Progress Report
In this assignment, you will convince your boss that you can complete work on schedule and within budget.  You must illustrate what you have learned so far and what tasks remain.  At this point you will be on schedule if you have completed about 70% of your research tasks.  In addition, the report allows you to explain why the project is not progressing as planned and how you will get back on track.  The Progress Report is a persuasive document—you do not want your project cancelled.  Therefore, impress your reader (the decision makers, your boss) with the quality of the research, the methods of reporting, etc.

Implement the following format and suggestions for a successful Progress Report.  


a)  Required format

Heading:  In addition to the normal heading include:



1.  References:  Library Search Memo (Document #) and Proposal Approval 

(Document #).



2.  Attachment(s):  Equipment list, Letter of Inquiry, etc. (any evidence that might 

impress your boss that your research is valuable.).


Body:  Three parts:  Introduction, Task Summary, Conclusion



A)  Introduction



1.  (Look at your proposal.)  Remind the reader of the importance of your project.  

Make a claim and include a summarized version of the problem statement you 

presented in the proposal.

2.  List the tasks you promised to do or the objectives you intended to achieve.


a.  The tasks should suggest the scope of the final report.

b.  Although the tasks should mirror the “objectives” portion of your 

original proposal, you may need to change tasks/objectives on your Eng 

20002 progress report.  Please note that you may not make changes in 

real life:  your original proposal is a contract that you cannot ethically 

change.




3.  Indicate how much of each task you have completed, usually given in 

percentages.  Sound confident that you have made progress and that you can 

continue with the research.



B)  Task Summary:  For each task include three parts.




1.  What you did to achieve an objective.  For example, you wrote letters—where 

and to whom; or you researched certain professional or academic journals.

2.  What you found out.  Write a few short paragraphs underscoring the main 

findings.  Indicate how those findings are relevant to your company and cite your 

sources.  (You will probably extend these paragraphs in your proposal, but 

for now, you need to keep your boss interested in your project.)

3.  The status of the task/objective.  Give a percentage of the completion of the 

task.  Have you completed 100%, 80%, 10%?  Tell what needs to be done to 

complete all unfinished tasks.



C)  Conclusion:  Two parts.




1.  Technical Conclusions.  Base these conclusions on your research findings. 

(Look under your task summary—what you found out.)  

2.  Standard Conclusions.  Indicate whether you are on schedule, on budget, and 

when you plan to finish the proposal.  (See due date in the syllabus.)



D)  Recommendations:  

1.  What you think will improve the project

2.  How might difficulties be overcome.

Works Cited/References


A)  Must have 10 references.



B)  All references must be cited within the document.


Attachment(s)  Attach a copy of a letter, price list, etc.—something persuasive or interesting to 

the decision makers.


b)  Suggestions


A)  Anchor your findings in your company’s needs.



B)  Render a strong sense of audience throughout—mention specific names or divisions 



that might benefit from your project.

C)  Follow claims with persuasive evidence.

D)  Use sources and cite them.  (facts, figures, direct quotations must be cited)

E)  Deliver a professional document that is accurate, detailed, and technically sound.
