
Departmental Tour Request for Client 

Engagement 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Departmental Tour 

Dear [Client Name], 

We are excited to extend an invitation to you for a tour of our [Department Name] at [Company 

Name]. This opportunity will allow you to gain insight into our operations and meet our team 

members who are dedicated to providing exceptional service. 

We propose to conduct the tour on [Proposed Date and Time], but we are more than willing to 

accommodate your schedule. The tour will include an overview of our processes, a showcase of 

our latest projects, and a Q&A session to address any queries you may have. 

Please let us know if the proposed date works for you or if there are any other times that might 

be more convenient. 

We look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Your Contact Information] 

[Company Name] 


