LemonTree Training Co.

FREE SOUTH CAROLINA EMPLOYER KIT

Keep training records organized

A manager checklist and reusable employee register. Type into the fields and save, or print and complete by hand.

Business / licensed location Reviewed by

Review date (MM/DD/YYYY) Next planned review

1 Review employees and training

[ ] Identify covered staff. Include employees serving alcohol for on-premises consumption at least 10 hours weekly
and managers overseeing that service. Confirm exceptions with SCDOR. [1, 2]

|:| Check existing certificates. A current official SC certificate transfers between employers. Record the start date in
the covered role and verify the certificate copy. [2]

[ ] Assign training where needed. If no current certificate exists at the start of that role, track the 30-calendar-day
training deadline. Renewal does not receive a new-hire grace period. [2]

2 Verify certificates and follow up

|:| Obtain the official SCDOR certificate. Course completion and a provider certificate are separate from the
state-issued certificate. Use the state download portal. [1]

[ ] Keep the official copy at the licensed premises. Record its number and expiration, who checked it, and where the
copy is stored. Retain the copy throughout employment. [1, 2]

[ ] Assign the next action. Use the register for missing documents and approaching renewals. Enter an owner and
follow-up date. If state issuance is pending, keep completion evidence and contact the provider.

Use the companion Excel tracker for automatic date flags. This PDF does not calculate deadlines or send reminders.
The kit supplements official certificates and is not an SCDOR-issued form.

Official references

[1] SCDOR recognized training programs and certificate instructions
[2] S.C. Code 61-3-100, 61-3-110 and 61-3-130 | Reviewed September 11, 2026
Certificate download: dor.sc.gov/AlcoholServerCertificate
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https://dor.sc.gov/alcohol-beverage-licensing-abl/recognized-training-programs
https://www.scstatehouse.gov/code/t61c003.php
https://dor.sc.gov/AlcoholServerCertificate
https://lemontreetraining.com/training-options/

EMPLOYEE REGISTER

Training, certificates and next actions

LemonTree Training Co.

One record per covered employee. Dates: MM/DD/YYYY. Print extra copies of this page for larger teams.

Business / licensed location

Employee name Role
SC certificate number

New-hire training due

Next action / certificate storage location

Employee name Role
SC certificate number

New-hire training due

Next action / certificate storage location

Employee name Role
SC certificate number

New-hire training due

Next action / certificate storage location

Training due: for a new hire without a current certificate, use the covered-role start date plus 30 calendar days. Otherwise enter N/A. [2]

Started in covered role

Certificate expires

Started in covered role

Certificate expires

Started in covered role

Certificate expires

Reviewed by

Current SC cert at start? Y/N

Official copy on site? Y/N

Action owner

Current SC cert at start? Y/N

Official copy on site? Y/N

Action owner

Current SC cert at start? Y/N

Official copy on site? Y/N

Action owner

Review date

Training status Completed on

Verified by / date

Follow-up date

Training status Completed on

Verified by / date

Follow-up date

Training status Completed on

Verified by / date

Follow-up date

Certificate expires: copy the date from the official certificate. Record pending issuance and a follow-up instead of marking it as received. [1, 2]

Free for every employer. No purchase required.
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