ABC Company Plant Tour Request
Sample Confirmation Letter

Customer Name




Month, Day, Year

Firm Name

Street Address

City, State, Zip Code

Dear customer’s first name:
We’re pleased that you and your students are interested in touring our plant operations to learn more about us and the manufacturing industry! I would like to schedule a day and time that are mutually agreeable. [Enter dates that work best or inquire what dates and times work for them].  The tour generally takes [90 minutes/ fill in expected length]..  

We hope to make this experience one that will be useful to you and your students to help educate them regarding what our company manufactures and gain a better understanding of the manufacturing industry. 

Once we have a date and time for the plant tour, I will send out additional information regarding what to expect and logistics. 
Thank you for your interest and I look forward to hearing from you soon!

Sincerely,

Rep Name

Position
ABC Company Name
