From: 
Zach Long, Engl 2311.032
To:
Dr. Art Fricke

Re: 
“Proposal Report Summary Memos and Presentation Handout”, due December 2, 2008
Date Handed In:
December 2, 2008
Group Members: 
Diana Bennett, Stephanie Blackwell, and Zach Long

Final Proposal Report Title:
“Promoting Local Rainwater Harvesting”

This memo provides a summary of how well I feel our group managed the overall proposal report and presentation project. 
Reflection

I feel that our group managed the overall proposal report and presentation project both well and poorly.

The overall project went poorly because we didn’t manage deadlines.
Although we did let each other know when to have parts of the project finished, there was no organization in it.  We would just dole out the assignments to each other. We would say everybody needed to have it posted on Word Press by such and such date.  There would be no outline or guide as of how to do the assignment.
We did this for each assignment.  This led to just turning everything in on the due date.  We did not work ahead to get any of the assignments turned in early.  We were just focused on the assignment that was about to be due.  This led to the final assignment due date approaching faster and faster.   We hadn’t done much on it even a few days before it was due.  We were only thinking about each assignment individually instead of the bigger picture which was the final report.
This is where we managed the final report and presentation project well.

We posted everything on Word Press on Sunday night.  However, there was still tons of stuff to do.  So, the day before everything was due, I took what we had gotten together in to your office to get as much help as possible.  After that, we all agreed to meet up at the library to start and complete our PowerPoint presentation and collaborate on the report.

We spent a total of 2.5 hours at the library working hard to get things done.  We finished our presentation and practiced it several times.  We then went over what you told me in your office as a group.  We fixed several things and finished a couple of sections.  Then, everyone emailed me the things we worked on in the library.  I went home to put it all together.

Even though we let the final deadline sneak up on us through poor deadline management and a little procrastination, we came through in the end.  We did what had to be done that night at the library in getting our final report and presentation ready to be handed in the next day.
In this way, we managed the final proposal report and presentation well.

Individual Contribution
Proposal Plan Memo
I completed the “Goal” section.

Each group member posted their section on Word Press by Sunday night.  I gathered the sections together to make one document on Monday morning.  I then took it in to your office for consultation Monday afternoon.

This helped our group because we received editing help the day before it was due.  This resulted in a better grade.

Proposal Outline and Progress Memos

I created the cover memo.  I primarily copy and pasted information from previous group assignments. This saved the group time and effort in having to think about new things to say. 

Proposal Rough Draft and Progress Memos
I created the cover memo.  I primarily copy and pasted information from the “Proposal Outline and Progress Memos” assignment.  This saved the group time and effort in having to think about new things to say.

     – Rough Draft
        I worked on the “Title Page,” “Brief Overview,” “Table of Contents,” and “Introduction.” 

Formal Group Proposal Report

I completed the “Transmittal Letter,” “Title Page,” “Brief Overview,” “Table of Contents,” “Promotional Examples,” “Introduction,” and “Conclusion.”  This allowed the other group members to work on separate sections of the report that they were the most skilled at.  This produced a higher quality final product.

I also took everything that we had completed up to that point and brought it to you during your office hours for much needed help.  This gave us a direction to work with in the library.  It also avoided unnecessary point deductions from editing mistakes.
Things I Would Do Differently
I would create a doable work schedule that was really detail oriented.  It would lay out exactly what to do and by when.  This would keep everyone on task and efficient in their work.  It would also help avoid late night cramming sessions.  The schedule would include scheduled meetings outside of class.  This would allow us to talk about things that were going on with the project and get to know each other better.  These two things would produce a better final report and presentation.
I would visit with you more during your office hours about the project.  I would go to your office at every scheduled office hours day from the beginning of the project until the end instead of just on Monday the day before something was due.  This would really have helped us stay focused and produce a better report and presentation.  This also probably would have led to turning several of the assignments in early for a little grade boost.

