
Request for Departmental Tour 

Date: [Insert Date] 

To, 

[Recipient Name] 

[Recipient Title/Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient Name], 

We are writing to request the opportunity for our department, [Department Name], to conduct a 

tour of your esteemed organization. As part of our continuous efforts to foster collaboration 

between academia and industry, we believe that a visit to [Company Name] would provide our 

students and faculty with invaluable insights into [specific industry/field]. 

We aim to explore potential avenues for collaboration, share knowledge, and enhance the 

practical understanding of our students regarding industry practices. We propose to schedule the 

tour on [proposed date(s)], but we are open to any date that suits your availability. 

We look forward to your positive response and hope to build a strong partnership in the near 

future. 

Thank you for considering our request. Please feel free to contact me at [Your Contact Number] 

or [Your Email Address] for any further information. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Department Name] 

[Your Institution/Organization Name] 


