[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Factory Name]

[Factory Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request an appointment for a visit to
your factory. As [your company name/position, if applicable], we are very interested in learning
more about your operations and exploring potential collaboration opportunities.

We would greatly appreciate it if you could accommodate us for a visit on [proposed dates]. We
are particularly interested in observing [specific areas of interest, e.g., production processes,

quality control, etc.].

Thank you very much for considering our request. Please let us know a convenient time for our
visit. We look forward to your positive response.

Sincerely,
[Your Name]
[Your Job Title]

[Your Company Name]



