Subject: Visit Notification: One Colleague Visiting Tomorrow

Dear Davidson,

We are writing to inform you that one of our colleagues will be visiting your office tomorrow. His/Her details, as shown on the employee ID, are as follows:
Full Name: {Name}
[bookmark: _GoBack]Date of Birth: {Date_of_Birth}
Gender: {Gender}
Please kindly assist with his/her entry and coordination upon arrival. Should you need further information, feel free to contact me.
Thank you for your support.
Best regards,
WTSolutions
 
