
Request for Early Check-In 

Date: [Insert Date] 

[Hotel Name] 

[Hotel Address] 

[City, State, Zip Code] 

Dear [Hotel Manager's Name], 

I hope this message finds you well. I am writing to request an early check-in for our group 

booking at your hotel. We have made a reservation under the name [Group Name] with 

confirmation number [Confirmation Number]. We expect to arrive on [Arrival Date] at 

approximately [Expected Arrival Time]. 

Given our travel schedule, an early check-in would greatly enhance the comfort and convenience 

for our group. We will have [Number of Guests] staying, and it would be much appreciated if 

you could accommodate us. 

Thank you in advance for your consideration. Please let me know if there are any additional fees 

or information needed to facilitate this request. 

Sincerely, 

[Your Name] 

[Your Position/Role] 

[Your Contact Information] 

[Your Company/Organization Name] 


