1	         [00:00] SPEAKER 1: Good morning, everyone. Let's
2	     begin the meeting.
3	         [00:05] SPEAKER 2: Good morning. I’m ready when you
4	     are.
5	         [00:10] SPEAKER 1: We’ll discuss the project
6	     timeline and next steps.
7	         [00:15] SPEAKER 2: Understood. I’ll take notes on
8	     the action items.
9	         [00:20] SPEAKER 1: First, we need to confirm the
10	     delivery date with the client.
11	         [00:25] SPEAKER 2: I’ll send them an email today and
12	     ask for confirmation.
13	         [00:30] SPEAKER 1: Great. Next, we’ll review the
14	     technical requirements.
15	         [00:35] SPEAKER 2: I’ll prepare a summary document
16	     by Friday.
17	         [00:40] SPEAKER 1: Perfect. Let’s reconvene next
18	     week to finalize.
19	         [00:45] SPEAKER 2: Agreed. Thank you, everyone.

SUMMARY
Key points:
Confirm delivery date with client.
Prepare technical requirements summary by Friday.
Schedule follow-up meeting next week to finalize details.
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