Format of the Progress Report 


Turn in two copies of your report
· Title page
· Project title, Group members, Academic Advisor, Industry advisor, sponsoring company, Date, and “Progress Report – Winter 2019”.
·  Executive summary.
· Table of contents.
Start numbering from here – (numbers in brackets are typical suggested space allocations not a requirement)
· Introduction and background information. [1/2 - 1 page]
· Mission statement (design brief). [1/2 page]
· Latest project planning document or top-level Gantt Chart [1/2 to 1 page]
· Final PDS summary [Corrected and updated]. [1 page]
· External search (Top Level). [1/2 to 1 page] 
· Internal search (Top Level). [1 to several pages]
· Top-level final design evaluation and Selection [2 or more pages – See Notes]
· Progress on detailed design [decisions beyond conceptual design]. [1 or more pages – see Notes]
· Conclusion and recommendations.  [1/2 to 1 page] (See next paragraph)
Pay attention to the following (it affects your grade on conclusions):
The conclusions section in a progress report is an assessment of the design progress.  Summarize the main decisions made, milestones achieved, and how close the project is to completion and relative to project plan.  Indicate the main tasks to be done next and milestones to be achieved.  Evaluate the current state of the product relative to the customer needs.  State in what respects the design exceeds the needs and in what aspects the team had to make compromises regarding performance or other aspects of the design.  Be honest! If it cannot be done, say it here and ask for a change in PDS.
· All supporting materials [Appendixes]

Do not attach the old PDS report in its original format.  Take the information needed from the report and place in the report body or create appropriate attachments.

Page Limit 

The body of the report is to be no more than 15 pages (single-sided, 1.5-spaced, font size 12).  This page limit excludes Title page, Executive summary page, and Table of Contents but includes figures embedded within the body of the report.  There is no limit to the number of pages on attachments.  
Notes: You must compare your final brainstorming concepts using a “Concept Scoring Matrix” method.  The “Concept Screening Matrix” is not required but if you have space it can be included it in the report body or as an attachment.  
Notes: Detail design means determining the specifics of a component, assembly, or off-the-shelf unit.  This is called “engineering the product” or “embodiment”.  It starts with a set of requirements (just like PDS was for the total product), and goes through the same design process in a smaller scale.  When reporting on such design work you must conform to the required format [See the class web site under “Presentation of Analyses”
