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Description automatically generated]                      Professional Meeting summary
The meeting summary is an important part of your professional exchange.   Documenting the exchange, identifying the facilities,  recording the presentations, speakers, and discussions, will be an invaluable resource as you and your delegation members plan future collaborations, publications and share best practices with your colleagues.  

Delegation Title:_____________________________________________________________________
Meeting Site:_______________________________________________________________________
Primary Presenter:___________________________________________________________________
If possible, please collect business cards from your counterparts and presenters. 

Using complete sentences, provide a brief synopsis of meetings and facility visits. 


Meeting Recorder:____________________________________________________________________
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