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o Weekly Summary (Short summary about what you did this week) 

In this week, our main job was to read the project background paper that our advisor sent to us and 

make a short presentation, which can help us to understand this scientific paper. Since we received the 

paper, we had three days to read, research, and understand it. On Thursday, our group had a meeting 

on to discuss how to prepare this presentation and finished the Powerpoint presentation. Finally, we 

made appointment with our advisor to show our presentation next week. 

o Past week accomplishments (please describe as what was done, by whom, when) 

 Team Member 1: Read project documentation, helped write presentation, helped 

write weekly report 

 Team Member 2: Read project documentation, helped write presentation, helped 

write weekly report. 

 Team Member 3: Read project documentation, helped write presentation, helped 

write weekly report. 

 Team member 4: Typed notes from last week’s meeting with professor. Made team 

meeting agenda. Read project documentation, helped write presentation, helped 

write weekly report. 

 

o Pending issues (if applicable) 

Set up meeting with his team in the lab 

o Individual contributions 



NAME Individual 
Contributions 

Hours 
this 

week 

HOURS 
cumulative 

Member 1 Read 
background 
whitepaper, 
created 
presentation 
on material, 
wrote weekly 
report 

3 4 

Member 2 Ditto 3 4 

Member 3 Ditto 3 4 

Member 4 Ditto 3 4.5 
 

o Comments and extended discussion 

 

 

o Plan for coming week  (please describe as what, who, when) 

 Team Member 1: Give presentation, tour lab, start determining development schedule, 

discuss website plan 

 Team Member 2: Give presentation, tour lab, start determining development schedule, 

discuss website plan 

 

 Team Member 3: Give presentation, tour lab, start determining development schedule, 

discuss website plan 

 

 Team member 4: Give presentation, tour lab, start determining development schedule, 

discuss website plan 

 

 

o Summary of weekly advisor meeting (if applicable/optional) 

 


