Appendix 5:	Example of an SOP Training Record


	
SOP Training Record

	
SOP No.

	
SOP Title
	
SOP Version

	
SOP-00X

	
XXXXXXXXXXXXXXXXX
	
X.X

	
Date Training Delivered:

	
DD MMM YYYY



I confirm that, on the date stated above, I delivered training on the above new/revised SOP to the attendees listed below:


Signed: ………………………………………………………………………	Date ………………………


Name (print): ……………………………………………………………….


Job Title: ……………………………………………………………………

Attendees:

	
	Name (print clearly)
	Signature

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	



Note to Trainer: Draw a line under the last entry and then diagonally through the remaining blank lines
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