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	Monday


	Tuesday


	Wednesday


	Thursday


	Friday


	Weekly Tasks



	Oct 28-Nov 1


	
	
	
	
	
	Solidify Client contact

Schedule Interview

Develop interview questions

Write up email

	Nov 4-8


	Assignment email due to class list
	
	
	
	Oral progress reports due
	Interview client and collect relevant documents

Write up notes for oral progress reports

Start research 

	Nov 11-15


	
	
	
	
	
	Research for report

Work on developing visuals 

Develop powerpoint presentation

Assign tasks for members

	Nov 18-22


	
	
	Oral Rec. Reports
	
	Oral Rec. Reports
	Finish researching
Start drafting written report—different team members should be assigned sections to write

	Nov 25-29


	
	
	
	
	
	Start collating sections of written report

Draft written report and email to class on Sunday evening

	Dec 2-6


	Draft Workshop
	
	
	
	Rec reports due by 6pm
	Revise reports according to peer and instructor feedback.


	Task
	Responsible Parties
	Further Breakdown of Tasks



	Email to class list


	
	

	Interviewing client  and collecting documents


	
	

	Organizing information for oral progress report


	
	

	Researching  for report


	
	

	Developing visuals for oral recommendation report


	
	

	Developing text/information for oral rec. report


	
	

	Structuring oral progress report


	
	

	Developing powerpoint presentation


	
	

	Writing sections of recommendation report


	
	

	Editing and revising oral progress report


	
	

	Proofreading oral progress report
	
	


This guide can be reorganized or changed according to team desires and needs.

