[bookmark: _GoBack]Name		: Jane Green
Address	: 1234 Poplar Street
City		: San Diego
ZIP code	: 92101



Dear Sir/Madam,

Welcome to the Grand Hotel!

It is with great pleasure that we welcome you to our hotel as a guest. We will do everything we can to make your stay with us as pleasant and relaxing as possible. This information guide lists all of our services and facilities in alphabetical order.

We wish you a very pleasant stay!


Yours faithfully,
Grand Hotel
