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	To-Do List
	 
	Schedule-Related Notes

	1. Complete daily reports.
2. Prepare meeting agendas.
3. Update client information.
4. Review project timelines.
5. Coordinate with vendors.
6. Conduct team check-ins.
7. Organize digital files.
8. Track inventory levels.
9. Follow up on emails.
10. Schedule client appointments.
	 
	1. Adjust break times to ensure continuous coverage.
2. Confirm shift swaps with HR.
3. Monitor overtime hours for compliance.
4. Review shift allocations weekly.
5. Ensure all team members are aware of their start times.
6. Update the schedule board daily to reflect any changes.
 
 

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	

	
	 
	




	Time
	Early Morning Shift
	 
	Time
	Morning Shift

	5:00 AM
	5:30 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	8:00 AM
	8:30 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	5:30 AM
	6:00 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	8:30 AM
	9:00 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	6:00 AM
	6:30 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	9:00 AM
	9:30 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	6:30 AM
	7:00 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	9:30 AM
	10:00 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	7:00 AM
	7:30 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	10:00 AM
	10:30 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	7:30 AM
	8:00 AM
	Alexandra Mattson, Brian Gorman, Carmen Robertson
	 
	10:30 AM
	11:00 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin

	
	
	
	
	
	
	11:00 AM
	11:30 AM
	Mateus Tobin, Romy Bailey, Sarah Goodwin





	Time
	Afternoon Shift
	 
	Time
	Evening Shift

	12:00 PM
	12:30 PM
	Makara McLean, Marta Hicks, Alexandra Mattson
	 
	4:00 PM
	4:30 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	12:30 PM
	1:00 PM
	Makara McLean, Marta Hicks, Alexandra Mattson
	 
	4:30 PM
	5:00 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	1:00 PM
	1:30 PM
	Makara McLean, Marta Hicks, Alexandra Mattson
	 
	5:00 PM
	5:30 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	1:30 PM
	2:00 PM
	Makara McLean, Marta Hicks, Aviv Perez
	 
	5:30 PM
	6:00 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	2:00 PM
	2:30 PM
	Makara McLean, Marta Hicks, Aviv Perez
	 
	6:00 PM
	6:30 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	2:30 PM
	3:00 PM
	Makara McLean, Marta Hicks, Aviv Perez
	 
	6:30 PM
	7:00 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	3:00 PM
	3:30 PM
	Makara McLean, Marta Hicks, Aviv Perez
	 
	7:00 PM
	7:30 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins

	3:30 PM
	4:00 PM
	Makara McLean, Marta Hicks, Aviv Perez
	 
	7:30 PM
	8:00 PM
	Diana Kennedy, Hilda Wilson, Jason Desjardins



	Time
	Late Evening Shift

	8:00 PM
	8:30 PM
	Raghu Prakash, Makara McLean, Marta Hicks

	8:30 PM
	9:00 PM
	Raghu Prakash, Makara McLean, Marta Hicks

	9:00 PM
	9:30 PM
	Raghu Prakash, Makara McLean, Marta Hicks

	9:30 PM
	10:00 PM
	Raghu Prakash, Makara McLean, Marta Hicks

	10:00 PM
	10:30 PM
	Raghu Prakash, Makara McLean, Marta Hicks

	10:30 PM
	11:00 PM
	Raghu Prakash, Makara McLean, Marta Hicks
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