MEMORANDUM

TO:		Gerri Adams, Instructor
FROM:	
SUBJECT:	 
DATE:		

Introductory Summary 
In 4-6 sentences, describe the project on which you are working and mention the set timeline for the project’s completion. Use complete sentences, professional tone, and correct grammar and mechanics. 

Completed Work
In 4-6 sentences, describe the work that you have finished. Finished work may include completing all or partial research, taking notes, writing a draft, and so on. Mention specific challenges that you encountered and explain how you overcame them. Use complete sentences, professional tone, and correct grammar and mechanics.  

Present Work
In 4-6 sentences, describe the items on which you are working presently. Mention specific challenges that you are having currently and explain how you are overcoming them or if not, what is preventing you from overcoming them. Use complete sentences, professional tone, and correct grammar and mechanics.  

Future Work
In 4-6 sentences, describe the work that is still left for you to do. Mention specific challenges that you anticipate and explain how you plan to overcome them.  Use complete sentences, professional tone, and correct grammar and mechanics. 

Conclusion 
[bookmark: _GoBack]In 3-4 sentences, characterize your progress with the formal report so far. How do you feel, overall, about this project and your progress with it? Have you stayed on schedule? If you hadn’t, what has kept you back? State the exact due date of the report and confirm that you will submit it on time. Use complete sentences, professional tone, and correct grammar and mechanics. 




j—

LTI et ek o e et i -
e e i . o ot

comprork
g e e g e Ve it
e o s g o o s o i s
Pt o 1 s e s

o satgrs e he s oy o vk vy, Mo i
e o e ey o 1 e e
e e U oo e oo

e de e work il o you o Mo e chkges
e o b o e e L gl e
e e

e s, e o 4 s e s o
ek s o g Ry e ey
Ry S e o e f e et o e
U e e et e ey s



