Sample Employee Training Record
	Employee Name:

	Job Title:
	Date of Hire:

	Name of Course/Training Program
	Date Completed
	Date of Expiry

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



* Attach or include copies of certificates or course completion information provided by external training programs.
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