
Hotel Accommodation Reservation Request 

Date: [Insert Date] 

To: [Hotel Name] 

[Hotel Address] 

[City, State, Zip Code] 

Dear [Hotel Manager's Name], 

I would like to request a reservation for accommodation at your esteemed hotel. Below are the 

details of my request: 

• Guest Name: [Your Name] 

• Check-in Date: [Insert Check-in Date] 

• Check-out Date: [Insert Check-out Date] 

• Number of Guests: [Insert Number of Guests] 

• Room Type: [Insert Preferred Room Type] 

• Special Requests: [Any special requests or requirements] 

Please confirm the availability and the total cost of the stay at your earliest convenience. Thank 

you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Email Address] 


