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Minutes of Meeting

Project: Subject:

Date & Time: Meeting No.:
Meeting Place: Minutes By:
Present: Representing:

Next Meeting:

Distribution:

Date Issued:

NOTES TO RECIPIENTS:

File
Ref:

These minutes are a record of the meeting and intended actions arising there from. Your
agreement that the minutes form a true record of the discussions will be assumed unless
adverse comments are received in writing within five days of receiving these minutes.
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NOTES TO RECIPIENTS:

These minutes are a record of the meeting and intended actions arising there from. Your
agreement that the minutes form a true record of the discussions will be assumed unless
adverse comments are received in writing within five days of receiving these minutes.



