Requesting for Reservation of Room

Your name

Your Address

Date:

The Manager

Hotel Name and Address

Dear Sir

Please reserve one double-bed room for managing Director Mr.______& and his personal secretary Mr.___for one week i.e.from_________to _________. Personal secretary in cash shall clear all the bills

A Line of confirmation shall be appreciated

Thanking you

Yours faithfully

Your Sign & seal

Contact number

