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           Minutes

	<Company Name> <Project Title> <Visit dates>

	Date :
	Time:
	<Company>

	Meeting called by
	

	Type of meeting
	

	Facilitator
	

	Attendees
	

	<Topic 1>

	< Duration in min>
	<Speaker Name>

	Discussion
	

	Conclusions
	

	Action Items
	Person Responsible
	Deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	<Topic 2>

	< Duration in min>
	<Speaker Name>

	Discussion
	

	Conclusions
	

	Action Items
	Person Responsible
	Deadline

	
	
	

	
	
	

	<Topic 3>

	< Duration in min>
	<Speaker Name>

	Discussion
	

	Conclusions
	

	Action Items
	Person Responsible
	Deadline
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Red Indicates Concern raised by Consultant   





No Concern Raised








