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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Visit Purpose
Start with the outcome. What should the visitor understand, feel, or commit to by the end of the visit?
	Question
	Answer

	Who is visiting?
	

	What is their interest or priority?
	

	What do we want them to remember?
	

	What decisions or next steps should result?
	


Host & Delegation Profiles
[ ] Confirm visitor titles, roles, and protocol requirements.
[ ] Identify dietary restrictions, accessibility needs, and preferences.
[ ] Assign a primary host and backup host.
[ ] Prepare a short bio and talking points for each host.
Itinerary Framework
	Time
	Activity
	Location
	Owner
	Notes

	
	Arrival / Welcome
	
	
	

	
	Site Tour / Experience
	
	
	

	
	Stakeholder Meeting
	
	
	

	
	Working Lunch
	
	
	

	
	Closing & Next Steps
	
	
	


Site Visit Locations
[ ] Select locations that reinforce the visit narrative.
[ ] Confirm access, parking, and photography permissions.
[ ] Prepare on-site spokespeople and brief them on key messages.
[ ] Plan walk route, timing, and weather contingencies.
Stakeholder Meetings
[ ] Invite the right mix of internal and external participants.
[ ] Prepare a tight agenda with clear outcomes.
[ ] Draft talking points and anticipated Q&A.
[ ] Assign a notetaker and follow-up owner.
Communications & Talking Points
[ ] Develop 3-5 key messages for the visit.
[ ] Prepare a one-page briefing document for hosts.
[ ] Coordinate media or social coverage if appropriate.
[ ] Draft follow-up email within 24 hours of the visit.
Logistics & Follow-Up
[ ] Confirm transportation and arrival logistics.
[ ] Reserve hospitality, gifts, or materials.
[ ] Document outcomes and action items immediately.
[ ] Share a brief recap with all participants.
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