IRAN ICDL
Computer Driving Licence Center
Next To Palestine Cinema,Baradaran Mozafar St, Taleghani Ave, 
Tehran
SR5 2TA
21 April, 2013
«Name»
«Company»
«Street»
«Town»
«Region»
Dear  Sir/Madam
COMPUTER CONFERENCE
I am writing to confirm the arrangements made by «Name» over the telephone yesterday regarding the Computer Conference.
This one day conference is designed specifically for your company, «Company», and will take place at The Business and Innovation Centre, Sunderland on April 1st.  The cost of the conference will be £325+VAT per delegate and hotel accommodation can be arranged at a local B&B venue for an extra £105 per night, a special rate for «Company».
Please let me know by telephone whether or not you will be attending. Please forward the cheque as soon as possible, making it payable to me personally (not the company). On receipt I will forward you the conference tickets and vouchers for Dawn’s Guest House (sea views extra).
Yours faithfully


AliReza Soltani Fard 
