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FALCON HOTELS
FAX

TO Alice Wong
Fax No 00 852 7514329

FROM Zofia Nadstoga
Reservations Dept. Falcon Hotels

Fax No 020 7945 2647

Date 5 July
No of pages (including this) 1

Dear Ms Wong

This is to confirm your booking for a single room
from 20 July to 27 July inclusive at a rate of
£150.00 per night (excluding Sales Tax).

As requested, we will hold your room until
midnight on the day of your arrival.

We look forward to meeting you shortly.

Yours sincerely

e

Zofia Nadstoga

Agendas

P
Always put the title, date, time and venue (place).

-

S

-
Larger meetings and committee meetings may also
include the following:

a) Apologies for absence

b) Matters arising from last meeting

c) Correspondence

Ld) Date of next meeting

A.0.B. means any other business. This is for
other relevant issues that were not included in the
agenda.

Information transmitted by fax may be
presented in various formats, for example
in letter, memo or note form.

==/

9

Faxes may contain the following headings:
To / From / Date / Subject / No. of pages /
Fax numbers

~

The style of a fax message may be formal,
informal or neutral depending on the
subject and recipient.

Management meeting

AGENDA

Date: 1 March
Time: 14.00
Venue: Room 23M, Shaw House

1. Complaints about reception staff.
2. New brochure.
3. Price list for next year.

4. New product presentation.

5.A.0.B.
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