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MEETING REPORT
 
This is a template; remove all red text before filling in 
 
DATE TIME:  

LOCATION:   
 	 	 	 
MEANS OF COMMUNICATION USED: 
 
PARTICIPANTS:  
 
REPORT WRITER:  
 
REPORTABLE INFORMATION: 
 
Who are the people you have spoken to? Try to report as much personal information on them as possible. This will help colleagues who must interact with them in the future as well. What are their positions/functions/jobs/status in local or higher society? Where was the meeting held? How was security organised? Did anyone bring their own security? Did any of the discussion partners bring an interpreter, how did they interact? Describe the atmospherics in which the meeting took place. What agreements/appointments have been made? Other information? 
 
Always try to take a group photo to include in the meeting report.
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