EDITABLE TO DO LIST

TEMPLATE

This versatile template empowers you to tailor your to-do list to your specific needs and preferences.
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TO DO LIST

Task Description Catagory Priority Due Data Status Assisgnad To Notes
Prapare quarterly aaks report Raparting High 15-Mar-2024 I Presg John Dos Gathir sales data; Analyze frends
Review project proposal Project Maragement High 10-Mar-2024 Panding Jara Srndth Reviaw propoasl document
Corduct taarm mesting Meslings Meium 12-Mar-2024 Mol Stared Jae Srih Creala mealing agenda: Sand inilations
Update websile content Marketing High 18-Mar-2024 Ernilly Brown Dirafl raw contant for hamegage
Send monthly newslettar Markeding Mebum 20-Mar-2024 Pending Mark Johnson Plan content for newslatter
Cignumpe company relreat Evanls Loww OB-fApe-2024 Cormplatad Diian Sy Fird varue; Plan aclivities
Conduct parlonmancs reviews HR High 25-Mar-2004 Mol Staned Ervily Brown Sohadule mealings with employess
Devilop mew product profolyge Praduct Developrmant High 10-Apr-2024 Complated Jan Srith Brainstom idess; Creale protolype
Review financial statermeants Finarnce Mediurm 30-Mar- 2004 In Prosgry Ervily Brown Analyze income slalaman and Balance sheet

G- DS TR SO SR Sy Cusiomer Sarvica Madiirm FE-Mar- 2024 Complatad Jana Srailh Drafl sureey questions; Distribubs 1o cusiomers:




