Progress Report Technical
Writing

A Progress Report in technical writing is used to inform stakeholders about the
status and progress of a specific project or task. It provides a snapshot of
what has been completed, what is currently being worked on, and what
remains to be done. This type of report is common in business, engineering,

and research fields.

Key Elements of a Progress Report:
1. Title Page/Heading

e Includes the title of the report, the author’s name, date, and sometimes

the project name.
2. Introduction

e Briefly explains the purpose of the report.
e Describes the project objectives and the scope of the report (what the
report will cover).

e States the overall status of the project (e.g., on track, behind schedule).
3. Progress Overview

e A detailed summary of progress made since the last report or since the
start of the project.

e Key achievements: Tasks that have been completed.
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e Current activities: Ongoing tasks, including work in progress.
4. Timeline and Milestones

e Provides an overview of milestones and deliverables (both completed
and upcoming).

¢ Indicates whether the project is on schedule, behind schedule, or ahead
of schedule.

e Uses charts or timelines if necessary to show the project’s timeline.
5. Challenges or Issues

e Lists any challenges or issues encountered during the project.
e Describes how these challenges were addressed or how they will be
handled.

e Includes any delays and reasons for them, if applicable.
6. Next Steps

e Outlines the tasks and milestones that will be tackled in the next phase
of the project.

e Provides estimated timeframes for completing these tasks.
7. Conclusion

e Summarizes the overall progress and current status of the project.
e Provides a projection of whether the project will meet its deadline or if

adjustments are needed.
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8. Appendices or Additional Information

¢ Includes any charts, graphs, or supporting documents that provide

additional context or data for the report.
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