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	Meeting

	Minutes Prepared By


	

	Date


	

	Time


	

	Place


	

	Compered By


	

	

	Welcome Song By


	

	Welcome Address
	

	

	School Selection

	Event Conducted By


	

	Member Name
	Co-Ordinator



	Member Name 

.


	Co-Ordinator

	Notes about Pot Luck (Food)

	

	Special Programme

	Compere


	

	Notes

	

	General Notes

	

	Vote of Thanks


	


Please note: 

1. If space is in sufficient, please use additional papers.

2. During School Selection in the meeting, please available in the front desk and get all the correct information about the selected member name and co-coordinator name.

3. After the meeting, please draft the Minutes in Text Editor “NOTEPAD” 

4. Kindly send the draft to info@indiateam.org
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