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Pre-Submission Checklist — Your Last Line of Defense Before You Hit Submit

Run through this checklist on every outcome. Complete the FINAL CHECK before submitting. If any box is
unchecked — do not submit.

§01 & § 02 — Objective & Strategic Alignment
-Stated the outcome:
used the formula — [VERB] + [WHO/WHAT] + [BY WHEN]
-Marked at least (1) of MVSU's Strategies that aligns

§03 — Instrument / Method
-Named a specific tool or system (not just 'review' or
'survey’).
-Explained who uses it and how.

§04 — Data Collection Plan

All 5 elements present: WHO · WHAT · WHERE · WHEN
· HOW. (Each answered in a separate sentence.)

§05 — Target
-Included a number (rate, count, or score) AND a
timeframe.
-Followed Verb + Number + Timeframe formula.

§06 — Data Interpretation
-Explained what the data MEANS — not just what it
says.
-Included comparison to target and a trend or reason.

§07 — Was Target Met?

Selected YES or NO

§08 — Unit Improvements
Named a SPECIFIC action, with a timeline and
measurement. (Does NOT say 'continue current
practices.)

Final Check
Indicated Unit’s Mission & Alignment, Accomplishments & Challenges,
and Budget Implications.
Read the entire plan/report aloud. Does it tell a complete, connected
story? Could a stranger understand it?


