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Meeting Notes



Site Report

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.
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	Description
	Action by

	1.0 
	Site Conditions
	

	
	
	

	
	
	

	2.0 
	Progress of the Work
	

	
	
	

	
	
	

	3.0 
	Observations and Comments
	

	
	
	

	
	
	

	4.0 
	Previous Deficiencies
	

	
	
	

	
	
	

	5.0
	Attachments
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