early date

Thanking you

Your faithfully

For Your company Name

Address

Manager

