Monthly Training Attendance Report

The monthly training attendance report template streamlines tracking employee participation in training sessions,
ensuring accurate record-keeping. It provides a clear overview of attendance patterns to help organizations improve
learning engagement. This template is essential for monitoring progress and compliance in workforce development
programs.

Report Details

Month Department

Prepared By Date Prepared

Attendance Summary

- : Status
Employee Name Employee ID Training Session Date (Present/Absent) Comments

Summary & Notes

¢ Total Employees Trained:
e Sessions Conducted:
¢ Attendance Rate:
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