Dear ………..

Please be informed that the First Deputy Minister Mr. Zaza Bokhua is on leave and will be available next Monday, therefore I will contact you regarding the travel tickets itinerary accordingly. Would you be so kind to send us the hotel reservation (check in on June 10th, - check out on June 13th).
Just to double check you will also be covering the costs for our second nominant Mrs. Irma khonelidze right? Will she be also in the same hotel?  
Also please inform us regarding the transportation from the airport and back and internal transportation? Will you provide the car for the First deputy or he has to use the shuttle bus ?
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