Site visit report
Free template from selXP · selxp.com
The project
	Project name
	As the consultant or developer calls it

	Location
	Area and city

	Stage
	☐ Design    ☐ Tender    ☐ Construction    ☐ Fit-out    ☐ Handover    ☐ Operation

	Developer / owner
	Who the project is for

	Consultant
	Who specifies

	Main contractor
	Who builds


The visit
	Date
	The day of the visit

	Time in / time out
	09:30 to 11:00

	Visited by
	Your name, and anyone with you

	Reason for the visit
	☐ Follow-up    ☐ Technical meeting    ☐ Quotation    ☐ Delivery    ☐ Payment    ☐ Service    ☐ New prospect    ☐ Other


On site
	Products specified or discussed
	Lines, sizes, quantities

	Competitor products seen
	Brand and where on site

	Samples or submittals asked for
	What, and for whom

	Photos taken
	How many, and where they are kept

	Issues or risks
	Delays, changes, approvals waiting

	Outcome
	☐ Order received    ☐ Quotation requested    ☐ Interested    ☐ Follow-up needed    ☐ Not interested    ☐ Didn't meet


People met
	Name
	Role
	Company
	Mobile / email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Agreed actions
	Action
	Owner
	Due date
	Done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


