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MEETING REPORT

	CCAC project number and name: 
	

	Implementing partner: 
	

	Date/s and time/s of meeting/s:
	

	Location/s:
	

	Entities present:
	



	1. Meeting objectives

	Describe the purpose of the meeting in relationship to the objectives of the project.





	2. Agenda

	Include a breakdown, such as by day, topic, or speaker.

 



	3. Outcomes and decisions

	List the outcomes and decisions reached during the meeting that are relevant to the objectives of the project. 





	4. Follow up actions

	List any items that require further action. Include the names of those responsible, important dates and deadlines.





	5. Participants (sex disaggregated)

	Name
	Job title
	Entity
	Email
	Gender

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	6. Relevant documents

	Attach or provide URLs to documents relevant to the meeting or its outcomes, such as documents that were discussed or reviewed, documents containing relevant background information, and the meeting agenda sent to participants.
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