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Project Meeting Minutes

	Type and Name of Meeting
	Extended Project Management Group Meeting / Project Control 

Group Meeting/Project Technical Group Meeting

PMG-YY-NN , PCG-YY-NN, PTG-YY-NN

	Dates of Meeting
	YYYY-MM-DD  to   YYYY-MM-DD

	Place of Meeting
	

	Code Name
	RN_PMGMNNvNN or RN_PCGMNNvNN or RN_PTGMNNvNN

	Version
	vNN
	draft
(
final (

	Attendants
	1. AAAA:



2. AAAA:


	Contact Person
	


	Version Log
	Version NN (YYYY-MM-DD): initial agenda; status per YYYY-MM-DD
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1 Minutes

Weekday, YYYY-MM-DD

1. Point1
1.1
Summary of issue 1

.....

1.n
Summary of issue n

....

n. Point n
n.1
Summary of issue 1

.....

n.n
Summary of issue n
2 Action List

	Number
	Action / To Do
	Task
	Responsible
	Date

	n.n
	
	N.N.N
	AAAA
	YYYY-MM-DD
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