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TASK & LEARNING OBJECTIVES 
As a group, you will produce a 1-2 page progress report for the client/company that you have 
chosen, informing them about the status of your project and assuring them that you will finish the 
project on time and as indicated in your proposal. 
 

PROCESS 
1. Evaluate and summarize the status of your project. 
2. Identify any challenges/difficulties that you experience. 
3. Include a pie chart that visually and accurately represents your overall findings. 

4. Write the report following the ASSIGNMENT DESCRIPTION below.  
5. Submit the file as “yourcompanyname_progress.pdf” to Moodle by 11:55pm on Tuesday, 

March 21st. 

 

ASSIGNMENT DESCRIPTION 
As stated in the textbook, your progress report should contain information on (1) the work you have 
done, (2) the work you are currently doing, and (3) the work you will do. This report should be 
written in standard business letter format and have an organizational scheme that is well defined 
through headings. Follow the formatting and letter content guidelines on pp. 288-292 of our 
textbook. Include the following elements in the progress report: 
 
FORMATTING: 

 Letterhead (designed following C.R.A.P. principles) bearing your consulting company’s 
name, logo and contact information 

 Date, address, salutation (directed to Ann Thomson, Director of Consumer Insights and 
Analytics), complimentary closing, signature(s), name(s) and title(s) 
 

CONTENT: 

 Introduction: Indicate why you are writing the report, and provide any necessary project 
title and specific dates to help your readers recall the job you are doing for them. Keep in 
mind that these major corporations are often working with multiple consulting companies at 
the same time, so you should always refer to the project again in any follow-up letters.  

 Body: Provide significant details about the project by emphasizing completed tasks (primary 
research findings) and describing any problems you have encountered that may affect the 
work in progress. Consider this section to be an early draft of the introduction section of 
your final report. You should be able to tell your readers: 

 The specifics of the website(s) you used to collect data: e.g., what is the URL? 
Who can access/post on these websites? What is the website/customers’ credibility 
or ethos? 

 The scope of the primary research: e.g., How many complaints did you analyze? 
What are the specific limits you have placed in terms of date, time (e.g., when was 
the oldest complaint written? When was the latest complaint written?), and location 
(e.g., did you look at complaints that were posted in a specific geographical area, or 
were the complaints nationwide?)? 

 The results of your primary research analysis by including a pie chart: e.g., 
How did you analyze the data (e.g., look for keywords and identify specific codes)? 
What are the patterns/themes/major categories that have emerged from your 
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coding? What are the “sub-categories”? What is the breakdown or the percentages of 
each category? 

 The problems/challenges that you have encountered: e.g., if you encountered 
any problems with gathering the complaints, analyzing them, or creating a 
table/figure, you will explain them here. 

 Each team member’s contribution to the project and the tasks each will 
complete in the future (work remaining): e.g., researching for secondary, peer-
reviewed sources, developing recommendations, writing the final report.  

 Conclusion: Provide informed estimates on when you expect the work to be completed, 
explain what they can expect in the next update (final research report) and thank the 
client/company again for their business.  
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ASSESSMENT CRITERIA 
 Missing or 

not 
submitted 
(0.0) 

Does not meet 
requirements; 
below average 
(1.0-1.9) 

Meets minimum 
requirements; 
patterns of error 
(2.0-2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-4.0) 

Formatting: The 1-2 page progress report is formatted 
properly as a letter, including a 12 pt. font, 1” margins, single-
spacing, headings, full-block (left aligned), sender’s address, 
date, receiver’s name, title and address, salutation (followed by a 
colon), complimentary closing, sender’s signature, name and 
title. The report is also labeled and formatted properly as 
“yourcompanyname_progress.pdf”. 

     

Introduction: Provides the purpose of the report and the 
specifics about the project. 

     

Body: Provides significant details about the completed tasks by 
your team and problems that you may have encountered.  

     

Visual: Includes one pie chart that visually and accurately 
represents your overall findings. 

     

Conclusion: Provides informed estimates on the completion 
date and the expectation for the final report; thanks the client 
for their business. 

     

Letterhead: The letterhead is designed using effective design 
principles concerning proximity, alignment, repetition, and 
consistency. 

     

Writing: The report has been carefully proofread and edited 
using clear, concise, concrete, and consistent language. You use 
correct grammar, punctuation, and spelling. 

     

 


