INFORMAL REPORTS:  Academic Progress Reports

Progress reports are often used in business to keep your supervisor or clients up-to-date on longer projects. They also can be used by grant-funding organizations to monitor the use of funds during the project.

Consider that you have been given a grant by a philanthropic organization that pays for all your school expenses. The organization, School Funds, provides full monetary support for a student until graduation. The Board of Directors (Dr. Merriam Lerner, Chairperson) has asked that you provide a progress report of your success up to this time. Write a progress report sharing with the board your academic progress until now.

Include the following elements:

Use Letter Format

· Introduction (Overview, Background)

· Discussion (Work Accomplished, Work Remaining, Problems Encountered)

· Graphics (as appropriate)

· Conclusion (Target Completion Date, Goals for Future)

Add any details needed for the progress report. After you have finished, work in a small group to compare reports. In what ways are they the same? In what ways are they different? As you work in your group, plan revision strategies for your report.
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