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Making arrangements



address
address
address
address
address
address
Fax Message

	To: 

name
company
	From: 

name

	Fax No.: 

fax number
	Fax No.: 

fax number

	Tel. No.: 

telephone number
	Tel. No.: 

telephone number

	Subject: Room reservation

	Page/s: number of pages
	Date: date


Dear name
Could you please reserve type of room with internet access, non-smoking, for our managing director name. Mr name will arrive on date and leave date.

Sincerely yours

name
title
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