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Introduction

The purpose of this formal report is to describe the process of shingling. By producing a manual on the process of shingling, a person that does not have any previous construction skills should be capable of shingling a roof.  Background information, important tips, materials needed, illustrations of the process and a glossary of terms will be provided for the reader.

Past work

So far some research has been completed on the topic of shingling. Some diagrams have been collected from the Internet and from tool books.

Current work

Currently, the information and diagrams collected are being organized into a procedure. Safety precautions while working on a roof such as working with a partner and not working in cold or wet conditions are just some of the information being organized. 

Future work

In the future, the exact procedure must be laid out. Background information should be summarized and a glossary needs to be created. The diagrams of the step-by-step shingling process must to be placed into the report.

conclusion

Overall the project is progressing satisfactorily. Information on the topic of shingling has been easy to find.

General comment:  clear explanations of each part of the memo.  Include specifics; for instance, the types of diagrams you have collected.  Since you are reporting on things you’ve done or will do, use the active rather than the passive voice.  Instead of ” the exact procedure must be laid out,”  say, “I must lay out the exact procedure.”
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