
Progress Report Worksheet
Directions: Write a progress report based on the information given here.
Your school has agreed to a new approach to graduation this year—a ceremony carried out by students. You have been elected the chair of the student committee developing the graduation plans. Part of your responsibility is to send monthly progress reports to the School Administration Team. 
The date is April 1 and your group is well on its way toward completing graduation plans. The committee wanted music that reflects the graduates’ preferences rather than the traditional, formal band or orchestra music often used. The Free Band has agreed to perform, and their contract will be ready for signing in two weeks. The results of the committee survey given to students concerning graduation speakers revealed that 62 percent wanted a brief speech (no more than 10 minutes) given by a graduate who has found success in the community. Lyle Anasaza, a young entrepreneur who owns three indoor basketball entertainment centers called Slam Dunk, has accepted an invitation to speak. The following donations have been pledged: 173 red roses, one for each graduate, by Kate’s Flower Kart; 16 pots of yellow mums for the stage by South Hills Farm; 20 gallons of fruit punch by Central Dairy; a carton of prepared carrot sticks and two quarts of vegetable dip by Country Corner Kitchen; and 15 dozen chicken salad sandwiches by Norfolk Bakery. Programs and invitations have been designed by the Graphics Arts class. Invitations will be printed by Quik Print and distributed to seniors within the month. The auditorium will be decorated and chairs set up by Mr. Hall’s Theatre class.
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