    Presidential Office Visitor Information Form

Coming to meet:  □ President  □ Vice President
Appointment time:                                         

YYYY / MM / DD         (day of week)      Time of day:  (○○:○○)

Name of visitor/group:                                      

Confidentiality:  □ No need to keep visit secret  □ Please keep secret
	Contact:
	Name:               
	Title:               　

	
	Tel:         
	Mobile:           

	
	Email:                                  

	Accompanied by:
	Name:
	Mobile:


1. Visitors (list can be expanded if necessary)
	
	Name
	Employer
(Chinese)
	Job title
	Gender
	Notes (incl. nationality, license plate number, etc.)

	
	Chinese
	Other language
	
	Chinese
	Other language
	
	

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	


2. Accompanying persons
	
	Name
	Employer
	Job title
	Gender
	Notes (license plate number, etc.)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


* Notes:
1.
Information on accompanying persons should be kept brief, and provided only if needed.
2.
For foreign visitors, please provide names and job titles in both Chinese and English. For visitors from Japan, please use romaji to indicate how names are pronounced.

3.
If the list of visitors needs to be changed, please use yellow background with red text in bold lettering to highlight the changes. This will facilitate necessary seating adjustments.
