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	PRIORITY LEVEL
	TASK NAME
	DUE DATES
	ASSIGNED TO
	TASK STATUS
	NOTES

	
HIGH
	
SUBMIT PROJECT
	
	
	
PENDING
	

	
HIGH
	PREPARE CLIENT PRESENTATION
	
	
	
IN PROGRESS
	

	
MEDIUM
	UPDATE WEBSITE CONTENT
	
	
	
NOT STARTED
	

	
MEDIUM
	ORGANIZE TEAM MEETING
	
	
	
NOT STARTED
	

	
LOW
	RESEARCH INDUSTRY
	
	
	
SCHEDULED
	

	
LOW
	SCHEDULE SOCIAL MEDIA POSTS
	
	
	
IN PROGRESS
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