
RESEARCH PROGRESS REPORT EXAMPLE

The following short progress report, written by a student in geology, provides an excellent example of how concrete and
affirmative a progress report can be.

Some trends were observed in the raw data; however, because of the "noisy" nature of the data, a plot of the
five-point moving average of bed thickness was created to define the cycles better. Steps for Writing a
Progress Report Write the heading of your progress report. Click here to open a sample progress report within
this page. Try this daily progress report template in Piktochart now! In a report project on cocombusting
municipal solid waste, you would need information on these topics: Topics to be covered in the final report 1.
Weekly progress report A weekly progress report provides a week by week breakdown of what has been
accomplished and what tasks remain to be completed. Topic Selection The topic of a progress report is usually
determined by recent work you and your team have done. Now this one is more complicated, simply because
it involves several people who may have worked on different tasks. The report serves as a first concrete step
toward the preliminary examination, and the revised and updated version will also serve as the written
document that guides the examination. Monthly progress report A monthly progress report is necessary for
projects with longer durations. In most progress reports, include a project description to review the details of
your project for the recipients: Figure  In truth, it only causes confusion. You write progress reports when it
takes well over three or four months to complete a project. Time periods. When using graphs or charts, try out
several types to determine which ones best presents your data. Review the details of your project's purpose,
scope, and activities. Whether you use a cover memo or cover letter is your choice. But don't avoid discussion
of technical aspects of the project-just bring them down to a level that nonspecialists can understand. Fact is,
being able to speak plainly about your subject indicates that you understand your subject matter inside out.
Summarize your progress report. In this section, you must describe what work has already been done. Armed
with all of these practical tips, how do you put the report together? In one of them, specify dates and in another
one, specify tasks you and your team were working on. Daily progress report A daily progress report includes
your goals for the day, as well as your accomplishments the previous day. Before you start writing, identify
first the purpose of the progress report. A progress report should be project-centered, which means it should
refer to the work done by your team and not to the plans or expectations of your supervisors. Do be consistent
when writing progress reports. Do use a variety of graphics such as charts, tables, or diagrams. Remember, the
memo format is for internal progress reports; the business-letter format is for progress reports written from one
external organization to another. Example project description from a report Conclusion. When doing so,
though, spend time in distinguishing different data sets from the others by using labels and colours. For
instance: 4. So, just in case someone accuses you in the future of failing to accomplish a task or not reporting a
problem, you can point to the progress report as proof that you did so.


