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Reference:	 (Contract, task, etc.)
Subject:	 (Contract, task, etc.)
January 17, 2023 | Page 2 of 2	
Alpha Corporation
21000 Atlantic Boulevard, Suite 400
Dulles, VA 20166
Phone: 703-450-0800
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Meeting Minutes
Project Reference:	Replace Rooftop Units – Concourse C and D (Example)
Meeting Date:		January 17, 2023
Location:		Location of Meeting
Subject:		Review 90% Submittal (Example)
Attendees:	Name	Affiliation	Phone No.	
	Name Name	Company/Agency	XXX NNN-NNNN
	Name Name	Company/Agency	XXX NNN-NNNN
	Name Name	Company/Agency	XXX NNN-NNNN	
Date Prepared:	January 17, 2023
Prepared By:	Name
Distribution:	Attendees
The following are minutes of the above referenced meeting:		Action:
	This is set up as a table.  Type each item in a row, the text will wrap.  To get to the next column for action items, press tab.  If you want to tab within a column, hold down ctrl and press tab. Arial Font, 11 point.
	Person or Firm

	To add rows in the center of the table, on the tool bar, open Table, press insert, select rows above or rows below.  To add rows at the end of the table, just press tab.
	Person or Firm

	1. To use numbering – click on the paragraph numbering button on your tool bar – the proper spacing and wrapping is already set up.
	Person or Firm

	1. To use numbering – click on the paragraph numbering button on your tool bar – the proper spacing and wrapping is already set up.
	Person or Firm









Unless the writer is informed, in writing, within 10 days of receipt of these minutes, the minutes will stand as written. It will be assumed that all in attendance and those receiving copies understand and agree to the accuracy of the statements and information herein.
Headline 1
Hard copies of letters to be sent to the client are to be printed on Alpha letterhead. Text is to be left aligned, 11 point Arial. Margins should be 1 inch left and right margins; at least 2 inch top margin and at least .5 inch bottom margin. If the letter is to be emailed, use the Alpha digital letterhead.
For additional pages (keep the disclaimer at the end)

Headline Two
Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.
Bulleted lists are to be indented. 
Bulleted lists are to be indented. 
Bulleted lists are to be indented.

Additional Sample text placed here to serve as an example letter.
Sample text placed here to serve as an example letter. Sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. More sample text placed here to serve as an example letter. Additional Sample text placed here to serve as an example letter.
1. Also indent numbered lists. 
1. Also indent numbered lists. 
1. Also indent numbered lists. 
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