


1. You are organize a small conference and would like to receive an offer from a few hotels. 
Use the information below to write an enquiry.
· Dates: Saturday & Sunday (3rd &4th Sept)
· Participants: 45
· 10 participants need rooms 
· Buffet at lunchtime
· 3 meeting rooms for 15-20 people
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2.  (
Please email Ronald Chambers (
r.chambers@jsu.com
). We need his company’s phone number and delivery address for our customer database.
Don’t forget these are new clients. Be nice!
Thanks, Jan
)Your boss left this post-it note on your desk while you were at lunch. Follow the instructions she gave you.
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The end
