[Company Logo]   [Company Name]
TRAINING ATTENDANCE REGISTER
	Programme Title:
	[Training Programme]

	Trainer / Faculty:
	[Trainer Name]

	Date:
	[DD/MM/YYYY]

	Time / Duration:
	[HH:MM] to [HH:MM] ([No.] hours)

	Venue / Mode:
	[Venue / Online]

	Organised by:
	[Department]



	Sr. No.
	Employee ID
	Employee Name
	Designation
	Department
	Sign-in
	Sign-out
	Assessment Score
	Signature

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

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

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

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

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



Session Summary
	Nominated
	Attended
	Absent
	Average Score
	Feedback Rating

	[No.]
	[No.]
	[No.]
	[Score]
	[Rating]



	Topics covered
	 

	Make-up session planned for absentees on
	 



Certified that the above employees attended the training programme as recorded.

	______________________________
Trainer
[Trainer Name]
	______________________________
L&D / HR
[HR Name]
Date: [Date]
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