	SITE VISIT RECORD



Record of the visit, the findings and the agreed actions
	Document code
	[VS-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Person conducting the visit
	



1. Visit details
	Date
	[DD/MM/YYYY]
	Meeting type
	[ ]

	Start time
	[ ]
	End time
	[ ]

	Location
	[ ]
	Reason for the visit
	[ ]

	Company or person visited
	[ ]
	Person who received the visit
	[ ]



2. People involved
	Name
	Position
	Signature

	
	
	

	
	
	

	
	
	



3. Items checked
	Item checked
	Complies
	Notes

	Required documentation and records
	
	

	Facilities and storage conditions
	
	

	Condition and quality of the product or service
	
	

	Delivery and deadline compliance
	
	

	Staff safety and health
	
	

	Cleanliness, order and pest control
	
	

	
	
	

	
	
	



4. Findings and observations
	No.
	Finding or observation
	Classification
	Action required

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Agreed actions
	No.
	Action item
	Owner
	Due date
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Signatures
	
	


	This record states what was checked and the actions agreed during the visit. It is signed by those taking part and a copy is given to the party visited when the visit concerns a supplier or a third party.
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