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Month Year

Website

Date Address Mistake Correction Person to
amend

Comments _____________________________________________________________________________________

Voicemail
Date Person to amend Date Person to amend

Comments _____________________________________________________________________________________
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Filing
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................

Comments _____________________________________________________________________________________

Workspace
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................

Comments _____________________________________________________________________________________

Regular Routine
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................
Team Member ........................

Comments _____________________________________________________________________________________

Newspaper Advertising

(Newspaper) –Advertisement Placed Yes No

Date Address Mistake Correction Person to
amend

(Newspaper) - Advertisement Placed Yes No

Date Address Mistake Correction Person to
amend


