SADI TIME AND EXPENSE RECORD

Sheet No.______ of ________

Instructions:
1.
All hours required for the development and delivery of SADI funded courses by an internal staff member must be recorded and signed by the instructor or developer of the course. This relates to courses that are being developed or delivered internally, and for OEM knowledge transfer training. 
2.
The hours outlined in the SADI Agreement Schedule 1 are the maximum number of hours the company will be reimbursed for. 

3.
The hourly rate is the employee’s salary rate and not the charge out rate.
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                      Organisation  





SADI Agreement No.: 


Training Activity No.:

Training Activity Name:






Name of Instructor:




 Duration of course:



Number of Attendees:



	Date
	Location work was performed
	Description/scope of work undertaken
	Hours
	Hourly Rate

(base salary)
	Total value (hours x hourly rate)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total 
	
	$
	$


Instructors Signature:








