Site Visit Logistics Worksheet

Please complete this worksheet and send a copy to each member of the site visit team at least one month prior to the site visit.


Accommodations

Hotel:







Phone Number:





Address:












	Site Visitor Name
	Check-in date
	Check-out date
	Confirmation Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Transportation 

Recommended arrival airport:











Transportation options between airport and hotel:












Estimated travel time from airport to hotel:


Transportation arrangements or directions from hotel to the site visit meeting location:

















Executive Session

An executive session of the site visit team will be held the evening before the first day of the site visit.  If guest rooms do not provide adequate seating space for the team, a conference room should be reserved in the hotel from 5 pm to 7 pm or a suite with a table and chairs should be reserved for the site visit chair.  Location:













Emergency Contact Information

Please identify an individual whom the site visit team can contact in an emergency.  This person should be available from the day before the site visit through the final day of the site visit.  This information will be confidential and only used if a team member needs assistance.

Person to be contacted:












Office phone number:



Home/cell phone number:





Dining Recommendations

Please recommend 2 or 3 restaurants near the hotel that are open the evening before the visit.

Other Logistics

