Ref. No.: DYPCET/ENGG/						Date:
Meeting Notice
The meeting of _________________________________ is arranged on ____________at ______________ a. m./p.m. All members are requested to attend the same.
Meeting Venue: - ________________________________
Agenda of the meeting:

Item No 1 – To Confirm the minutes of previous meeting dated ____________ (Annexure 1)
Item No 2 – To consider action taken report (Annexure 2)
Item No 3 – _________________________________________ (Annexure 3)
Item No 4 -  _________________________________________ (Annexure 4)
….


    																			Chairman/Coordinator/Member Secretary
_________________________________Committee

Copy to -
1. All Members





Ref. No.: DYPCET/ENGG/						Date:

Minutes of Meeting

The meeting of _____________________________ was held on ____________at ______________ a. m./p.m. The meeting was chaired by _______________________________
· Venue: - _______________________________
Following members were present for the meeting
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_____________________________________________________________________________________
[image: ]

Item No. 1: ______________________________________________
Discussion: ____________________________________________________________________
        ____________________________________________________________________
       ____________________________________________________________________
Resolution: ____________________________________________________________________
        ____________________________________________________________________
       
Item No. 2 ______________________________________________
Discussion: ____________________________________________________________________
        ____________________________________________________________________
       ____________________________________________________________________
Resolution: ____________________________________________________________________
                   ____________________________________________________________________
Item No. 3: ______________________________________________
Discussion: ____________________________________________________________________
        ____________________________________________________________________
       ____________________________________________________________________
Resolution: ____________________________________________________________________
                    ____________________________________________________________________

Item No. 4: ______________________________________________
Discussion: ____________________________________________________________________
        ____________________________________________________________________
       ____________________________________________________________________
Resolution: ____________________________________________________________________
                   ____________________________________________________________________

Item No. 5: ______________________________________________
Discussion: ____________________________________________________________________
        ____________________________________________________________________
       ____________________________________________________________________
Resolution: ____________________________________________________________________
                  ____________________________________________________________________
   
The meeting was concluded with vote of thanks by _________________.


    																			Chairman/Coordinator/Member Secretary
_________________________________Committee



Ref. No.: DYPCET/ENGG/						Date:

Meeting Attendance
Following members were present at the meeting of __________________________________ held on ________________________ at ______________am/pm.

	Sr No.
	Name
	Signature
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