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D The minutes of a meeting is the written records of the
things that are discussed or decided at it.

® Exchange rate is the money that you need to spend in
order to do something.

® When someone gives you a quotation, he/she tells you
how much he/she will charge to do particular piece of
work.

@ An agenda is a list of the items that have to be
discussed at a meeting.

@ The minutes of a meeting is the written records of the
things that are discussed or decided at it.

@ Exchange rate is the money that you need to spend in
order to do something.

@ When someone gives you a quotation, he/she tells you
how much he/she will charge to do particular piece of
work.

@ An agenda is a list of the items that have to be
discussed at a meeting.
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