Summary Report of Curriculum Review
Meeting

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Summary Report - Curriculum Review Meeting

Attendees:
e [Name 1]
e [Name 2]
e [Name 3]

Meeting Overview:

The curriculum review meeting took place on [Insert Date] to discuss the current curriculum
offerings and potential areas for improvement.

Key Discussion Points:

Overview of current curriculum structure
Feedback from faculty and student surveys
Proposed changes to course offerings
Integration of new teaching methodologies

Action ltems:

« [Action Item 1 - Responsible Person - Due Date]
e [Action Item 2 - Responsible Person - Due Date]
« [Action Item 3 - Responsible Person - Due Date]

Next Steps:

The next meeting is scheduled for [Insert Date]. All participants are encouraged to review the
suggested changes before the next session.

Conclusion:



Overall, the meeting was productive, and we look forward to implementing the proposed
changes to enhance our curriculum.

Thank you for your participation.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



