Sabo and Fischer

Progress Report Checklist
Report #: ____  Date: __________  Section# & Team# /Name: _____________

Grading:    +Exceeds expectations     ( OK     -Opportunity for improvement  

NA: Not Applicable 

Timing

· Two hard copies of report are available at meeting start time

· Report posted on Depot 24 hours before section meeting in Deliverables folder 

· File name on Depot has the form SS_TT Progress Report #XX

(SS is section #; TT is team #; and XX is version #)

Memo Formatting

· Include Date/To/From/Subject. 

· Include section #, team # and name, principal author, and team members.

· Maximum number of pages is 3 in the body of the report.

· Number pages and center in the footer (if greater than 1).

· Use line spacing, margins, and fonts from standard EDC memo format.

· Make headings and sub-headings stand out visually.

· Break up dense text areas with tables and figures, if possible.

· Eliminate spelling and grammatical errors by using spell checker and proofreading. 

· Put file name (section#, team#, and report name and version #) in file header. 

Audience: Direct to supervisors (instructors).

Content

· Accounts for progress since last report.

· Presents current design.

· Addresses current thinking, key findings, decisions, and issues (challenges).  

· Shows that current project definition and design direction/solution are in sync.

· Aids in evaluating team progress and team meeting preparation. 

· Anticipates and answer questions and objections. 

· Lists issues for team meeting discussion. 

Organization

· Subject includes “Progress Report #XX and project name.   

· Uses headings:

· Introduction (Dates covered, project sources of input, main issues to discuss)

· Project headings and sub-headings as needed

· Design Status or for Progress Report #1 only, Research Results 

· Research Methodology and Results

· Prioritize and report significant findings only 

· Use analysis and synthesis

· Avoid chronology and narrative

· Project Management (as needed)
· Schedule status (Behind, on-time, or ahead) include reference to Gantt chart in Appendix B

· Manpower and teamwork issues include reference to RAM in Appendix C

· Budget issues

· Client relationship issues, as needed

· Next Steps:  Briefly, don’t duplicate the syllabus. 

· Conclusion:  Sum up your progress and plans.

· References: Reference outside sources as required and needed

(Over)
Organization (Cont’d)

· Puts details in appendices.

· All appendices 

· Are labeled sequentially as A, B, C, etc.;

· Have descriptive titles;

· Contain only one kind of information;

· Have a brief introduction, explaining the contents and its source; and

· Are directly referenced and discussed in the main body of the report.

· Includes as Appendix:

· A: Project Definition #XX 

· B: Gantt chart  X.Y (X.Y is class session number, e.g. 2.1)

· C: RAM  X.Y. 

Writing Style

· Communicate clearly.

· Minimize wordiness, vagueness, and hackneyed expressions. 

· Avoid lengthy paragraphs; have a topic sentence; and show the logical flow of ideas.

· Use active rather than passive voice.

Communication

· Functional

· Avoid chronology and narrative

· Analysis

· Explain problem and necessity for solutions

· Divide problem into sub-problems 

· Describe how things work

· Examine causes

· Make comparisons

· Synthesis

· Integrate material from different sources

· Emphasize discoveries, new possibilities & conclusions

· Visual

· Use sketches and pictures where appropriate.

· Use bullets and lists where appropriate.

· Use parallel structures in headings, sub-headings, bullets and lists.

· Use tables and figures where appropriate 

· Number 1, 2, 3, etc.

· Put number and title above table and underneath figure 

· Reference source in footnote as needed.







