
                     Training Meeting Report 
 
 
 
Company name: ______________________________________________ 
 
Date of meeting: ______________________________________________ 
 
Names of employees in attendance: 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
 
Topic(s) discussed: 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
 
Comments/recommendations: 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
 
Meeting conducted by: 
 
______________________________ 
Signature 
 
Attach any additional information (e.g. copy of the article you discussed) and file this completed form with your 
company’s safety records. 


