Confirming corporate lodging for business travel

Subject: Accommodation Confirmation for Business Trip

Hello [Employee Name],

This email confirms your accommodation at [Hotel Name] for your upcoming business trip from
[Start Date] to [End Date]. Your room has been booked under the corporate account.

If you have any preferences or additional requirements, please notify us promptly.

Best regards,

[HR/Travel Desk]

[Company Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/accommodation-confirmation-letter-sample




