
HOW TO WRITE A PROGRESS REPORT FOR UNIVERSITY

In classes and projects involving writing, progress reports are used as a way for you to summarize your progress to your
teacher or advisor, who will typically.

In the following sections of this progress report, you will be informed on the work that I have already
accomplished, the work I am now involved in, the work left to do, and finally an overall appraisal of the how
the project is going. In a report project on cocombusting municipal solid waste, you would need information
on these topics: Topics to be covered in the final report 1. Be consistent. Although the wash ratio was greater
with greater screen height, the washing efficiency seems to remain relatively constant as the production vs.
You also must address future perspectives and explain in what direction the project moves. Think of your
tone. The supervisor will also be able to adjust the project timeline if absolutely needed, or instruct teams to
double down. When using graphs or charts, try out several types to determine which ones best presents your
data. Writing a report Studying the assignment Selecting a topic Identifying the audience of the report
Narrowing the topic Developing a rough outline Gathering information Writing one or more rough drafts
Documenting the report Revising and editing the report draft Typing and proofreading the report Putting the
report in its final package Report topics. A progress report is typically written for a supervisor, colleagues, or
client. Columbus: Prentice Hall, , p Make an outline of future tasks that need to be accomplished during a
certain period. Next period. Write about the accomplished tasks and current goals. Provide an overview of
your report to your readers. Here, I have described this chosen method and have explained exactly how a
plastic bottle is produced on an assembly line. Reep, Diana C. Use headings to mark off the different parts of
your progress report, particularly the different parts of your summary of work done on the project. Previous
period. Avoid making vague statements and exaggerated expressions. A progress report may be written daily,
weekly, or monthly. It provides insights for future planning When the supervisor knows what tasks have been
accomplished, he or she can focus on monitoring progress towards the next stages of the project. Write a
heading, including the date of the report, your name and position, the name of the recipient, and the subject of
the report. After this, get to an introduction. Write the body of the report. Progress Reports. Convey
information clearly and simply. Timing and Format of Progress Reports In a year-long project, there are
customarily three progress reports, one after three, six, and nine months. Topic Selection The topic of a
progress report is usually determined by recent work you and your team have done. To do this, simply enable
tracking of changes on a Word document, or on Pages for Mac users. Avoid sounding too casual or friendly.
However, I have not heard from Mr. Do use a variety of graphics such as charts, tables, or diagrams. The
report will cover basic definitions of stocks and options as well as reasons for and against these two
investment strategies. Re-read the article, edit the content as needed, then ask a teammate to proofread with a
fresh pair of eyes. A body of your proposal must include subsections, providing readers with more detailed
information introduced in the beginning.


