Notes:

1.Meet with every department to plan for the year-end party.

2.Talk to the HR manager to confirm the December holidays.

3.Prepare a sales presentation by December 18.
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Important Dates:

1 - Christmas Collection Launching
4 - Monthly Meeting

8 - Online Presence Analysis

14 - Company Year-End Party

20 - Monthly Sales Report

29 - New Year Collection Launching
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