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Meeting Notes



MEETING NOTES
The following meeting notes were prepared by the Consultant. The notes reflect the author’s understanding of discussions and provide a record of the agreements reached at the meeting. Should any of those present have different recollections or find errors or omissions in the notes, please advise the author in writing within five calendar days of receipt of the meeting notes. The failure to notify the Consultant of errors or omissions within a reasonable time following receipt of the meeting notes is deemed acceptance of the discussions and record of agreements stated herein.
The following meeting notes were prepared by HOK Architects.  The notes reflect the author’s understanding of discussions and provide a record of the agreements reached at the meeting.  Should any of those present have different recollections or find errors or admissions in the notes, advise the author in writing within five calendar days of receipt of the meeting notes.

Page 1 of 1
These templates are not official OAA documents, but rather were developed by members for use on their own projects. They have been reformatted for consistency and are made available for use by others without any warranty express or implied. Refer to the Guide to Management of the Project Sample Documents.
	Page 1 of 1	Revision 02, Date: 2020 0515
	Item
	Description
	Action by
	Due date

	
	
	
	



PAGE 2 of 2
image1.wmf

