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III�Meeting attenders (to list the meeting attenders, and their titles or project roles) 
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IV�Materials distributed�  to list the project materials to be discussed at the meeting���
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V�Speaking notes�  to note the speakers’ points of view, opinions and suggestions��
�

���M�M P3�MBO��

VI�Meeting decisions�  to state the meeting conclusions���
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VII�Distribution scope of meeting minutes 
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