Subcontractor and GERT Training Documentation:
Training is conducted
Instructor takes attendance sheet to the Key and ID office
Key and ID keeps the attendance form for two days and fills in ID numbers as they are given

																																																																																																																																																																																																																													ESH Admin files the documents
ESH Admin enters training for those attendees with a clearly identified ID number
ES&H Admin picks up “completed” attendance sheets from Key & ID according to schedule below


[bookmark: _GoBack]*If there is no ID on the form when it is retrieved from Key and ID, training is not entered into TRAIN.
*Pick up from Key and ID should occur every day before 11am.

	If training is conducted:
	then pick up form from Dave on: 
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