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Name           Date   
 
Task Start Date 

 
Anticipated 
Completion 
Date  
 

Person(s) responsible 
for ensuring the task is 
completed 

Notes/ 
How do I know my 
efforts were successful? 

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

    

 
 
 
 
 

   
 

 

 
 
 
 
 

    

 
 
 
 
 
 

    

 
 
 
 
 
 

    

 


