«Title» «FirstName» «LastName»
«Address»
«City», «State» «PostalCode»
Dear «FirstName»:

Enclosed are your tickets for the ocean liner The Europa and the itinerary for your trip to Europe next month. Enclosed also are luggage tags, several travel brochures, and a list of wonderful restaurants that you may want to visit.

As arranged, ground transportation will pick you up at your home the day of departure. All transfers will be handled from that point forward.

Please call me if you have any questions or concerns. I know you’re going to have an unforgettable trip. Anchors aweigh!

Sincerely,

Alice Fung

Travel Counselor

Enclosure

