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Daily Sheet
Time Planned 

Tasks
Monday Tuesday Wedensday Thursday Friday Notes

6:00-6:30 Inventory of 
Supplies

Count 1 
section each 
day

6:30-7:00 Order 
Supplies 
needed

 

7:00-7:10 Turn on 
phones and 
open doors

 

7:10-8:00 Update Staff  
8:00-9:50 Open 

Customer 
Doors

 

9:50-10:20 Make 
Announcements 
for Weekly 
prize winner

 

10:20-10:30   
10:30-11:00   
11:00-12:00   
12:00-12:10   
12:10-1:00   
1:00-1:30   
1:30-2:30   
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