
VISITOR’S INFORMATION SHEET

Name of Guest/Visitor: ________________________________________________________
Designation:  ________________________________________________________________
Institution/Organization/Company: _____________________________________________
Purpose of Visit: _____________________________________________________________
Activity/Title of the Program: __________________________________________________
Venue: _____________________________________________________________________
Schedule:
 DATE  TIME

  

  



GUIDELINES

1.  This form should be filed at least two weeks before the scheduled event.

2.  To officially receive the guest/visitor to the University, a designated 
University administrative and/or academic official will meet him/her at 
the venue.

3.  


