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Date: ___________________	

Dear____________________________________,


We are sorry that you were unable to attend your scheduled_______________________________
(Name of meeting)
That was scheduled for _______________________________________________________________.
(Date and time)

We tried to contact you by (please provide type and dates of contact): 
1._____________________________________________ on ____________ 
2. ____________________________________________ on _____________ 
3. ____________________________________________ on _____________


We were able to conduct the meeting and included is the documents drafted at the meeting. Please sign by the indicated highlighted areas on the attached documents and return by _____________________________________. 

If you have any questions about the documentation included please feel free to contact 
_______________________ at ___________________________.


Thank you for your cooperation,


_____________________________________________

