Hotel Booking Confirmation Email Templates
Six copy-ready emails for travel agents, a filled-in example and a confirmation letter
	How to use these templates
· Replace everything in [square brackets], then delete any line that does not apply. 
· Each template starts with its subject line. Move it into the subject field of your email. 
· Write dates as 14-Mar-2027, never 03/14 or 14/03, and put a city next to every time ("18:00 Dubai time"). 
· Only write CONFIRMED when the booking is confirmed. On request is not a room. 
· Send your own email and your own voucher. Do not forward a supplier or portal voucher: it often shows the amount paid, which is your net cost. 
· Copy the lead guest name and the hotel confirmation number from the supplier booking character for character. 
· Bed types, views and other special requests are requests, not guarantees. Say so. 


Checklist: what every confirmation email must contain
	Field
	Write it like this
	Done

	Subject line
	Booking confirmed: [Hotel], 14-Mar-2027 to 17-Mar-2027 (Ref KST-58213)
	 

	Status
	CONFIRMED, ON REQUEST or CANCELLED, in the first line
	 

	Hotel confirmation number
	KST-58213, or "to follow"
	 

	Your booking reference
	YA-0412
	 

	Lead guest name
	TAN / Mei Ling (Ms), exactly as in the passport
	 

	Other guests
	Names, and the ages of any children at check-in
	 

	Hotel name, address, phone
	Full street address, plus the local-language address if taxi drivers will need it
	 

	Dates and nights
	Sun 14-Mar-2027 to Wed 17-Mar-2027, 3 nights (never slash dates)
	 

	Room and bed type
	1 x Deluxe Room, king bed requested (bed types are requests)
	 

	Meal plan
	Breakfast for 2 adults (say for how many)
	 

	Paid and payable
	Prepaid: room and breakfast. At the hotel: tourism tax, deposit, extras
	 

	Cancellation
	Free until 10-Mar-2027 18:00 Dubai time, then 1 night charged (date, time and city)
	 

	24-hour contact
	A number that is answered at night, for calls and WhatsApp
	 



1. Booking confirmed (agent to client)
Use it when the booking is confirmed and you have the hotel confirmation number. This is the one you will send most.
	Subject: Booking confirmed: [Hotel name], [dd-Mmm-yyyy] to [dd-Mmm-yyyy] (Ref [hotel confirmation number])
 
Dear [Client name],
 
Your hotel booking is confirmed. Please check the names and dates below and reply within 24 hours if anything needs correcting.
 
Status: CONFIRMED
Hotel confirmation number: [HCN]
Our reference: [your booking reference]
 
Hotel: [Hotel name]
Address: [full address] | Tel: [hotel phone]
Lead guest: [SURNAME / Given names, as in the passport]
Other guests: [names; ages of children at check-in]
Check-in: [Day dd-Mmm-yyyy], from [time]
Check-out: [Day dd-Mmm-yyyy], by [time] ([n] nights)
Room: [number] x [room type]. Bed type: [king / twin], requested, not guaranteed
Meal plan: [Room only / Breakfast for [n] / Half board for [n]]
 
Paid to us: [what is included: room, meals, taxes]
Payable at the hotel: [tourism or city tax, resort fee, security deposit, extras]
 
Cancellation: [Free cancellation until dd-Mmm-yyyy hh:mm, [city] time. After that: [charge].] OR [Non-refundable: no refund if cancelled, changed or not used.]
 
Your voucher is attached. Show it at check-in, on your phone or printed, with the passport of the lead guest.
 
If the hotel cannot find the booking, please do not pay for the room again. Call or WhatsApp us on [24-hour number] and we will deal with the hotel directly.
 
Kind regards,
[Your name]
[Agency name] | [phone] | [email]



2. Confirmed, hotel confirmation number to follow
Use it when the booking is confirmed by your supplier but the hotel has not issued its own number yet. Put a real chase date in your diary.
	Subject: Booking confirmed, hotel reference to follow: [Hotel name], [check-in date]
 
Dear [Client name],
 
Your room at [Hotel name] is booked and confirmed for [dd-Mmm-yyyy] to [dd-Mmm-yyyy] ([n] nights). Our reference is [your booking reference].
 
The hotel has not issued its own confirmation number yet. Hotels do not always issue it at the moment of booking, so this is normal. We will forward it, with an updated voucher, as soon as it arrives.
 
If we do not have it by [date, at least 3 days before check-in], we will contact the hotel ourselves and tell you what they say.
 
Booking summary
Lead guest: [SURNAME / Given names]
Room and meals: [number] x [room type], [meal plan]
Payable at the hotel: [taxes, deposit, extras]
Cancellation: [deadline in your time zone, or non-refundable]
 
Please keep this email. Until the hotel number comes through, our reference is the one to quote.
 
Kind regards,
[Your name] | [Agency name] | [24-hour number]



3. On request or pending (not confirmed yet)
Use it when the hotel still has to accept the booking. The subject line says "not yet confirmed" on purpose, so a client who reads only the subject does not think they are booked.
	Subject: Request sent, not yet confirmed: [Hotel name], [check-in date]
 
Dear [Client name],
 
We have sent your request for [number] x [room type] at [Hotel name], [dd-Mmm-yyyy] to [dd-Mmm-yyyy]. This is not a confirmed booking yet. The hotel has to accept it first, and we expect an answer by [date and time, your time zone].
 
Until we confirm in writing, please do not make non-refundable plans that depend on this hotel.
 
Payment: [We have not charged you yet.] OR [Your payment of [amount] is held and will be refunded in full if the hotel cannot confirm.]
 
If the hotel says no, we will come back to you with [alternative hotel] or a similar option at [price], so you will not have to start again.
 
Kind regards,
[Your name] | [Agency name] | [phone]



4. Reconfirmation 72 hours before arrival
Use it when you have rechecked the booking three days out. If the flight lands after midnight, check the room is booked from the night before.
	Subject: 3 days to go: your stay at [Hotel name] from [check-in date]
 
Dear [Client name],
 
We reconfirmed your booking today and everything is as booked.
 
Hotel: [Hotel name], [address]
Address for your taxi driver: [address in the local language, if useful]
Hotel confirmation number: [HCN]
Lead guest: [SURNAME / Given names]
Check-in: [Day dd-Mmm-yyyy], from [time]
Check-out: [Day dd-Mmm-yyyy], by [time]
Room and meals: [room type], [meal plan]
To pay at the hotel: [taxes, deposit, extras]
 
Your flight lands at [time] and we have told the hotel to expect you at about [time].
 
Please bring the passport of the lead guest and the attached voucher. If anything goes wrong at the desk, call or WhatsApp us on [24-hour number] before paying anything.
 
Have a good trip,
[Your name] | [Agency name]



5. Change or cancellation confirmed
Use it only when a cancellation has gone through, or the hotel has confirmed a change in writing. A date change can come back at a different price or with new cancellation terms, so confirm both first.
	Subject: [Cancellation confirmed / Booking changed]: [Hotel name], [original dates] (Ref [your reference])
 
Dear [Client name],
 
[FOR A CANCELLATION]
Your booking at [Hotel name] for [dd-Mmm-yyyy] to [dd-Mmm-yyyy] is cancelled. The hotel no longer holds a room for you.
Cancellation charge: [none / amount]
Refund to you: [amount], by [method], expected by [date]
 
[FOR A CHANGE]
The hotel has confirmed the change below.
Was: [old dates / room / guest name]
Now: [new dates / room / guest name]
Hotel confirmation number: [new number, or "unchanged: HCN"]
Price difference: [amount to pay / amount refunded / none]
New cancellation terms: [deadline in your time zone, or non-refundable]
 
Your previous voucher is no longer valid. Please delete it and use the attached one.
 
Kind regards,
[Your name] | [Agency name] | [phone]



6. Agent to hotel: reconfirm the reservation and special requests
Use it when you want the hotel itself to confirm it can see the booking, usually 24 to 72 hours before arrival. Requests are not guarantees: a hotel that replies "noted" has not promised anything. Leave the rate out.
	Subject: Reconfirmation request: [SURNAME], arriving [dd-Mmm-yyyy], conf. no. [HCN]
 
Dear Reservations team,
 
Please could you reconfirm the booking below and note the guest requests.
 
Lead guest: [SURNAME / Given names] + [n] guests
Hotel confirmation number: [HCN]
Dates: [dd-Mmm-yyyy] to [dd-Mmm-yyyy] ([n] nights)
Room and meal plan: [number] x [room type], [meal plan]
Please note: the booking may be filed under the name of a wholesaler or tour operator rather than ours.
 
Requests, subject to availability:
- Arrival at about [time] on [date]. Please hold the room.
- [Bed type / high floor / quiet room / cot for a [age]-year-old]
- [Occasion such as a honeymoon or birthday, if the hotel notes these]
 
Please reply to confirm you can see the booking and have noted the requests.
 
Thank you,
[Your name], [Agency name]
[phone] | [email]



Filled-in example (fictional hotel and guests)
Template 1 completed for a fictional family flying from Singapore to Penang. No supplier price, no supplier name, no promise about the bed.
	Subject: Booking confirmed: The Kestrel Hotel Penang, 14-Mar-2027 to 17-Mar-2027 (Ref KST-58213)
 
Dear Ms Tan,
 
Your hotel booking is confirmed. Please check the names and dates below and reply within 24 hours if anything needs correcting.
 
Status: CONFIRMED
Hotel confirmation number: KST-58213
Our reference: YA-0412
 
Hotel: The Kestrel Hotel (sample), 12 Jalan Contoh, George Town, Penang, Malaysia | Tel: +60 4 000 0000
Lead guest: TAN / Mei Ling (Ms)
Other guests: TAN / Wei Jie (Mr), TAN / Kai (child, 8 at check-in)
Check-in: Sun 14-Mar-2027, from 15:00
Check-out: Wed 17-Mar-2027, by 12:00 (3 nights)
Room: 1 x Deluxe Family Room. Bed type: king bed plus sofa bed, requested, not guaranteed
Meal plan: Breakfast for 2 adults and 1 child
 
Paid to us: room and breakfast for 3 nights
Payable at the hotel: Malaysia Tourism Tax (charged per room per night to foreign guests), incidentals, and any deposit the hotel asks for
 
Cancellation: Free cancellation until Sun 28-Feb-2027 23:59, Singapore time. From Mon 01-Mar-2027: first night charged. No-show: full stay charged.
 
Your voucher is attached. Show it at check-in, on your phone or printed, with your passport.
 
If the hotel cannot find the booking, please do not pay for the room again. Call or WhatsApp us on +00 0000 0000 and we will deal with the hotel directly.
 
Kind regards,
Aisha
Your Agency Name | +00 0000 0000 | bookings@youragency.example



Hotel booking confirmation letter (for print or a visa file)
Print it on your letterhead. The consulate decides what it accepts: some want a confirmation issued by the hotel itself, so check the current checklist first, and include a passport number only if asked.
	[Agency letterhead: name, address, registration or licence number, phone, email]
 
Date: [dd-Mmm-yyyy]
 
HOTEL BOOKING CONFIRMATION
 
To whom it may concern,
 
This letter confirms the hotel accommodation below, booked through [Agency name].
 
Guest(s): [SURNAME / Given names] [passport number, only if the consulate asks for it]
Hotel: [Hotel name], [full address], [hotel phone]
Hotel confirmation number: [HCN]
Check-in: [dd-Mmm-yyyy] | Check-out: [dd-Mmm-yyyy] | [n] nights
Room: [number] x [room type], [meal plan]
Payment: [Paid in full / Deposit paid / Payable at the hotel]
 
The reservation can be verified with the hotel at [hotel email or phone] using the confirmation number above.
 
[Name], [Role]
[Agency name] | [phone] | [email]


 
Free templates from DMC Quote, a B2B travel portal for travel agents. The guide that goes with them is at dmcquote.com/guides/hotel-booking-confirmation-email-template. Free to use, edit and share.
