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	Group (meeting number)

	Place, Date

	

	Date issued: 
	[enter date]

	Subject: 
	[enter subject]

	To:
	Mr./Ms. [Recipient name], [GROUP] Chairman 
E-mail: ([Recipient email])

	Cc:
	Mr./Ms. [CC Recipient name], [GROUP] Chairman 
E-mail: ([CC Recipient email])


Dear [Recipient name]

Best regards,
[Chairman name]
[Group name] Chairman
E-mail:  [Chairman email]
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