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Department








For the attention of

Department Name
Author













For information to
Telephone










042 – 666 5666









Telefax










042 - 6665665









Internal code










Reference number








Date











Subject
	Minutes <Title of Meeting>                                                                   <Date & Time>


	Present: 


	Absent:




1. Opening / announcements 

2. Meeting Discussion

3. Closing Meeting

4. Actionlist

	No.
	Description
	Action by
	Deadline

	1. 
	
	
	

	2. 
	
	
	

	3.  
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