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Collaborative Writing Project

Progress Report


Progress Report Memo

1. List time, date and location for the meeting.

2. Who attended the meeting and who missed it? Was the absence excused by the other group members? What roles did each participant take on for the meeting?

2. List of Agenda Items covered at the meeting:

3. What was decided about your action items?

4. What has each participant accomplished to date?

5. List tentative action items for next meeting:
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