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To: ENG 3302
From: Mike Duncan
Subject: Activity Report Assignment, due 7/22/19
Date: 7/15/19
This is the second assignment that leads into the feasibility report. 
There are several kinds of activity reports – progress reports, white papers, incident reports, and lab reports. For this assignment, you will write a progress report. 
Your purpose in this progress report is to let me know what you’ve done so far in regards to your methodology. Are you making progress? Have you fallen behind? Are you ahead of schedule? Has the focus of your project changed? 
Like the last assignment, it should be in memo format and be a page long.
For an example, let’s say you asked the following question in your methodology assignment: given my current financial situation, which is the cheapest and most advisable method of transportation that I should use for the next year – car, motorcycle, carpooling, bus, bicycle, or foot? This kind of question, by the way, would naturally lead to a recommendation report, one of the possible types of analytical reports.
To answer such a question, you’d have to assemble a fair amount of info about the cost of gas, the time and distance spent in transit, the effects of weather, the constraints your job and other activities place on you, cargo capacity, availability of alternate methods, etc. You wouldn’t be expected to have all this assembled and fully analyzed halfway to the deadline for the report, but depending on the schedule you’ve set for yourself, you might be expected to have all the information on hand, if not fully analyzed yet. You might be missing a few key details, which you could mention you are working on, as well as a projected date for completion. You might have even reconsidered the earlier question or changed it, in which case your progress report would mention your current thinking and/or change in focus. 
Progress reports are often delivered orally rather than in written form, but the principles are the same. You’re giving an account of a task that is not yet completed to a superior or another decision-making audience, so they can decide if the project should be continued, stopped, or altered in some way. It is your ethical responsibility to give an accurate and informative picture of what is going on, so your audience can make good decisions based on reliable data.
End your progress report with a Gantt chart (see the example that follows) detailing progress.

Deliverable for 7/22/19:	A memo from you, detailing your progress

Memorandum (example)


To: Professor Duncan
From: 
Subject: Progress Report for the Feasibility Report on Dormitories
Date: 

Purpose

This is a progress report on my research question on building dormitories for the University of Houston-Downtown. 

Introduction

On July 13, 2015, Dr. Duncan, Professor for English 3302 at The University of Houston-Downtown (UHD), asked each of his students to propose a research question for a feasibility report regarding a perceived need within UHD. The issue that I decided to address is the fact that there are no dormitories for UHD students. 

Completed Work

So far I am ahead of the schedule that I put forth in the initial methodology report. I have received responses from the survey that I sent out earlier. Tasks 1, 2 and 6 in Figure 1 are complete. 

Future Work

Currently I am still conducting research on the topic, which is why tasks 3-5 are yellow bars. I intend to complete research by the 18th. I will simultaneously produce an annotated bibliography (task 7) and feasibility report shell (task 8) that outlines the headings of the finished report, with emphasis on the correctness of the format.  I project that I should have four days to write the feasibility report (task 9); four days is enough time to complete and revise the report prior to turn in (task 10) on the 22nd of July. 

Updated Schedule

The green bars represent completed tasks. The yellow represent started but not competed tasks. Red bars represent tasks that have not been started







	Task
	Dates of Tasks

	Task 1: Formulate and answer research question
	
	
	
	
	
	
	
	
	

	Task 2: Formulate and distribute survey
	
	
	
	
	
	
	
	
	

	Task 3: Research case studies on dorms in other universities
	
	
	
	
	
	
	
	
	

	Task 4: Research the legal implications of constructing in downtown
	
	
	
	
	
	
	
	
	

	Task 5: Research the effects of construction on the local community
	
	
	
	
	
	
	
	
	

	Task 6: Activity Report due
	
	
	
	
	
	
	
	
	

	Task 7: Prepare a working annotated bibliography
	
	
	
	
	
	
	
	
	

	Task 8: Produce a shell for the feasibility report
	
	
	
	
	
	
	
	
	

	Task 9: Prepare a draft feasibility report
	
	
	
	
	
	
	
	
	

	Task 10: Complete and turn in feasibility report
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	15
	16
	17
	18
	19
	20
	21
	22

	
	JULY



Figure 1. Schedule for Report Tasks




