XYZ MEMORANDUM

CONTRACTORS XYZ Contractors
“When you need it done right!”
4444 Fifth St., Suite 666
Lancaster, CA 93535

Memo To: Memo From:
JOHNQ. CUSTOVER TomCont r act or Phone (661) XXX-XXXX
Project Name: Copy(s) To: Cell (661) XXX-XXXX
747 BCElI NGST, STE 757, CONCORD Bill Baird, Al Gore, George Bush Ca. Contr. Lic. #000000
Date:

Subject:

Qur phone conver sati ont oday 8-10-03

John, as per our phone conversati ontoday, thepriner tobeZi nser water baseprinmer. Tintedto
matchfinishcoat tofacilitatecoverage. Install wedges underneat h si di ng next to bat hroomto al | ow

aircirculationandtohel pprevent peelinginthi {4ea.
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Writer: Date:

X Please Reply by: 8-12-00 N
@  Noreplynecessary. Recipient: Date:
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