
Welcome to Our Company! 

Dear [Client's Name], 

We are excited to welcome you to our office! Below are some important instructions to ensure a 

smooth arrival: 

Arrival Instructions 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Address: [Insert Office Address] 

• Parking: Please use the parking lot located at [Insert Parking Instructions]. 

• Entrance: Enter through the main entrance and proceed to the reception desk. 

Please confirm your arrival by replying to this email. We look forward to meeting you! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


