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To: (Contractor)
Agency: 
Project Title: 
F.A.:
Contract Number:  
Date:

Attention:  (Contractor’s Representative)

1. Time:
Location of meeting:
2. Persons attending and organizations represented:
3. Description of work:
4. Discussion items:

Prepared by: 



cc: Region Local Programs Engineer

Each agency, organization, and firm who has involvement or interest in the project.



