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[Subject: Info on room rates]
Dear Mr.Smith,
Thank you very much for your inquiry about our room rates.
Current room rates, including conditions are:
Single room: -+ -+ +yen/ person
Double room: -+ -+ -« yen/person
Twin bed room: + + + yen/ person
Breakfast:Included
Dinner:: Not included
Credit Card : Not acceptable
Deposit: Reservation deposit of + + -« yen is required
Surcharge(s):Consumption tax 8%
Check in time:OO:OO pm
Check out time:OO:OO am
We suggest you make a reservation as soon as you arrange your travel schedule to avoid a
lack of vacancies especially if you plan to travel during peak travel periods of the year.
For more information, please feel free to contact us.

We look forward to your stay.
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[Subject: Confirmation of your reservation(s)]
Dear Mr.Anderson,
Thank you very much for your reservation request dated Sep.25.
Your reservation is confirmed as:
Date of Check In:Sep.15,20XX
Date of Check Out:Sep.17,20XX
Stay the Night:2 nights
Type of Room:Double room
Number of Room: 2 rooms
Number of people:2 Adults, 2 Children
Name:Mr.John Anderson
Tel:1-2-3456-7890 Fax:1-2-4567-8901
Email ' x x x X x @xxx
Address:123 X Street Vancouver Canada
Your Reservation Number::12-345
Please note that we do not request a reservation deposit, however, we charge a
cancellation fee of x% per room rate in case of cancellation made 1 day before the date of
Check In.



