Automated Guest Message Sequence
Booking Confirmation
Sent immediately on booking to thank the guest and set check-in expectations. Personalize the greeting and confirm the dates.
Guest first name: ________________________________
Property name: ________________________________
Check-in date: ________________________________
Check-in time: ________________________________
Pre-Arrival (1 to 2 days before)
Send full arrival logistics so the guest can self check in without contacting you.
Full address: ________________________________
Door or lockbox code: ________________________________
Wifi network: ________________________________
Wifi password: ________________________________
Parking instructions: ________________________________
Check-In Day
Confirm the space is ready and invite the guest to reach out with any issue.
Guest first name: ________________________________
Check-in time: ________________________________
Host contact method: ________________________________
Checkout and Review Request
Send checkout steps the morning of departure, then a thank-you and review request after checkout.
Checkout time: ________________________________
Departure steps (trash, keys, lock up): ________________________________
Review request link or note: ________________________________
