[Company Logo]   [Company Name]
INDUCTION ATTENDANCE SHEET
	Company:
	[Company Name]

	Session Title:
	[Session Title]

	Date:
	[Date]

	Time:
	[Start Time] – [End Time]

	Trainer:
	[Trainer Name]

	Venue / Mode:
	[Venue / Online]



	S. No.
	Employee Name
	Employee ID
	Department
	Time In
	Time Out
	Signature

	1
	[Employee Name]
	[Employee ID]
	[Department]
	[HH:MM]
	[HH:MM]
	[Signature]

	2
	[Employee Name]
	[Employee ID]
	[Department]
	[HH:MM]
	[HH:MM]
	[Signature]

	3
	[Employee Name]
	[Employee ID]
	[Department]
	[HH:MM]
	[HH:MM]
	[Signature]

	4
	[Employee Name]
	[Employee ID]
	[Department]
	[HH:MM]
	[HH:MM]
	[Signature]

	5
	[Employee Name]
	[Employee ID]
	[Department]
	[HH:MM]
	[HH:MM]
	[Signature]



Session Summary
	Total participants nominated
	 

	Total participants present
	 

	Absentees and reason
	 

	Topics covered
	 

	Materials distributed
	 



Certified that the above participants attended the induction session on the date and time recorded.

	______________________________
Trainer
[Trainer Name]
Date: [Date]
	______________________________
HR Coordinator
[HR Name]
Date: [Date]
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