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Project Event Report
Title
Date

General information

	Name of the reporter
	Name of the reporter’s organisation

	
	

	Event name
	Name of the event organiser (organisation)

	
	

	Date of the Event
	Location of the event

	
	

	List of Participants (Name + Organisation)

	

	Project participants

	


Description of the event

	Agenda

	

	Summary of the event 

	

	Other personal remarks

	


Annexes

	Annexes 

(list of annexes; programme of the event, meeting minutes and other documents, list of participants, agenda, etc.)

	


