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	Party members
	Present or absent?

	
	

	
	

	
	

	
	

	
	

	
	



	List tasks completed so far
	Completed by
	Follow up action to be taken?

	




	
	

	




	
	

	




	
	

	




	
	

	




	
	

	




	
	




	Actions yet to be completed
	Undertaken by
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