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Meeting Minutes 2
Instructions
Please ensure that detailed notes are taken during the role play so the minutes can be completed.
Each student must individually submit a completed Meeting Minutes 1 after the role play. 
	Student Name
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	Date
	

	Time / Duration
	

	Location
	

	Attendees
	

	Apologies
	

	Chairperson
	

	Secretary
	


	
	Minutes
	Responsibility
(who)
	Due Date
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