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Enter current
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15th)
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Review and update
schedules

Purple text indicates a task done for the
current month's activities

Blue text indicates tasks done for a previous
month's activities

Key

Pull & enter prior
month's activity

Enter current month's
activity (16th - end of
month)

Feel free to add unique dates such as your
payroll schedule to the calendar. The dates will
depend on whether you run payroll Bi-Weekly,
Semi-Monthly, or Monthly.
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