
Submitting Progress Reports for Early On® 
Determinations Improvement Plans 

Follow these steps to record and submit quarterly progress reports. 
1. In Microsoft Word, open the improvement plan. 
2. Save the file with a new name, preferably similar to the previous name with the addition 

of “Q1RPT,” “Q2RPT,” “Q3RPT,” or “Q4RPT” at the end to indicate which progress 
report it is. (See green arrow below.) 

3. In the “Task evaluation/measurement” column, insert the progress/status language in 
front of the existing language as shown by the yellow arrows below. 

 

 
 
 

4. In the “Evidence of Change” field, document the findings from your file reviews. Insert a 
sentence or two about what you reviewed, how you chose the files, and what the result 
was. (See red arrow above.) 

5. Save the document and e-mail it to Mischele McManus (mcmanusm@michigan.gov) by 
December 1. 

 


