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Agenda & Minutes of Meeting 
(For IQAC Hours) 
										Date: ____________________
Meeting Details

	Meeting / Committee Name
	

	Venue
	

	Date & Time
	Date: From __________ to __________

	Chairperson
	Name: ______________  Designation: ______________



Members Present

	S.No
	Name of Member
	Designation
	Signature

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	



Agenda
(Number each agenda item; one line each is sufficient here — detail is captured under Minutes below).

1. 
1. 
1. 
1. [bookmark: _GoBack]




Minutes of Meeting
Mirror the Agenda item numbers/headings here. Use the status table for any tracked activity list (targets, audits, action items).

Agenda Item 1:
Agenda Item 2:
Agenda Item 3:




Optional: Activity Status Table (for tracked targets/audits/deliverables discussed)

	Activity
	Status
	Remarks

	
	
	

	
	
	

	
	
	

	
	
	



Observations and Recommendations
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