Hospitality Sales Email Templates
Six warm hospitality sales email templates for hotels, venues, and restaurants -- an inquiry reply, a package quote, a group booking, an upsell, a follow-up, and a close.
Inquiry reply
When to use: Send it fast after an inquiry, while the guest is still comparing a shortlist of options.
Subject
Thanks for your enquiry, [first name]
Email
Hi [first name],
Thank you for thinking of [venue name] for your [event type]. It would genuinely be a pleasure to host you, and I would love to make this easy from the very first email.
So I can put together the right options rather than a generic rate, tell me a little about the occasion. Roughly how many guests are you expecting, and is [date] firm or still flexible? Anything that would make the day feel special is worth mentioning too.
We have a few ways to shape this depending on your vibe and budget, and I would rather match you to the right one than overwhelm you with everything at once.
Once I know a bit more, the next step is [next step], and I will come straight back with ideas. What does the occasion mean to you?
Warm regards,
[your name], [venue name]
Package quote
When to use: Send it once you know the occasion and rough numbers, to present a fitting package.
Subject
Your package for [venue name]
Email
Hi [first name],
Thank you for the details; they helped a lot. Based on what you described, I have put together the [package], which I genuinely think suits the day you have in mind.
It comes to [amount], and I have built it around the things you said mattered most rather than padding it with extras you did not ask for. If you want to add or trim anything, that is easy, and I am happy to shape it further.
I would rather you have something that fits than the biggest package on our list. If a different budget works better for you, tell me and I will find a way to make the occasion just as special.
The next step is [next step]. Shall I hold a provisional date while you decide?
Warm regards,
[your name], [venue name]
Group booking proposal
When to use: Send it for a multi-part group booking, to lay out the whole package clearly in one place.
Subject
Your group booking at [venue name]
Email
Hi [first name],
Thank you for considering [venue name] for your group. Organising this for everyone is a lot to juggle, so I have pulled the whole thing into one clear proposal to make your life easier.
For [date], this brings together the space, rooms, and catering as a single package, with everything coordinated by me so you have one point of contact rather than three. The total comes to [amount], and I have noted where there is flexibility.
I know group plans shift, so nothing here is rigid. If numbers change or you need to adjust the run of the day, just tell me and I will update it without fuss.
The next step is [next step], and I can hold the date while your group confirms. What would make this smoother for you?
Warm regards,
[your name], [venue name]
Upsell and add-ons
When to use: Send it after a booking is confirmed, to offer extras that genuinely improve the occasion.
Subject
A couple of ideas for your [event type]
Email
Hi [first name],
I am delighted your [event type] at [venue name] is confirmed. As it gets closer, I wanted to share a couple of optional touches that guests often love, purely in case they appeal.
These are ideas, not a push. I have suggested only the ones that genuinely suit the occasion you are planning, rather than everything on our list. If they are not for you, your booking stays exactly as it is and nothing changes.
A few small additions can make a day feel that bit more memorable, but the best occasions are the ones that feel like you, so please do not feel you need to add a thing.
If any of these catch your eye, the next step is [next step] and I will fold them in. Would you like me to hold anything for you?
Warm regards,
[your name], [venue name]
Follow-up after a site visit
When to use: Send it within a day of a visit, while the impression of the venue is still vivid.
Subject
Lovely to show you around [venue name]
Email
Hi [first name],
It was a real pleasure showing you around today. I could tell the space clicked for you, and I would love to help you picture your day here properly.
While it is fresh, I wanted to follow up so any questions get answered before the impression fades. Choosing a venue is a big, personal decision, and I would rather help you feel sure than rush you into anything.
If [date] is the one you are leaning toward, I can hold it provisionally so it does not get booked from under you while you think. There is no obligation in a provisional hold, and it takes the time pressure off.
The next step is [next step] whenever you are ready. Is there anything from the visit you would like me to clarify?
Warm regards,
[your name], [venue name]
Hold the date and close
When to use: Send it when the guest is ready to commit, to make confirming feel simple and safe.
Subject
Shall we lock in [date]?
Email
Hi [first name],
It sounds like you are ready to go ahead, which makes me genuinely happy. Let me make confirming as simple and stress-free as possible.
To secure [date] at [venue name], the next step is [next step], and I will handle everything from there. Once it is held, you can relax knowing the date is yours and we will shape the details together at your pace.
I also want to reassure you that plans can flex. If numbers or timings shift later, we will adjust, so committing now does not lock you into anything rigid. The aim is to take the worry off your plate, not add to it.
Just say the word and I will get it secured for you today. Is there anything you need from me first?
Warm regards,
[your name], [venue name]
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