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Reservation Confirmation
Reservation number: 
Date:
Dear Mr / Mrs ( Guest Name )                                                                             
We are delighted that you have chosen ( Mention your hotel Name) and we are pleased to confirm your reservation as follows:
	Company name
	

	Name of the guest(s)
	

	Number of guest(s)
	

	Number of room(s)
	

	Arrival date
	

	Departure date
	

	Flight details /Arrival time
	

	Departure time
	

	Airport transfer
	

	Room category
	

	Mode of payment
	

	Room rate
	


Arrival & Departure Policy:

Check- in: 1400 Hrs
Check- out: 1300 Hrs

Early check-in is subject to availability. For guaranteed early check-in, room to be reserved from the previous night. Rooms are held until 4pm on day of arrival unless guaranteed by a credit card or deposit.


Cancellation Policy:

All cancellations should be done 72 hours prior to the day of arrival to be exempted from the cancellation charges. This is equivalent to 1 day’s retention charges. All No shows will also attract 1 day's retention charges. A non-refundable reservation fee of ($00.00) is billed to the credit card used to guarantee the room reservation.

Guarantee Policy:

All bookings must be guaranteed at the time of reservation by credit card or advance payment. All major cards are accepted.

Photo Identity:

All Guests are requested to produce the Government Approved photo identity card  and Valid Passport and Visa for Foreign Nationals upon arrival.

 We look forward to welcome you at ( Mention your hotel Name)
Best Regards

Reservations
www.setupmyhotel.com
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