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POST – MORTERM MEETING MINUTES 

	Date
	:
	

	Time
	:
	

	Venue
	:
	

	Organizer
	:
	




ATTENDANCE
	No
	Name
	Designation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	EVENT/ACTIVITY SUMMARY

	Event Name
	:
	

	Event Date
	:
	

	Time
	:
	

	Venue
	:
	

	Number of Participants
	:
	

	Collaboration
	:
	




	DICUSSION POINTS

	No
	ASPECT
	OBSERVATION
	ACTION/RECOMMENDATION

	1. 
	Strength
	
	

	2.
	Weaknesses
	
	

	3. 
	Unexpected issues
	
	

	4. 
	Planning
	
	

	5.
	Execution
	
	

	6.
	Participation
	
	

	7.
	Team-Dynamics
	
	

	8.
	Finance
	
	




	Prepared by:
	Approved by:

	

	

	Name:
	Name:

	Designation: Secretary
	Designation: President/Chairperson

	Date:
	Date:
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