
Request for Campus Site Visit 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[University/Department Name] 

[University Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am [Your Name], a [Your Position/Title] at [Your 

Institution or Organization]. I am currently conducting research on [briefly describe the research 

topic] and am interested in gaining insights through a site visit to [University/Department Name]. 

The purpose of the visit would be to [briefly outline the objectives of the visit, such as 

interviews, observations, etc.]. I believe that your campus provides a unique environment that 

would greatly enhance my understanding of [specific aspect related to your research]. 

I would like to request a site visit on [proposed dates or a range of dates], but I am more than 

willing to accommodate your schedule. Please let me know if this is possible, and if there are any 

specific guidelines or procedures I should be aware of for the visit. 

Thank you for considering my request. I look forward to your positive response. Please feel free 

to contact me at [Your Email] or [Your Phone Number] for any further information. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Institution or Organization] 

[Your Email] 

[Your Phone Number] 


