	
	REPORT OF MEETING HELD ON (INSERT TITLE OFMEETING + DATE WHEN MEETING WAS HELD) 





Report of Meeting held on (Insert title of meeting + date when meeting was held) 
Participant/s: 
(Insert Name, Surname and Organisation of each person attending the meeting grouped by line ministry/department and in order of seniority for each group) 
Report drawn up by: 
(Insert Name and Surname of Programme Manager drawing up report)
Report endorsed by:

(Insert Name and Surname of Senior Manager endorsing report)
Time: Meeting commenced at 0000hrs and ended at 0000hrs 
(Insert time meeting started and ended)
Abbreviations used: 
(Insert any abbreviations used if any)
I Summary:
	Main issues discussed
	Follow up Action required
	Who is responsible for follow up 

	
	
	

	
	
	

	
	
	

	
	
	


II Report on Proceedings of Meeting
III Comments / Remarks

(Report on the latest developments that may have taken place between the date of the meeting and the drafting of this report). 
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