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	Meeting
	[Text]

	Subject
	[Text]

	Scheduled Date
	[Calendar Popup]

	Time
	[Manual time insert]

	Venue
	[Text]

	Attendees 
	[E-mail Address insert by name] 


	Number
	Topic
	Responsibility
	Time

	[Topics to be moved up or down] 
	[Topics to be manually added]
	[Drop down to delegate attendee]
	[Manual time insert]
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	E-mail sent to all attendees
	Unit file plan structure to Popup 
	Print hard copy
	Generate and print Attendance Register


Business Rules:

1. Document should be able to export to Microsoft Word
2. Attendance register to be automatically generated form the attendees list 

3. Document to be submitted (E-mailed)  to the listed attendees 

4. The scheduled date must be documented on the SharePoint calendar 
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