Guest Arrival Instructions
Prerequisite: Before proceeding with this task, confirm the guest has completed and returned the Rental Agreement. 
Customize the Email Template:
· If an early check-in or a late departure have been pre-approved, call that out specifically so the guest knows you have it set up for them. (Example: “Late Departure of 11:30 has been confirmed”). 
· Sections in Red should be personalized for the guest/booking.  

· Customize the Pool Heat section based on prior arrangements made with the guest.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
Good Morning [guest name]!

Your trip is right around the corner! Here are some instructions to help make your arrival go smoothly.  If you have any questions, please give me a call or text me at xxx.xxx.xxxx. We look forward to having you as our guest - travel safely!!

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
CONFIRMATION NUMBER: HA-XXXXXX·XXXXXXX
ARRIVING: February 4, 2020  |  CHECK-IN TIME: 4:00pm

DEPARTING: February 12, 2020  |  CHECK-OUT TIME: 10:00am

Please note that arrival and departure times must be honored so that our cleaning team is able to prepare the property for other guests. Changes to these times do require 24 hours’ notice and an additional charge.

PROPERTY ADDRESS: [ENTER PROPERTY ADDRESS] 
The property is easily located using GPS or Google Maps. But, please let us know if you would like written travel instructions.

COMMUNITY ACCESS: You will need the attached gate pass to enter the property. There are two entrances to the community and at each entrance there is a dedicated bar code reader for "Visitors". There is no need to stop at the guard house. (Please note there is a third entrance on Bella Cita for residents only - your gate pass will not work at that location)  

PROPERTY ENTRY: The home has an electronic lock system with a keypad on the front door. Your personal code is XXXX and it will be active for the duration of your stay. 

**  To unlock the door, enter your code, followed by the checkmark on the lower left of the panel.

**  To lock the door, simply place your hand over the keypad for 1-2 seconds. You will hear the door lock.

For your convenience we have provided the following supplies for use during your stay:

· Bathrooms have a starter pack of Shampoo/Conditioner, Bar Soap and two rolls of toilet paper.
· The kitchen has one roll of paper towels, one package of napkins, salt and pepper, and one packet of coffee for your first morning. We also provide trash bags, dishwashing soap, a small supply of dishwasher pods, and an all-purpose cleaner.
· In the laundry room we have a small supply of laundry pods for your use
· All sinks have hand soap pumps.
· Please note: We do not stock perishables in the kitchen. We do, however, provide salt, pepper and a spice rack

· For additional supplies, there is a Walgreens and Publix within a five-minute drive from the property (please see our Guest Services book for directions). 

Pool and Spa Heat:

· Although we are providing pool heat, please be aware that when night temperatures are below average, the pool heater will need extra time to return the pool water to the programmed 85 degree temperature.

· The spa heat is controlled by the dial located right outside the sliding patio door. When the jets are turned on, it will take 2-3 minutes for the heat to kick in.

We have provided a Guest Services book on the table in the entryway that has additional information about the property and the community. Once again, feel free to text or call us with any questions or concerns during your stay. We hope you have a wonderful vacation in Orlando!

 

Travel safely!
[Your Name(s)]
[Your contact info]
