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SERVICES

Administrative

— ‘Zalendar §cheduls Mansg sment
— Emai Management
— Traw] Cocrdinetion

Financial

— Compile ¥ §ubmit Expenss Reporte
— Billing Disput=e

— Bun Memerized Finaneis]l Reperte

Personal

— Gift Purchag=e
— St Perecnal Appointments
— Wacgticn Planning

— Mersting Confirmation, Preparation & Motee
— Project bemetance, Repearch & Reporting

— Event Planning & Coordinaticn

— Send Invaic=e
— Vendor Management
— Berd Inwzices

— Send Perronal Carde
— Wender Regmarch

Client, Sales & Ovperational Support

— Client Intake=
— Industry Repzarch
— Project M anagement desigtanos

— CRM Manegement and Updating
— Report Generation
- BOP £regtion/Managsment



