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	ACTION
	  Check (if applicable)
	DATE
	COMMENTS

	Pre Conference Meeting
	
	
	

	Type of Conference – 
· Formal 
· Informal
· Letter/Telephone Call.

	
	
	

	Review DD Form 1484 for agenda items
	
	
	

	Conference Agenda
	
	
	See samples.

	Solicit additional agenda topics
	
	
	

	Notification of Conference place/date/time.
	
	
	See sample Post Award  Letter

	Notify Security (if necessary)
	
	
	

	Prepare for conference
	
	
	

	Telephone Conversation Transcript
	
	
	See sample.

	Prepare DD1484 with minutes and distribute
	
	
	

	Official Contract file
	
	
	









									
 									 

