Format of Daily Progress

John Wang 2/1/00

Purpose: This is a standard format everybody should follow to update his work before leaving office.

**************************************************************

Progress Summary of John Wang

Date: 1/11/00

Items Completed:

· Common format of Java document

· General guideline of Use Case

…

Issues to resolve:

Misc.

Date: 1/12/00

Items Completed:

· Common format of Progess Report

· General guideline of document

…

Issues to resolve: (proposed action and due date)

…

…Attach updated schedule here…

*The progress summary is stored in file on weekly basis.  The filename will be named as XXXymmdd, where XXX is the first three letters of your name, y is the year, mm is the month, and dd is the ending Saturday.  

