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T O W N  O F  S O U T H A M P T O N

Licensing Review Board - Minutetraq

File How to Create a New Communica  on

• Click the dropdown 
arrow next to New

• Choose Communica  on

• Choose the Communica  on Type
• Choose the Received Date
• Choose the Target Mee  ng
• Type the Subject
• Type a brief descrip  on of the item in the 

Details fi eld
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Architectural Review Board - Minutetraq
How to create a new communica  on

• To a  ach a document to the 
Communica  on click Browse

• If adding addi  onal 
Communica  ons click Next

• If done click OK
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