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Course Entered into SMS  ........................................   

  

Timetable Checked ...............................................   

  

Confirm Trainers  ................ Telephone ...................  

 Letter ...................  

 
 

 
 

  

Confirm Students Letter ...................   

  

Student Files Generated .........................................   

  

  

  

Participation Records Completed ..............................   

  

  

  

  

  

  

  

  

  

  

  

  


