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Minutes of Meeting

	Name of Secretary
	Telephone
	Chairman
	Date

	
	+(60) 3-2267-XXXX
	
	

	
	
	Pages
	Reference Number
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	Distribution
	Attachment(s):

	Name(s) & participants listed below 
	
	
	None

	
	
	
	As listed below


	Participants:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Subject:

	Date:
	
	Time:
	


Venue: 
	#
	DATE
	SUBJECT
	ACTION
	DEADLINE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Attachments:
	{none}

	cc:
	{none}
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