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

From      -      [Sender Name]

Date       -      […..]

Subject   -      Last Meeting


I am certain that you all will agree that our last meeting held on [meeting date] was very much successful.

I am very happy with the meeting results. And, as per the conclusion of our meeting, we all agreed on –
[State here the meeting discussions here]

[Describe the discussions in brief]

If any of you have a disagreement with this, please contact me on [no. here] to discuss.
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