
Your Name
Your Position
Your Company/Organization
Address Line 1
Address Line 2
City, State, ZIP Code
Email: your.email@example.com
Phone: (123) 456-7890

Date: [Insert Date] 

To:
Factory Manager
[Factory Name]
[Factory Address Line 1]
[Factory Address Line 2]
[City, State, ZIP Code]

Subject: Formal Inquiry and Request for Permission to Visit Factory

Dear [Factory Manager's Name],

I am writing on behalf of [Your Company/Organization] to formally request permission to visit your esteemed factory
premises at [Factory Name]. We greatly admire your operations and are keen to understand your manufacturing
processes better, as well as explore avenues for further collaboration.

In light of this, we would like to propose a factory visit on [proposed date(s)], preferably between [proposed time(s)].
The primary objectives of our visit include:

Touring your production facilities for general observation and understanding of workflow
Conducting product inspections and evaluating quality control procedures
Initiating discussions on potential partnership or business cooperation

We assure you that all requested protocols concerning factory security and privacy will be strictly adhered to. Our team
will comply with your operational schedules and any specific guidelines or restrictions that you may require visitors to
observe.

Kindly let us know if the suggested date and time are convenient, or if an alternative arrangement would be preferable.
We appreciate your consideration of our request and look forward to your positive response.

Should you need any further details regarding our visit or wish to discuss any concerns, please do not hesitate to
contact me at your convenience.

Thank you very much for your attention and cooperation.

Sincerely,

[Your Name]
[Your Position]
[Your Company/Organization]


