Word Confirmation Letter Templates

Examples of Template Tags for Word:

	g_appdate_day
	g_ClosedDate_long
	g_hotelemail
	g_vendoraddress

	g_appdate_year
	g_ClosedDate_short
	g_hotelfax
	g_vendorcity

	g_apptdate
	g_closeduser
	g_hotelname
	g_vendorcrossstreet

	g_apptdate_dow
	g_conciergeemail
	g_hotelphone
	g_vendordisclaimer

	g_apptdate_long
	g_conciergeextension
	g_hotelpostalcode
	g_vendoremail

	g_apptdate_long_ddd
	g_conciergename
	g_hotelstate
	g_vendorfax

	g_apptdate_medium
	g_conciergephone
	g_hotelstreet
	g_vendorname

	g_apptdate_short
	g_conciergesignature
	g_hotelsuite
	g_vendorphone

	g_apptdate_verylong
	g_conciergetitle
	g_hotelwebsite
	g_vendorpostalcode

	g_apptdate_verylong_eng
	g_createdate_long
	g_linebreak
	g_vendorpublicnotes

	g_apptdate_eng
	ActionType
	g_notes
	g_vendorstate

	g_apptdate_long_ddd_eng
	g_createduser
	g_people
	g_vendorstreet

	g_apptdate_long_eng
	g_guestemail
	g_room
	g_vendorsuite

	g_appttime_end
	g_guestfirstname
	g_row
	g_vendorwebsite

	g_appttime
	g_guestlastname
	g_status
	g_vendortransportation

	g_appttime_end24
	g_guestname
	g_tasknotes_all
	g_vendordrivernotes

	g_appttime_start
	g_guestname_proper
	g_taskvendor
	myHeader

	g_appttime_start24
	g_guestphone
	g_todaysdate_long
	myFooter

	g_ccexp
	g_guestsalutation
	g_todaysdate_long_eng
	ReportDate

	g_ccnumber
	g_hoteladdress
	g_todaysdate_short
	DatePrepared

	g_cctype
	g_hotelcity
	g_userextension (Extension from User's Setup)
	MyCompanyName

	g_chargetype
	g_hoteldisclaimer
	
	










Example Word Confirmation Letter:

Friday, 07 July 2023

[bookmark: _Hlk135745624]Dear «g_guestsalutation» «g_guestlastname»,

Further to your request, I am pleased to confirm the following transportation for you:

	From:
	«From»

	To:
	«To»

	Date:
	«g_apptdate_verylong»

	Time:
	«g_appttime»

	Flight:
	«Flight/Train #»

	Vehicle:
	«Vehicle»



Yours sincerely,


«g_conciergename» 
«g_conciergetitle» 

