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                               STUDENT–SUPERVISOR MEETING RECORD FORM
For MS/MPhil and PhD Research Students
	Student Name
	
	Registration No.
	

	Program
	☐ MS/MPhil   ☐ PhD
	Department
	

	Research Title
	
	Meeting Month/Year
	

	Supervisor Name
	
	Co-Supervisor (if any)
	

	Last meeting Date
	
	Frequency of Meeting
In a week
	

	Meeting Date
	
	Meeting Mode
	☐ In-person  ☐ Online


1. Progress Since the Previous Meeting
	Briefly describe research activities completed, chapters/sections drafted, data collected or analyzed, coursework, publications, or other milestones.

	





2. Matters Discussed / Supervisor’s Feedback
	Record key discussion points, guidance provided, corrections required, and decisions made during the meeting.

	




3. Agreed Action Plan for the Next Month
	Action / Task
	Responsible Person
	Target Date
	Status

	

	

	

	


	

	

	

	



4. Overall Progress Assessment
	Progress Status
	☐ On Track   ☐ Needs Improvement   ☐ Delayed

	Proposed Date of Next Meeting
	


5. Confirmation
We confirm that the above record reflects the discussion and agreed actions for this monthly meeting.
	Student Signature
	Supervisor Signature
	Co-Supervisor Signature (if applicable)

	

Name: ____________________
Date: _____________________
	

Name: ____________________
Date: _____________________
	

Name: ____________________
Date: _____________________


Note: This form should be completed for each meeting and supervisor must keep record of meeting. 
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