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Fred Michael
Assistant manager
Agribix Ltd Company
Box. 2020446-789333
Houston
27/12/2020
Anthony parker
Manager
Happy home hotel

Dear Sir,
 I am writing this letter on behalf of Agribix Ltd Company to express our interest to use your prestigious hall before the end of the year. We are a firm that deals with farm inputs supplies; we have an upcoming executive event that will see various stakeholders present as part of our annual general meeting.

Since we are almost approaching the last month, I wish to inquire from your schedule on the venue's available dates. I also wish to inquire about the particular services you provide. The meeting will last a maximum of two days; therefore, we will require state of the art food and drinks for those days. Among us, there are people with allergies for certain foods; it is vital that you will let me know of your menu as plans for re-adjustments before the day. On drinks and beverages, I have a request for wines after the evening session and coffee for morning breaks during the meeting. I wish to inquire, therefore, if these arrangements are possible within your scope. As my company's culture, we will need entertainment during and after the meeting, the choice of genre is also important for those days. Due to unavoidable circumstances, we are really working on a strict budget. Therefore I request that you send me an estimation of the amount for 20 people for two days to help me plan financially in advance. 
I Kindly request that you get back to me with full details of the available date, the services available refreshment and entertainment. I will also appreciate it if you could provide me with a rough estimation of the cost for those two days; alternatively, you could send a representative to my organization for further arrangement.
I will appreciate your immediate response to this letter,
Thanks in advance,

Yours sincerely
Fred Michael
Assistant Manager, Agribix Ltd Co.

 

