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Introduction 
 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. This document describes a Progress Report that can be 
assigned at school, but Progress Reports are commonly used at work. 
 
In my junior composition courses at Ohio University, I require a long paper at the end of the 
quarter. Midway between the date the long paper is assigned and the date the long paper is due, I 
require students to write a Progress Report that details the work that the student has done on the 
paper and the work that remains to be done on the paper. One benefit of my doing this is that 
students are motivated to work on the long paper so that they have actual progress to report. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
The pdf file is divided into three main sections following this brief introduction: 
 

• First is a brief discussion of the use of Progress and Periodic Reports at work. 
 
• Second is a description of the assignment. Of course, teachers can modify the 
assignment as they wish.  
 
• Third is an example of a Progress Report written by a student. (The names of the writer 
and people mentioned in the Progress Report and of the hospital have been changed.) 
 

Free feel to share this pdf file with other people. 
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Progress Reports at Work 
 

Definition 
 
A Progress Report is a report on work that you have started but have not yet completed.  
 
Periodic Reports (Progress Reports That are Written at Regular Intervals) 
 
At work, you may be asked to write a Progress Report at regular intervals; for example, you may 
be asked to write a Progress Report every Friday afternoon. This kind of Progress Report is 
commonly as a Periodic Report because it is done periodically. In a Progress Report of this kind, 
you report on your progress on all of your projects. In other jobs, you may be asked to write a 
Progress Report every month. 
 
Writing a Progress Report has many benefits: 
 
• The boss is kept informed of the progress that you have made on your various projects. This 
helps the boss to keep under control all of the projects that he or she is managing. For example, 
you may need to finish your part of a big project so that another worker can work on his or her 
part of the big project. For example, you may need to finish writing a Instruction Manual so that 
another worker can test the instructions to be sure that they are accurate and to be sure that the 
intended audience can understand them. If the boss discovers that you are getting behind on a 
project, the boss give you a temporary helper, extend a deadline, or have someone else take over 
one of your projects. (You may need to make a recommendation about the kind of help you need 
to get caught up.) 

 
• Writing the Periodic Report helps the worker to get credit for his or her work. The 
worker writes down and has a record of the work that the worker has completed in the 
reporting period. 
 
• Writing the Periodic Report helps the worker to plan his or her work. The worker is able 
to think ahead to what needs to be done in the next reporting period. 
 

This is an organization that can be used for a Periodic Report written about several projects at 
work: 
 

Introduction 
What projects are you writing about? 

 
Project #1 

Past Work 
What work have you completed so far? Are you ahead of schedule, on 
schedule, or behind schedule? 

Future Work 
What work do you have left to do on this project? 
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Project #2 
Past Work 

What work have you completed so far? Are you ahead of schedule, on 
schedule, or behind schedule? 

Future Work 
What work do you have left to do on this project? 

 
Project #3 

Past Work 
What work have you completed so far? Are you ahead of schedule, on 
schedule, or behind schedule? 

Future Work 
What work do you have left to do on this project? 

 
Project #4 

Past Work 
What work have you completed so far? Are you ahead of schedule, on 
schedule, or behind schedule? 

Future Work 
What work do you have left to do on this project? 

 
Conclusion 

How do things stand overall? 
 
Bosses read Progress Reports to help them plan for the future. For example, before a software 
product can be shipped, you must finish writing your Instruction Manual. If you miss your 
deadline, the product can’t be shipped. Therefore, if you are having problems, be honest about 
them. If you keep promising that a certain project will be finished on time, and it is not finished 
on time, you can get fired. But if you admit that you are behind schedule, then your boss will be 
able to plan ahead and may even be able to help you get caught up. Sometimes, a boss will give 
you a temporary helper, extend a deadline, or have someone else take over one of your projects. 
(You may need to make a recommendation about the kind of help you need to get caught up.) 
 
Progress Reports are often short; however, you must the boss the information that he or she 
needs. In addition, be aware that Progress Reports may be used to help determine who gets a 
raise or who gets promoted, so don’t sell your accomplishments short. (Be careful not to sound 
like an advertisement for yourself when you write the Periodic or Progress Report.) 
 
Progress Report (Written about One Specific Project) 
 
Also, at work you may be asked to write a Progress Report about the work that you have done 
and have left to do on one specific project.  
 
For example, you may have written a Proposal asking your boss to allow you to work on a 
specific project. Your boss may give you his or her approval to work on that project but may also 



 4 

say, “Write me a Progress Report on this project one week from now.” One week later, you 
would write a Progress Report detailing your progress on that project. 
 
This is an organization that can be used for a Progress Report written about one particular project 
at work: 
 

Introduction  
What project are you writing about? 

 
Past Work  

What work have you completed so far? Are you ahead of schedule, on schedule, 
or behind schedule? 

    
Future Work  

What work do you have left to do on this project? 
 
Conclusion  

How is the project going overall? 
 
If needed, you may add a recommendation, but recommendations are often not needed in 
Progress Reports. Occasionally, you may be behind schedule, and you may request that your 
boss extend a deadline or give you a helper so that you can get caught up. 
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Composition Project: Progress Report 
 

Note: You have been assigned a big Final Project in this course. You will now write a Progress 
Report to your teacher. The Progress Report will tell your teacher the progress that you have 
made on your Final Project, any problems that you have run across, and the work that you have 
left to do on your Final Project. 
 
Purpose: The purpose of the Progress Report is to enable your teacher to learn how you are 
progressing with your Final Project and to help your teacher identify areas in which he or she can 
provide advice or assistance that you will find helpful.  
 
Format: Use the memo format, and address your Progress Report to your teacher.  
 
Use of Headings: When you write your Progress Report, use the headings listed below (except 
for the introduction, which doesn’t need a heading).  
 

Introduction (no heading is needed for the introduction) 
• The introduction should remind your teacher of the topic of the Final Project. 
• The introduction should sum up the conclusion. (Are things going well?) 

 
Accomplishments to Date (use a heading for this and the following sections) 

• This section should tell what progress has been made on your Final Project so 
far.  

 
Problems to Date 

• The important thing to do here is to tell what you are doing about the problems, 
not to describe the problems in great detail. In this section, you may wish to ask 
your teacher a question or two about how to solve a problem or you may wish to 
ask your teacher for advice. 

 
Progress Expected for the Rest of the Quarter 

• This section should give your plans for getting your work done during the rest of 
the time available for working on your Final Project. For some of you, only a few 
final touches and lots of reviews/proofreading will need to be done at this point. 
More likely, you still have a few—or many—pages to write. 

 
Conclusion 

• The conclusion should tell whether the work is going well. You should state 
whether you can complete the Final Project on time. If it is true, say that you are 
enthusiastic about working on the Final Project. 

 
Tone: It’s OK to sound pleased with and proud of the work you have done so far, but be sure not 
to sound like an advertisement. 
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Writing the Progress Report: Voice and Wordiness 
 
Voice:  Avoid the passive voice unless you have a good reason for using it. 
 

Passive: The Final Project is expected to be completed on time. 
 
Active: I will complete the Final Project on time. 
 
Passive: There have been many problems in setting up my main interview. 
 
Active: I have experienced many problems in setting up my main interview. 
 

Wordiness: Avoid wordiness. 
 

Wordy: Due to the fact that you did not finish writing the instruction manual in time for 
the computer program to be shipped by April 21, you are fired. 
  
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
 
Wordy: In spite of the fact that she did not graduate from college, she is a multi-
millionaire. 
 
Not Wordy: Although she did not graduate from college, she is a multi-millionaire. 
 
Wordy: Despite the fact that she did not graduate from college, she is a multi-millionaire. 
 
Not Wordy: Although she did not graduate from college, she is a multi-millionaire. 
 
Wordy: For the reason that you did not finish writing the instruction manual in time for 
the computer program to be shipped by April 21, you are fired. 
 
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
 
Wordy: The reason that the problem exists is because …. 
 
Not Wordy: The problem exists because …. 
 
Wordy: Because of the fact that you did not finish writing the instruction manual in time 
for the computer program to be shipped by April 21, you are fired. 
  
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
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Wordy: There are three reasons why you should accept my recommendations. 
 
Not Wordy: You should accept my recommendations for three reasons. 
 
Wordy: It has come to my attention that ….  
 
Not Wordy: I have learned …. 
 
Wordy: In the lease, it states …. 
 
Not Wordy: The lease states …. 
 
Wordy: In spite of the fact that he is rich, he is cheap. 
 
Not Wordy: Although he is rich, he is cheap. 
 
You should be aware that the phrases there are and there is and it is are often wordy 
and can be deleted. 
 
Wordy: There are three reasons why you should accept my recommendations. 
 
Not Wordy: You should accept my recommendations for three reasons. 
 
Wordy: There are three recommendations that I wish to make. 
 
Not Wordy: I wish to make three recommendations. 
 
Wordy: When I started working in the chemistry lab, there were several techniques that I 
did not know. 
 
Not Wordy: When I started working in the chemistry lab, I did not know several 
techniques. 
 
Wordy: My guidebook will be especially helpful when new employees have questions 
and there is no one around to answer them. 
 
Not Wordy:  My guidebook will be especially helpful when new employees have 
questions and no one is around to answer them. 
 
Wordy: There are four problems that I will discuss: low morale, poor safety features, 
increased costs, and decreased profits. 
 
Not Wordy: I wish to discuss four problems: low morale, poor safety features, increased 
costs, and decreased profits. 
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Examples of Progress Reports Written by Students 
 
To: David Bruce 
From: Mark Weiman (8-9 a.m. ENG 308J) 
Re: Progress on My Final Project 
Date: Today’s Date 
 
The Final Project I have chosen is to write a long Proposal for implementing a work program at 
the Daytona Psychiatric Hospital. Work on my Final Project is progressing well, but I have had 
one problem. 
 
Accomplishments to Date 
 
To date, I have written much of the body of my Proposal, and I have written the introduction and 
conclusion. The only change I have made in my plans for my Final Project is to delete the part 
listing clients’ names as an example of the type of patient who would be appropriate for each 
group. Because patients’ identities are confidential, listing their names would be inappropriate in 
a Proposal that will be read by people outside of the Daytona Psychiatric Hospital. 
 
Problems to Date  
 
I have had some delays in gathering information that I wanted to include regarding the cost of 
the Proposal. The delays are basically a result of not being able to get in contact with two of my 
primary contact people. I have left messages with Ms. Alberta Knox and Mr. Gerald Jira, but I 
haven’t received any callbacks. I plan to call them again on March 6, and if they are not 
available, I will leave a more detailed message identifying specifically what I need and asking if 
they could fax the information to me. This has been a major setback in following my proposed 
schedule, but I plan to be persistent and receive all the information I need to complete my Final 
Project on time. 
 
Progress Expected 
 
Once I have the important information concerning the cost of the Proposal, I will be able to 
finish the body of my Final Project. I also need to write the front matter of my Final Project. I 
plan to write the front matter tonight, but will not yet add the page numbers to my table of 
contents. In addition, I will proofread my Final Project daily until it is due. 
 
Conclusion 
 
Overall, I have the bulk of my Proposal completed. However, I am still waiting on some 
important information concerning the cost of the Proposal. I will be able to hand in my Final 
Project on time. I am looking forward to adding my Final Project to my writing portfolio. 
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To:   David Bruce 
From:  Jane Student (9-11 a.m. ENG 308J) 
Re:    Progress on My Manual Project 
Date:   Today’s Date 
 
For the Manual Project, I am writing a manual about forensic investigations. In this Manual 
Project I am writing about the need for forensic investigators to be extremely careful and 
document everything while doing an investigation. I am also writing instructions for beginning 
forensic investigators so that they will have a manual giving the proper procedures for doing an 
investigation. All is going well. 
 
Accomplishments to Date 
 
For the Set of Instructions, I had already written about how to properly fingerprint individuals. 
For visual aids, I included my own ten-print-card of my fingerprints that I had made in a Law 
Enforcement Technology course and also fingerprints that I lifted from various surfaces. Since 
completing the Set of Instructions, I have written instructions for the different methods of lifting 
latent prints, which include dusting, super-glue fogging, Ninhydrin, and several others. The body 
of my Manual is complete. In addition, I have used performance tests to make sure that my target 
audience can perform my instructions and to find ways to make my instructions better. 
 
Problems to Date  
 
The only problem that I have run into is the problem that most students have at the end of the 
term: lack of time. I have Final Projects assigned in all of my courses, and I am working 
frantically to complete them on time and in a quality manner. 
 
Progress Expected 
 
I still need to write my introduction, conclusion, and an annotated list of helpful Web sites that 
will serve as my appendix. I also need to proofread my Manual multiple times. 
 
I still have the Introduction and the Conclusion Worksheets that we filled out in class. They will 
be a big help when I write my introduction and conclusion. The annotated list of helpful Web 
sites should not be difficult to write. 
 
Conclusion 
 
As you know, I am a Forensic Chemistry major and have taken two years of Law Enforcement 
Technology courses in which I have learned many methods of forensic investigation. This 
Manual Project has helped me to better organize all of my knowledge of forensic investigation 
and will help me in the future with investigative techniques. I will add my Manual to my writing 
portfolio, and I believe that it will help me to get an entry-level job in Forensic Chemistry. 
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Some Books by David Bruce (1954- ) 
 

Author: Discussion Guides Series 

Dante’s Inferno: A Discussion Guide 

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide  

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

(Oddballs is an excellent source for teaching how to write autobiographical essays/personal 
narratives.) 
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Retellings of a Classic Work of Literature 

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

Dante’s Divine Comedy: A Retelling in Prose  

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 
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250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 
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The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

 
 

 


