Sample VIP Client Letter

(Your Letterhead)

Date

Hotel

Address

Attention:
Hotel or General Manager 

Phone:



Fax:



Regarding:
(Supplier) reservation number _________ for (Client’s name)


Arrival:

Month/day/year  

Departure:
Month/day/year

Dear Mr. or Ms._____________,

The above reservations are for VIP clients of my agency.  I recommended your property to them based on my confidence that you will make sure their visit to (LOCATION) will be a most elegant and enjoyable experience for them.  

My clients, Mr. and Mrs. Traveler, will be celebrating their (anniversary, birthday, reunion, etc.) during their stay with you.

I have requested for them an (ocean view, non-smoking room with a king-size bed).  Their flight arrives in (LOCATION) at (TIME) so they may require an early check in.  It is also my understanding that included with their stay will be (EXAMPLE: Daily full American breakfast for 2 and unlimited domestic beverages.)

I would appreciate your personal attention to this reservation.  Please confirm that the hotel has the booking information correct and, if at all possible, provide them with any additional complimentary upgrades available.

I would like to thank you in advance for making my clients feel very special and welcome.  You can be assured that I will continue to recommend your beautiful hotel to all of my clients and groups.

An early reply to this fax would be greatly appreciated.  

Thank you for personally taking care of my important clients.

Regards,

TRAVEL AGENT

CC:
Client


File

