Individual-Status Report

(Replace this line with your name)

Week Number in Quarter:

Project Stage Number:

This report is to be typed; there are no exceptions. You will make two copies of this weekly report, one to keep in your project notebook, and one to turn in when status reports are due. Reports are due in the first lab session of each week.

Status Reports will contain the following information to be compiled by each individual.  Reports that are copied from other students (duplicates of others) will be returned to all students in that group for resubmission.  This is an individual task, treat it as such because you get to say in confidence what you want about your group (and all individuals) progress

1. Tasks Accomplished During the Past Week: 

1.1 Task (activity) name:

Worked with:

Time spent:

Task activity description:

1.2 Task (activity) name:

Worked with:

Time spent:

Task description:

1.n etc. for as many activities as needed

2. Tasks Planned for the Coming Week:

Task name:

Working with:

3. Problems/Issues in the Group that Detract from Progress

Group-Status Report

Enough copies of this report are to be made such that there is 1 for every member, and 1 to be turned in by the group lead for that week.   Each week the group lead will be asked to report verbally on the tasks accomplished by the group.  The following information must be included:

 (replace with your Group Name)

Week Number in Quarter:
Project Stage:
Group Members:

Tasks Accomplished:

This section can be compiled from individual reports by synthesizing them into this section.  Make sure you include a) name of task, b) description, c) who worked on task, and d) total time spent on each task as follows.  (Remember, this is not just a cut and paste from individual reports, but a SYNTHESIS across those individual reports.)

Task 1: name

Task description: 

Members working on task: 

Task work time:

Task 2: name

Task description: 

Members working on task: 

Task work time:

Etc.

Task n: name 

Task description: 

Members working on task: 

Task work time:

Productivity Assessment: (chose one)


Ahead of schedule


On schedule


Behind Schedule (expected catch up date?)

