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TD2 [TO-DO FOR TODAY]

Ensure everyone in the team has a clear action 
plan for the day by using Hourglass TD2 
Application [To-Do for ToDay]

Team members enter their TD
2
 list, which is a list of all the 

tasks targeted to be completed for the day

Allow managers to add TD2 
for their reporting 

team members

Enter recurring TD2 
to automatically assign TD2

on a weekly or monthly basis [like statutory 
compliance, management meetings, etc]

Team members update status of TD2 at the 
end of the day
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