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Training Agenda and Sign-In Sheet Template

This is an optional form for School Nutrition Programs (SNP) sponsors to keep track
of group staff training.

How to Use This Form

Fill out all areas on this form up to the Name and Signature section.

Print out this handout. For group trainings of more than 20 participants, print
multiple copies of the second page of this form so all staff can sign in.

On the day of the training, have SNP staff sign-in.

Following the training, add training completed to the Professional Standards
tracker and keep this record.

General Information

District Name

School Year

Training Information

Title of Training
(example, Back-to-School Training)

Date

Start and End Time

Duration of Breaks
(including lunch)

Total Duration of Meeting
(minus breaks and/or lunch)

Training Agenda

Agenda Item(s)/Topic(s) (e.g., civil rights, food safety, etc.)




Training Sign-In Sheet

Title of Training

Date

Name

Signature







