
Just add your own PO, change the areas highlighted in yellow, and you’ll be good to go! -L

GET Current contact for the Bayside Doubletree and email them directly.

Dear XX,
 
Would you please [make 3 reservations as outlined below] [reserve a room for our guest FIRST LAST] on the dateS below?

Reservation #1
Guest Name:  FIRST LAST
Check in --- Sunday 16 December 2018
Check out--- Tuesday 18 December 2018

Reservation #2
[bookmark: _GoBack]Guest Name:  FIRST LAST
Check in --- Sunday 16 December 2018
Check out--- Tuesday 18 December 2018 

Reservation #3
Guest Name:  FIRST LAST
Check in --- Sunday 16 December 2018
Check out--- Tuesday 18 December 2018


Please use PO# B000XXXX and be sure that you get a personal credit card from the guest upon check-in for any incidentals as the State of Massachusetts will pay only for the lodging charge. 
 
Please email me the hotel confirmationS on this PO so that I can forward our guest the reservation numbers and the information for the Bayside Doubletree hotel.    
 
With thanks,
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