
Welcome to Our Facility! 

Dear [Guest's Name], 

We're excited to have you join us! This orientation guide is designed to help you get settled and 

familiar with our services and facility. 

Facilities Overview 

Take a moment to explore our facilities: 

• Reception Area 

• Common Lounge 

• Dining Hall 

• Fitness Center 

• Meeting Rooms 

Important Policies 

Please review our key policies: 

• Check-in and Check-out Times 

• Guest Code of Conduct 

• Safety and Emergency Procedures 

Contact Information 

If you need assistance, feel free to reach out to our team: 

• Reception: [Phone Number] 

• Email: [Email Address] 

• Emergency Contact: [Emergency Phone Number] 

We hope you have a wonderful stay! 

Sincerely,  

[Your Name]  

[Your Position]  

[Organization Name] 


