ENGL 405
PROGRESS MEMOS

Progress memos inform interested parties about the status of a project.  They are usually submitted regularly throughout the duration of a project and let readers know how work is progressing—whether satisfactorily or not.  

As the author of a progress memo, you must be aware of your audiences’ needs and tell them what they need to know—not too little or not too much.  You must anticipate what they expect to find in your memo and how they might use the information they provide.  

The standard sections of a progress memo include the following. Visit the Owl Purdue Online Writing Lab for more specific details on memo writing. 

· Introduction—state your intent to inform readers about the status of the practicum, specify the time period the memo covers, summarize what you plan to include in the memo
· Practicum—describe your practicum, explain how you discovered it, provide an overview of your job duties
· Work Completed—define in some detail the type of editorial work you are completing and how it relates to our class.

· Work Scheduled—explain how you plan to showcase your practicum in a 6-minute presentation at the end of the semester 
· Problems— explain challenges encountered with your practicum and how you plan to overcome those challenges
· Conclusion—evaluate progress to date; state plans for completing next phase of project 

In an email memo, the standard heading material (To: From: and Subject Line) are covered by the email message header.  Do not repeat this information in the body of the email memo.

You will write one progress memo (worth 7% of final grade) during your practicum. See our schedule for due dates. The audience for this memo is Professor Fry. Email your memo to bryanfry@wsu.edu.

