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	ATTENDANCE SHEET

SINGLE-COMPANY TRAINING PROGRAMMES IN CYPRUS

	NAME OF COMPANY/ORGANISATION: 

	Programme title:  
	Programme Number:

	District:
	Start date:
	Completion date:
	Approved duration (hours):


	We, the undersigned trainees and trainers, hereby declare that we are aware of the consequences imposed by the Penal Code in reference to misrepresentation and in general by misrepresentation legislation.


	I
	II
	III
	IV
	V
	VΙ
	VII
	VIII
	ΙΧ
	ΧΙ
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 (Α)
	Number 
I/P/Α
	Country of Issue
	Gender
(M/F)
	Surname
	Name
	Job Title
	DATE OF SESSION & DURATION OF EACH SESSION*
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	TRAINERS’ NAME                             1……………………………………………………..         2……………………………………………….   3…………………………………………………………..
AND SIGNATURE                                …………………………………………………….....         …………………………………………………    …………………………………………………………..


* Trainees must sign at every session in the respective box.
	OFFICIAL STATEMENT

We have been informed about the provisions of the Human Resource Development Laws, the legislation concerning State Aid, the Provisions of the relevant Policy and Procedures Guide covering the cooperation of the HRDA with the enterprises/organisations for the implementation of the programme and about the consequences imposed by the Penal Code in reference to misrepresentation, and we hereby declare that all information contained in or attached to this document is true and correct.


	.............................................................

                 Date
	……………………………........................................................

Name & Surname of Director or

Authorised Representative
	……………………………………………………………

Signature and official stamp of 

enterprise/organisation


EFFECTIVE AS OF 2/10/2018
NOTES


Explanations for the completion of the attendance sheet are given below (with reference to the attendance sheet column numbering from Ι to Χ):
I. The serial number of trainees in the programme is filled in. In case of more than 10 participants, a second attendance sheet form is used, continuing the serial numbering to cover all trainees.

II. The ID(I)/Passport(P)/Alien Registration Number (A) box is properly filled in. The letter I for citizens of the Republic of Cyprus, I or P for citizens of other EU member states and P or A for persons from third countries.
III. Depending on each case, the identity card number or passport number or alien registration number is filled in. Please check the accuracy of this information from reliable sources.
IV. The country of issue of the identity card or passport is filled in.
V. The trainees’ gender is filled in.

VI. The trainees’ surname is filled in.

VII. The trainees’ name is filled in.
VIII. The trainees’ job title is filled in that represents the work tasks they perform.

IX. The date and the hourly duration of each session is filled in. Each trainee signs at every session. Absence from the programme is marked with “A”. Each trainee signs in the column of each session in the same row that his/her name appears, certifying in this way that he/she was present at each session. Each trainee signs at each session and not at any other stage of programme implementation.
X. The total hours attended by each participant in the programme is indicated, as well as the corresponding percentage, calculated by dividing the total hours attended by the total duration of the programme.
