
Attendance Report 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Compliance Training Attendance Report 

Overview 

This report outlines the attendance of our sports team members during the recent compliance 

training session held on [Insert Training Date]. 

Training Details 

Training Topic: [Insert Topic] 

Duration: [Insert Duration] 

Location: [Insert Location] 

Attendance Summary 

Team Member Name Position Attendance Status 

[Name 1] [Position 1] [Attended/Absent] 

[Name 2] [Position 2] [Attended/Absent] 

Conclusion 

The compliance training is essential for ensuring our team meets all required standards. It is 

imperative that all members remain informed and engaged. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 



[Team Name] 


