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Template for Site Visit Meetings
Institution-wide review
TEM-0010



Site visit meetings
Meeting information
Meeting #:
Chair:
Meeting topic:
Date:
Time:
Theme(s):
Attending:

Script for starting meeting
"Thank you for attending this meeting, to help us with the review of [Name of University]. The meeting is not being recorded and no one will be identified by name in the panel’s report, so please help us, and your university, by speaking openly and candidly."
General comments/observations from attendees, not related to listed questions
...
...

Questions to be asked
Question 1
Asked by: 
Directed to:
Question: 
Notes on response:
…
…

Question 2
Asked by: 
Directed to:
Question: 
Notes on response:
…
…

Question 3
Asked by: 
Directed to:
Question: 
Notes on response:
…
…

HALF-WAY POINT (xx min)

Question 4
Asked by: 
Directed to:
Question: 
Notes on response:
…
…

Question 5
Asked by: 
Directed to:
Question: 
Notes on response:
…
…

ONE QUESTION REMAINING
PLEASE LEAVE 5-10 MINUTES FOR CONCLUDING COMMENTS

Question 6
Asked by: 
Directed to:
Question: 
Notes on response:
…
…
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