Departmental Tour Request

Date: [Insert Date]

To,

[Recipient's Name]

[Recipient's Title]

[Department Name]

[Institution/Organization Name]

[Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request a departmental tour for students from
[Your Institution/Department Name] who are keen to learn more about [specific topic or
department]. This tour aims to provide students with firsthand experience and insights into
[relevant field or areal].

We propose to schedule the tour on [suggested date] at [time], but we are open to any alternative
date that works best for your department. We anticipate [number of students] participants and are
eager to engage with your team and learn about the [specific elements of the department].

Thank you for considering our request. We look forward to your positive response.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Institution/Organization Name]

[Your Contact Information]



