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Subject: hotel arrangements
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I have reserved a room for each of you at the Hyatt Regency Capitol Hill, 400 New Jersey Avenue, 202-737-

1234, at the government rate of $127 + tax per night for the nights of May 11 and 12. This was the only hotel 

that had availability. All rooms have been reserved for late arrival and the confirmation numbers are listed 

below:Jack 372608Henry 372631Kermit 372668Bill 372701Please call SATO and make your travel 

arrangements as soon as possible.I may not be back in the office for a while so please call either Christina or 

Jerrie if you need to change your hotel reservations or need anything else.Thanks and see you all next week.
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