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TOOLBOX TALKS SIGN-IN SHEET 

Production:__________________________________ Dept.:____________________________

Date:_______________________________________ Location:_________________________

Meeting was conducted by:______________________________________

Meeting was attended by: 

(Each participant is to print his/her name and sign below. This record is to be kept on file with the 
Production Coordinator. Include all articles, photos or bullet points of topic discussed.) 

Name: (Print)        Job Title: 
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TOPIC DISCUSSED: ______________________________________________________________

Include discussion points in the box below. If you are attaching photos, article or other document as a reference, 
print “See Attached” in the box below: 
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