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	Contact Name
	

	Company Name
	

	Position
	

	Tel Number / Contact 
	

	Meeting Place
	

	Meeting With
	

	Date of Meeting
	
	Duration of Meeting
	

	1. Purpose of Meeting
Detail the purpose of the meeting and its intended outcomes along with any stakeholders you interfaced with on behalf of NFSG or your own organisation.
2. Key Issues Discussed
Bullet point the details of the meeting agenda, highlighted topics and conversations held and its applicability to NFSG. Identify emerging risks and opportunities, to drive collaboration and continuous improvement. 
3. Identified Actions to share
Action #

Action Description

Responsibility

Deadline
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