
	Supplier/Customer
	

	Date of visit
	

	Location
	

	Attendees: 
	

	
	

	
	

	
	

	Present:
	

	(Supplier / Customer)
	

	
	


	Product/Service offered
	

	Annual Spend
	£

	Product Range
	

	Issue/Reason for visit
	


	Company Background
	

	Year Established
	

	Ownership
	

	Annual Turnover
	£/$

	Number of employees
	

	Industries Served
	

	Customer Base
	(Number and Names)

	Supplier Base
	(Number and Names)


	Site Tour

	Housekeeping
	Internal/External

	Visual Management
	

	Test / Equipment Calibration
	

	Security
	Include Health and Safety / open doors/windows

	Material Flow
	

	Warehousing
	Security/Integrity

	Quality Assurance
	

	Notice Boards
	Upkeep of data

	KPI performance
	Data relevant and up to date

	Training/Skills 
	Skills Matrices/Training Plans


	Test & Manufacturing Equipment

	Incoming Inspection
	Equipment Types /No. employees/ Inspection frequency 


	Manufacturing
	Equipment list/ No. employees/supervision levels


	In-process Inspection
	Equipment Types /No. employees/ frequency 



	Final Inspection
	Equipment Types /No. employees/ frequency 



	Quality Assurance 
	Overview of Quality management structure

	SPC
	Data collection/measurement and analysis


	Issue / Problem Resolution

	Define Issue/problem
	

	Root Cause
	

	Response to date
	

	Corrective Action
	

	Implementation date
	

	Recommendations
	


	Minutes/Actions

	Item
	Comment
	Responsibility
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Follow up

	Date
	(Meeting dates/details)


	Report completed by

	Name
	
	Date
	


     VISIT REPORT
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