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	Project Name
	 
	Meeting No
	

	Organizer
	 
	Type
	 
	Date
	

	Participants
	Attendees
	Absentees
	Start Time
	

	
	 
	 
	End Time
	

	
	 
	 
	Location
	

	
	 
	 
	Meeting type
	

	
	 
	 
	Contract No
	

	
	
	
	Recorded By
	

	

	SUBJECT: XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

	

	Contractor (M/s. SPETCO)

	Name
	Designation

	
	

	
	

	Contractor (Combined Group)

	
	

	
	

	

	

	Agenda:

	

	

	

	Meeting Highlights:

	Sr No
	Item Description
	Action By
	By Date
Target Date
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