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Create LOA Template 
1. Login to BuildSpace 

 
2. Click “Consultant Management” 

3. Click “LOA Template” 

 
4. Click “New Template” 

 
5. Input LOA Title & Click “Save” 

 
6. Select Section (Header/Clauses/Signatory) and Click “Edit” to edit details 
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7. Click “Edit” to edit LOA Template Name 

8. Click “Delete” to delete LOA Template 

9. Click “Preview” to print LOA Template 

10. Click “Back” to return to LOA Template listing page 
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