To
[The Recipient Name]
[Designation]
[School Name]
Subject: A request for hotel room quotation at [X]
Dear Sir/Madam,
I am ___________ (mention your name), owner of ABC Enterprises. My company is based in (mention the location) and we often send our employees to different cities for work purposes. Therefore, I would like to know about the price of booking the hotel. It is humble request to you to please share the quotation for your prestigious hotel.
I am looking forward to booking approximately 10 rooms in your hotel from ________ (mention the date) to _______________ (mention the date).
These rooms are required to be booked because my employees will have to stay somewhere temporarily to complete their work.
It would be very helpful for us if you share quotation details with us at your earliest convenience. Thank you so much for your cooperation. We write back to us or make a phone call at [contact].
Regards,
Name of the sender
Sender’s designation in the company
Name of the company
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