Team Progress Report Requirements

During your 6-week team project you must keep up-to-date progress reports of the effort, results and time you have spent working on your project. Progress reports describe work completed and tasks. 

One progress report compilation (one document with one page of documentation that corresponds with each module) is submitted in Module 5. Each report should consist of: 

· Describe, specifically and precisely, what tasks have been completed during the recent weeks 

· Note work that is planned between now and the next progress report. 

· Review any problems that your team has encountered how the team has handled them. 

· Reflect on the time spent on the project 

This progress report should provide a snapshot of your weekly activity, through Module 4. Tracking your progress is an important part of documentation. Each progress report builds upon the previous and allows you to document all the work that you have accomplished. Progress reports also provide you with the opportunity to document the skills and learning elements of your project as you progress through the numerous stages. 

REQUIREMENTS 

· FORMAT – All progress reports are 12 pt. single-spaced 

· List all members of your team and identify the exact dates and times covered by the report 

· Describe the step in the project and provide any background information necessary. 

· Organize information under the following headings: 

· Work Completed 

· Work Scheduled 

· Problems Encountered 

· A minimum of five project reports, one for each week, are required (you may have more depending on how often you meet). Upload as ONE document. 

