MEMO

To: PRCA 4339

From: Mrs. Andrews

Re: Weekly reports

Date: September 9, 2008
Beginning Thursday, September 18, 2008 you will submit weekly reports to me electronically. These weekly reports should only come from ONE of the team members. It is up to the team to decide who will be responsible for this assignment. These reports assist me in how you are progressing as a team and serves as an evaluating tool to determine member’s contribution to the overall campaign. 
Guidelines:

· Each team report must be typed in memo format or on agency letterhead, single-spaced.

· Each report must be a minimum of one full page in length.

· Each report should be divided into two sections; team activities and individual activities. Report all significant activities.

· All reports should be as professional as possible. Reports help provide a paper trail for your team so everyone will know what has taken place and what the next step should be. Here is an example of a weekly report.  


Team 1: xxx (team name)


John Smith (your name)


Weekly Report #2


February 8, 2008 (date of report)





Team activities: (Use ALL the titles below for subsections)


Meeting dates


Attendants


Topics


Agreements


Actions Taken





Individual Activities:


Member 1 (name):


Members 2:








