
Course front sheet 
	Course title
	

	Date
	

	Time
	

	Venue
	

	Number of attendees
	

	Number of did not attend (DNA)
	

	Number of public contributors involved
	



Actions taken:
	
	No show letter sent to DNA attendees

	
	Attendee details completed on database

	
	Delegate evaluation forms completed on database

	
	Certificates sent to attendees 

	
	Course completed on database 
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