Sample Progress Report Memorandum

TO:

114/Professional Intern Program (PIP) Coordinator

FROM:
551/Intern's Organization
SUBJECT:
PIP 3-Month Level I Progress Report

This memorandum is a brief report of my experience, work responsibilities, and training progress since joining the Goddard Space Flight Center (GSFC) on [date] as an electronics engineer.  I am part of an effort to investigate fiber optic technologies.  This Fiber Optic Data Bus System is an attempt to provide a specification and definition of fiber optic bus capability and its usefulness in future applications.  Within a group of engineers and technicians, my task involves learning and implementing actual fiber optic portion of the system, such as analyzing optical power budget.  Initially, learning about this technology was not difficult because most of the reading materials required only basic math and physics on optics.  Applications of the optical components were understandable since their specifications were quite clear.  Being a relatively new technology, the theoretical aspect seems appealing as I get further involved.

I have attended the New Employee Welcome training.  The first session was given on August 17, 1999, and the speakers included the Center Director, the Director of the Comptroller's Office, and the Director of Management Operations.  The second session was given on August 19, 1999, and the speakers included the Directors of Flight Projects and Office of Flight Assurance.  Each director described his or her organization.  (Include any comments you would like to make about these lectures).

Last month I attended a 4-day (32-hour) training course on Fiber Optics.  (Please include an evaluation of the training).  Next month, I am scheduled to attend a 2-day soldering techniques workshop and I believe it will be helpful to me to attend a self-study course on computer-aided design techniques.  During the first week of October, I am scheduled to attend the Career Transition Workshop.  The transition from being a full-time student to a full-time employee at GSFC has been smooth and my mentor, Jake Taurus, has been particularly helpful in explaining procedures and policies and guiding me in my work assignments.

I have experienced two difficulties.  I have had difficulty in obtaining access to the personal computer in our branch, and I have not been able to locate complete and up-to-date schematics I need for the project mentioned in paragraph one.


Intern's Name

Contract Specialist

cc:

551/Intern's Supervisor

XXX/Intern's Mentor
