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1. [bookmark: _heading=h.4cp15qh99f5q]Executive Summary of the Meeting
[Max. two pages]
…




2. [bookmark: _heading=h.jd1q46l21mxm]Scientific Highlights
[Please summarize the most impactful discussions, polarizing debates, or newly announced results, including any collaborative initiatives that were established as a direct result of the meeting; max. one page]
…
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3. [bookmark: _heading=h.dyxe35vqy6ii]Scientific Programme
3.1. List of Invited Speakers

[Full name, affiliation, country, presentation title, abstract]


3.2. Programme

Date (Day 1)

[Please feel free to modify the provided table format as needed.]

	Time
	Agenda item/Session name
	Speaker name
	Speaker affiliation, country
	Session chair name

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Date (Day 2)

…





3.3. List of Posters

[Please feel free to modify the provided table format as needed.]

	Poster title
	Presentation mode 
[on-site, online]
	Author name
	Author affiliation, country
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4. [bookmark: _heading=h.jiwuynd2b2nl]Event Photos
[Please include a group photo and other event photos.]


5. [bookmark: _heading=h.nylq81sr173z]Organizing Team
5.1. [bookmark: _heading=h.oz0fwrgwey8]Scientific Organizing Committee
	Full name
	Role
[Chair/Co-chair/Member]
	Affiliation, country

	
	
	

	
	
	

	
	
	

	
	
	



Number of men:
Number of women:
Number of other and non-disclosed gender identities:

5.2. [bookmark: _heading=h.pgng2gkacggf]Local Organizing Committee
	Full name
	Role
[Chair/Co-chair/Member]
	Affiliation, country

	
	
	

	
	
	

	
	
	

	
	
	



Number of men:
Number of women:
Number of other and non-disclosed gender identities:

5.3. [bookmark: _heading=h.kt18995msvav]Support Staff (optional)
	Full name
	Role
[Chair/Co-chair/Member]
	Affiliation, country

	
	
	

	
	
	

	
	
	

	
	
	



Number of men:
Number of women:
Number of other and non-disclosed gender identities:


6. [bookmark: _heading=h.tjfdgezaf8tx]Recommendations (optional)
[Please feel free to include learnings, practical insights, creative solutions, or unforeseen challenges from your experience to help future organizing teams plan successful meetings.]

--- Annex: For internal use only ---

7. [bookmark: _heading=h.9rwflkplly7b]Annex: Meeting Statistics
7.1. [bookmark: _heading=h.y6an2ru5tf0y]Countries
· Number of countries represented: 
· List of countries represented: 

7.2. [bookmark: _heading=h.ju98dpuxvbad]Participants
· Number of meeting participants: 
· Men:
· Women:
· Other and non-disclosed gender identities:
· Number of on-site participants:
· Number of online participants:
· Distribution of participants by country

7.3. [bookmark: _heading=h.7xpnqgm3uhoh]Speakers
· Number of speakers who were invited to give an invited talk:
· Men:
· Women:
· Other and non-disclosed gender identities:

· Number of speakers who accepted the invitation to give an invited talk:
· Men:
· Women:
· Other and non-disclosed gender identities:

· Number of speakers who contributed talks: 
· Men:
· Women:
· Other and non-disclosed gender identities:

7.4. [bookmark: _heading=h.n8z3ckeiy8bj]Session Chairs
· Number of session chairs:
· Men:
· Women:
· Other and non-disclosed gender identities:

7.5. [bookmark: _heading=h.nhdy9arejj9b]Posters
· Number of posters presented:
· Men:
· Women:
· Other and non-disclosed gender identities:

7.6. [bookmark: _heading=h.irze13fzq32]Grants
· Total amount received from IAU grant funds:
· Total travel grants amount distributed:
· Number of travel grants recipients:
· Number of men who received a travel grant:
· Number of women who received a travel grant:
· Number of participants with other and non-disclosed gender identities who received a travel grant:


8. [bookmark: _heading=h.43ckeed9b35k]Annex: List of Meeting Participants
	Full name
	Affiliation
	Country
	Participation mode
(in-person/online)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[Please include a double bar chart for each, the distribution of the participants by country and gender.]


9. [bookmark: _heading=h.yfskpjxp990n]Annex: List of Recipients of IAU Travel Grants
	Full name
	Affiliation
	Country
	Gender
[men, women, other and non-disclosed]
	Amount (Euro)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




10. [bookmark: _heading=h.ah0l4tjww6en]Annex: Proposal for the next venue
[Please include information about proposals and expressions of interest to host the next IAU Regional Meeting in this region.]


11. [bookmark: _heading=h.201jticjm6n3]Annex: Internal Feedback to the IAU (optional)
[Please help the IAU improve its support and guidelines for future scientific meetings. Your constructive feedback is highly valued.]
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