
Site Visit Report Template Word

[Your Organization’s Letterhead]

Site Visit Report

Prepared by: ___________________________________

Date of Visit: ___________________________________

Site Location: ___________________________________

Purpose of Visit:

Introduction:

Details of the Visit

1. Site Description:

2. Activities and Observations:

Activity Description Time Spent Notes

_______________ ________________ ________________ _______________
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_______________ ________________ ________________ _______________

_______________ ________________ ________________ _______________

_______________ ________________ ________________ _______________

3. Interactions:

●

●

●

Findings and Analysis

Key Findings:

Analysis:

Conclusion and Recommendations

Conclusion:
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Recommendations:

Recommendation Assigned To Due Date Status

_________________ _______________ _______________ [ ] Not Started

_________________ _______________ _______________ [ ] In Progress

_________________ _______________ _______________ [ ] Completed

_________________ _______________ _______________ [ ] Deferred
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