
**Template 1: Welcome Letter to Guests** 

[Your Name]  

[Property Name]  

[Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

Dear [Guest's Name], 

Welcome to [Property Name]! We are thrilled to host you for your stay 

from [Check-in Date] to [Check-out Date].  

We hope you enjoy your time here and make wonderful memories. Please feel 

free to reach out if you have any questions during your stay. 

Best regards,  

[Your Name] 

--- 

**Template 2: Check-out Reminder Letter** 

[Your Name]  

[Property Name]  

[Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

Dear [Guest's Name], 

As your stay at [Property Name] comes to an end on [Check-out Date], we 

wanted to remind you of a few check-out procedures: 

1. Check-out time is [Check-out Time]. 

2. Please leave the keys in [designated area]. 

3. Ensure all trash is disposed of and dishes are done. 

Thank you for choosing us! 

Best,  

[Your Name] 

--- 

**Template 3: Feedback Request Letter** 

[Your Name]  

[Property Name]  

[Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

Dear [Guest's Name], 

Thank you for staying at [Property Name]! We hope you had an enjoyable 

experience.  

We would greatly appreciate it if you could take a moment to provide your 

feedback. Your insights help us improve and serve our guests better. 

Warm regards,  

[Your Name] 

---  

**Template 4: Maintenance Update Letter** 

[Your Name]  

[Property Name]  

[Address]  



[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

Dear Guests, 

We want to inform you that maintenance will be taking place on [Date] 

from [Start Time] to [End Time].  

We appreciate your understanding and patience during this time.  

Sincerely,  

[Your Name] 

--- 

**Template 5: Promotion for Return Guests** 

[Your Name]  

[Property Name]  

[Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

Dear [Guest's Name], 

We loved having you at [Property Name] and would love to see you again!  

As a token of appreciation, we are offering [discount/promotion details] 

for your next stay. 

Looking forward to hosting you again soon! 

Best wishes,  

[Your Name] 


