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This is to confirm that you have reserved number type of room for number nights (date). 

The reservation includes a breakfast buffet with vegetarian options. Dinner is available in our restaurant. Prior notice is desirable.
Please let me have the flight details and names of your executives so that I can arrange to have them picked up at the airport. We also have a shuttle service to the exhibition centre. 

We look forward very much to welcoming your executives.

With very best regards
name
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