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CONTRACT DELIVERABLE DESCRIPTION

Deliverable Number:
GD17

Title/Description:
Minutes of Meeting

Frequency of Submission:
As Required
Number of Copies:
5

First Submission Due:
Three (3) working days after meeting

Subsequent Submissions Due:
N/A

Government Acceptance Required:
Yes

Government Response Due:
No

Remarks:
The PTO holds many meetings for which a record in the form of meeting minutes is required.
Format/Content Requirements and Instructions:

The Meeting Minutes shall include, as a minimum:


1.
The data and time of the meeting.


2.
The attendees.


3.
The subject of the meeting.


4.
A synopsis of any discussions.


5.
Decisions made.


6.
Action items assigned.
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