 
Sign-In Sheet
A general-purpose sign-in sheet for a meeting, class, training session or event. Print one per session, or fill it online first.
Session details
	
EVENT, MEETING OR SESSION NAME
	
DATE
	
LOCATION OR HOST

	
 
	
 
	
 



Add a row for each attendee as they arrive. Have them note a departure time too if you need to know how long people stayed.
Attendee record
	NAME
	ORGANIZATION
	CONTACT (EMAIL OR PHONE)
	TIME IN
	TIME OUT
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