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

· 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 

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.

You will also write one Completion Memo.  Specific details of the Completion Memo will be posted next week. It is due June 17th by midnight.

Case Study Exercise 
Based on the Case Study below, analyze the situation and write a draft of the Progress Memo the person below must produce. Complete a draft of the memo as a team and email it to ericsson@wsu.edu.

Dr. Susan James is the Elementary Science Area Coordinator for a large school district in California. Following an Area Review by outside experts, the Superintendent of the district has directed Dr. James to improve communication of new science teaching methods to teachers working in the district’s elementary schools,  

In response to this mandate, James is in the process of implementing a Science Teaching Newsletter.  During the past four months, she has secured funding for the project through a grant from the Carnegie Foundation, hired a professional technical writing firm to set up the format and design of the newsletter, organized a 20-member newsletter advisory panel made up of teachers from several different elementary schools in the district, and has tried to hold monthly meetings of this panel.  

Despite the progress she has made, Dr. James has encountered substantial problems, mostly having to do with the advisory panel.  The size of the panel is proving to be a problem since it is nearly impossible to find a meeting time when all 20 members of the panel can meet.  In addition, the members of the panel have differing ideas on the delivery method of the newsletter.  Some vocal teachers are adamantly opposed to having the newsletter delivered via the internet or email and want hard, printed copies sent to each teacher.  One of James’ selling points to the granting agency (Carnegie) was an agreement that the newsletter was to be electronically delivered, not printed on paper. Some of the teachers involved want James to see if Carnegie will consent to a paper-based delivery method.  James is not terribly supportive of this change, but the agreement of all teachers is important to the success of the newsletter project.  

Dr. James needs to write a quarterly progress memo to Carnegie.  She must address what work has been completed, the work scheduled to be completed in the next four month period, and give some sense of the problems she has encountered.  She wants to give Carnegie a positive report, but realizes she must be honest about the problems she has encountered.  She must make sure that she includes some sense of how she will solve the problems in the project.  

