Guidelines on the Progress Report for the Group Project

EML 3015C, Fall 2002
The objective of the progress report is, as the name implies, to report on the progress of your project since the last report.  Hence, in the first progress report, you will focus on the work done since the proposal.  Similarly, in subsequent progress reports, emphasis should be placed on accomplishments, etc., since the last report.  

The ultimate goal of the progress report is to effectively convey to me the status of your project, summarizing the progress you have made, any problems encountered and future plans.  It also forces you to critically think about the project.  There are many effective ways of communicating this information; hence, I will not specify a format. However, below are some items that you may want to include or at least consider when writing the report.

Summary
Include a summary at the end of the report or an abstract at the beginning, providing an overview of the entire report and highlighting the important aspects.

(Significant) Accomplishments
A discussion of the actual accomplishments since the last report.  This should including any significant problems encountered, any design changes or changes in the scope of the project.

Future Plan

How you expect to proceed, a timeline with specific goals/tasks to be completed may be helpful.

Answers to Questions Raised in Previous Reports
Any issues raised by me in the previous report should be addressed.

Restrictions on the Report

1. The report should be written clearly and succinctly, in proper English; points will be deducted for incorrect/sloppy English.

2. As always, all reports must be typed/word-processed and include a cover sheet per instructions already discussed in class.

3. The progress reports should not exceed 2 pages, including figures.
