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Part 3 

Look at the email you have received from the manager of a hotel 
where you would like to hold an event, and the notes you have 
made. Write a formal email to reply to the hotel, and include the 
questions you want to ask. Write about 150 words. 

 

Dear Mr Halford 
We are very pleased that you have chosen the Heron Hotel for your grandfather’s birthday 
celebration, and I have booked the room for you as we discussed. We will need a deposit before 
the day, but the full amount can be paid nearer the date.  
We discussed the catering options, and it is hotel policy that only food cooked in the hotel 
kitchens can be served in the hotel, for health and safety reasons. We would be happy to 
provide a birthday cake at no additional charge. Perhaps you can let us know how many 
candles you require. 
We are happy to offer our Ambassador Room in the hotel, as you said that you would be 
travelling from another part of the country. Please let me know if you would like us to reserve 
that for you.  

Finally, we do also have a singer who does a lot of songs from the 60s at similar events like 
this. Would that be something you might consider?  

Yours 

Benjamin Davis 
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My notes: 
- Yes, reserve room 
- OK if we put up decorations in the room? 
- What time can we have the room? 
- Extra cost for singer? How much? 
- Message on cake: Happy 80th Grandpa! No 

candles (80 too many!) 
- How much is deposit? And when do we pay it? 
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Dear Mr Davis 

___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
 
___________________________________________________________________ 
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