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Post-Meeting Assignments
To          -      [Individual/Group Name]

From      -      [Sender Name]

Date       -      […..]

Subject   -      Successful Meeting

I am happy to say that our last meeting was truly successful. The results are extremely good.

As per what was discussed in the meeting, we all agree to the following assignments:

· [Describe here what has been decided in the meeting]

[List all the decisions made here in detail] 

If there is a mistake in the above, please inform me about it.
Thanks
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