Sample Trip Report #XX

 (Edited from DeCA June 2011 Design Criteria)

	Project:
	
	Trip Date:
	

	Project No:
	
	Place:
	

	Prepared By:
	
	Date Prepared:
	

	Distribution:
	



1. List persons participating.
2. Discuss trip objectives.

3. Discuss meetings held on site.

4. Discuss status of commissioned systems.

5. Discuss findings.  Include details of issues in the Commissioning Issues Log (see attachment).

6. Discuss commissioning schedule.

7. Discuss action items.

8. Specify next trip date.  Include trip objectives in Trip Agenda (see attachment)

Attachments:
Commissioning Issues Log



Preliminary Agenda for Month, Day, Year commissioning site visit

End of Report
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