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Visit Report

Visitor’s Name: ___________________________________

Date of Visit: ___________________________________

Location Visited: __________________________________

Purpose of Visit:

Introduction:

Visit Details

1. Description of Activities:

2. People Met:

Name Position Department Notes
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_______________ ________________ _________________ ______________

_______________ ________________ _________________ ______________

_______________ ________________ _________________ ______________

_______________ ________________ _________________ ______________

3. Observations:

●

●

●

Findings and Analysis

1. Key Findings:

2. Analysis of Findings:

Conclusion and Recommendations

Conclusion:
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Recommendations:

Recommendation Responsible Person Deadline Priority

_________________ __________________ ______________ [ ] High

_________________ __________________ ______________ [ ] Medium

_________________ __________________ ______________ [ ] Low
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