Weekly Site Visit Template
Use this template for every site visit throughout construction. Consistent documentation protects you, keeps your builder accountable, and creates a record you'll be glad to have if questions arise later. Print a fresh copy each week or use digitally.
Project Title: ________________________________________________________________________________
Date: ________________________________________________________________________________
Visit #: ___  |  Visit Date: ___  |  Time: ___ to ___
Weather: ___  |  Temperature: ___
Trades On Site Today
	Trade
	Company
	# of Workers
	Work Area

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Work Completed Since Last Visit
	Phase/Area
	Work Performed
	Matches Plans? (Y/N)
	Quality Observations
	Photo # Reference

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Schedule Check
Current phase: ________________________________________________________________________________
Is work on schedule?  ☐ Yes    ☐ Behind    ☐ Ahead
If behind, estimated delay: ___ days
Cause of delay (if any): ________________________________________________________________________________
Quality Observations
Positive observations (good work to acknowledge):
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________
Concerns or potential issues:
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________
Items requiring follow-up from builder:
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________
 ________________________________________________________________________________________________________________________

Decisions Needed
	Decision
	Requested By
	Date Needed
	Impact if Delayed
	Decision Made
	Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Questions for Builder
1.  ________________________________________________________________________________________________________________________
2.  ________________________________________________________________________________________________________________________
3.  ________________________________________________________________________________________________________________________
4.  ________________________________________________________________________________________________________________________
5.  ________________________________________________________________________________________________________________________

Safety Observations
☐ Site clean and organized
☐ Materials stored and protected properly
☐ Workers using appropriate safety equipment
☐ No visible hazards (open excavations unprotected, tripping hazards, etc.)
☐ Erosion controls in place and maintained
Safety concerns to report: ________________________________________________________________________________
Communication Log
	Date
	Person
	Topic
	Method (Phone/Email/In Person)
	Key Points
	Follow-Up Needed?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Photo Log
	Photo #
	Location/Subject
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: Take photos systematically: overall progress, detail work, any concerns, and anything that will be covered up (framing behind drywall, plumbing in walls, etc.).
Next Steps / Before Leaving Site
☐ Reviewed all open items with builder
☐ Confirmed next week's planned work
☐ Photos uploaded and labeled
☐ Visit notes shared with builder/architect within 24 hours
