To
[The Recipient Name]
[Designation]
[School Name]
Subject: Requesting quotation for [X] hotel’s room at [ABC]
Dear Sir/Madam,
I hope this letter finds you in good health and spirit. We are writing to you because we want to reserve some rooms in your hotels. However, we would like to know about the price of renting a room for one day.
We would like to reserve 5 bedrooms in your hotel for a period of a week. The room will be reserved from ___________ (mention the date) to _____________ (mention the date). My family and I visit the Northern area twice a year during summer and winter break. We have heard a lot about your hotel because of the quality services and hygiene. Therefore, we have decided to rent a room in your hotel.
We will need to rent rooms in the future also. Therefore, we would like to know about the quotation so that we can know how much it will cost us to book a room in your well-reputed hotel. Please also mention in the hotel how much discount you offer to first-time visitors as well as those who become your regular customers.
We look forward to a reply with the quotation details from your side. Thank you so much for your cooperation and assistance. If you need to know anything, please feel free to contact us.
Regards,
Name of the sender
Sender’s designation in the company
Name of the company
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