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Attendance Record
The CE provider and/or sponsoring organization must track attendance at the event. A copy of the attendance record should be maintained for at least 4 years. This list may be needed in the event that questions or issues arise at a later date (usually around incomplete personal files or inaccurate transcripts at the time of an audit).

All attendance must be reported online within 5 business days of the event with the IDCEC identification number. Report attendance online only for those attendees with an IDCEC identification number who belong to ASID, IIDA or IDC and need to fulfill mandatory continuing education hours. Issue paper certificates of completion to all other attendees.
Do not use old course numbers. The class-codes are system generated specific to the event and are mandatory for all events.
Course Information:

	Course Title: 

	IDCEC Class Code: 

	Instructor: 

	 Location: 

	Date: 

	Time: 

	Total Attendees:


	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:


	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:

	Name:
	IDCEC #:
	ASID/IDC/IIDA #:

	Email:
	Phone:


Explicit permission is required from the attendees to use information on this form for marketing purposes or to solicit business.
The information collected on this form can be used to report attendance for this event only.
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