ENGL 402

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 the work to be accomplished 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.  See the schedule links to the Purdue OWL for more specific details on memo writing. 

· Introduction—name the project, define the time period covered by the memo, state your intent to inform readers about the status of the project.

· Work Completed—specify the time period, divide the project into major tasks and report appropriate details of work completed.

· Work Scheduled—explain the work that will occur on each major task in the next time period;

· Problems— explain problems encountered with work completed and problems anticipated as work continues; describe plans for handling problem areas.

· 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 for the Final Project.  It is due June 14 by midnight. The audience for this Memo is Dr. Ericsson since she is the overseer of this project. Each member of the team must write an individual Progress Memo. The Memo should be emailed to her at ericsson@wsu.edu.

