
Factory Visit Confirmation 

Date: [Insert Date] 

To: [Visitor's Name] 

[Visitor's Address] 

Dear [Visitor's Name], 

We are pleased to confirm your visit to our factory located at [Factory Address] on [Date of 

Visit] at [Time of Visit]. 

Your visit will include a comprehensive tour of our facilities, as well as meetings with key team 

members. We anticipate that the visit will take approximately [Duration]. 

Please let us know if you have any specific areas of interest or if you require any 

accommodations. 

We look forward to welcoming you to our factory. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


