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Template 2: Record of Resolving Issues at Work meeting

	Employee’s name
	…………………………………………………………………………

	Date of meeting
	…………………………………………………………………………

	Venue
	…………………………………………………………………………

	Name of Manager
	…………………………………………………………………………


	Main points of discussion



	Decisions




	Name of Manager
	………………………….


	Name of Employee
	…………………………….

	Signature of Manager


	………………………….
	Signature of Employee
	……………………………...

	Date


	………………………….
	Date
	………………………………
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