Attendance Record Summary FY10/11 for SADI Funding 
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Organisations seeking reimbursement from SADI for training activities that include; course delivery by an internal or external training provider, original equipment manufacturer (OEM) training or OEM knowledge transfer training must be able to verify who has attended and/or completed the training via a signed attendance list.

This Attendance Record is not to be used for apprenticeships or tertiary courses such as a bachelor or masters degree.

	Instructions for the Company:  Section A must be completed by the individual’s Company. Complete a new summary sheet for each training activity regardless of the location. For example, if training is being delivered in Sydney and Melbourne, complete an Attendance Record Summary for the activity in both locations. Please refer to your SADI Schedule to obtain SADI Agreement No. and Training Activity No. The Attendance Record Summary will need to taken to the course for the course instructor to sign.

Section B must be signed by the course instructor.




	section a

Training Activity details To be completed by company

	SADI Agreement No.: 
	
	Company name:
	

	Training Activity No.:
	
	Training Activity name:
	

	Location of training delivery:
	
	Organisation delivering the training:
	

	Date course started:
	
	Date course ended:
	

	Duration of course:
	
	Number of attendees:
	


SECTION B

I …………………………………..confirm that, to the best of my knowledge, the attached list reflects a true representation of the attendance at this course.

(Instructors name)

……………………………….

………./………../……….

(Instructors signature)



(Date)
Attendance Record Template – to be completed by attendees on courses funded by SADI 
(Page 2 of 2)

	training course title:
	

	Name of attendee
	Name of employer
	Location
	Date of attendance/

completion
	attendee contact address
	attendee phone number
	attendee signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


