From: GM team (Xueming Guo, Liang Wu)
To: MC Martin
Subject: Weekly Progress Report – February 10, 2017
Period: 02/06/2017 - 02/10/2017
Hours:  6 hours 
Date: 5
Accomplishments for February 10, 2017
1) A first draft of the problem statement
2) A first draft of project charter
3) A first draft of WBS
4) A first draft of risk management plan

5) A first draft of communication plan
6) A first draft of quality management plan
7) A first draft of change management plan
Goals for February 17, 2017
1) A first draft of scope document (from both broad and project focused problem)
2) A first draft of budget
3) A first draft of schedule

4) A draft of specific details of change management plan. (Ex. Change request form) 
5) Meeting with BAs
6) Second interview with client.
Issues:

1) Because of we only have one interview with our clients for now, we don’t have enough information to perfect our plans. We need more information. 
2) We also need to regularly synchronize and share information (through Goggle drive) with BAs to make sure we are on the same page.
