(Mail Stop)
Month, Day, Year

TO:
000/Wind Tunnel University (WTU) Administrator

FROM:
000/Technician Career Development Program (TCDP) Participant

SUBJECT:
First (or Second, Third, etc.) Progress Report for Mary J. Doe, TCDP 


Participant

This is an example of the format to be used in typing a progress report for a TCDP participant.  Guidelines for the preparation of Langley letter as set forth in the NASA Correspondence Handbook will be followed.  Three copies of this report should be made:  one for the mentor one for the supervisor, and one for the WTU Administrator. 

Each progress report should describe in detail the work assignments and duties performed during the period covered.  It should also include the participant’s comments about what they have learned, how they have applied classroom training, and a self-assessment of their progress.

Do not number paragraphs unless there are subparagraphs.  Place the page number for the second page 1-inch from the right edge of the paper seven lines from the top of the second page.  Leave two line spaces after the page number before continuing the letter.

Examples of the required statement, signatures, and concurrence are shown below.

Mary J. Doe

Extension

cc:

Mail Stop/Mentor
This is a true statement of the trainee’s work

Mail Stop/Supervisor
during this period.

Mail Stop/WTU Advisor


Mail Stop/Trainee
___________________________________



Mentor’s Name



___________________________________



Supervisor’s Name

