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FORMAT FOR A COMPLIANCE/PROGRESS REPORT

SUBMITTED BY EMAIL
This sheet is intended to provide guidelines for the submission of a Compliance/Progress Report electronically. Programs are to submit Compliance/Progress Reports via email to the lead Candidacy, PT, or PTA specialists by the designated due date on the Summary of Action. Please reach out to your program manager or specialist if you have questions. 
Compliance/Progress Reports SHOULD NOT be uploaded to the new portal but should only be emailed while CAPTE continues to develop the new portal system. 
Program team contact information: 
For developing PT/PTA Programs: Michael Chevalier (michaelchevalier@apta.org)
For accredited PT programs: Michael Chevalier (michaelchevalier@apta.org) 
For accredited PTA programs: Teresa Emmons (teresaemmons@apta.org )
Following the guidelines below will facilitate the Commission’s ability to locate information included in the Compliance/Progress Report. Due to the transition to a new portal, programs should email Compliance/Progress Reports to the appropriate CAPTE Accreditation team.

CAPTE Summary of Action – Summer 2022 Meeting – XXX (program name)
1. All components of the Compliance/Progress Report must be placed together in one document and uploaded in PDF format. 
2. Responses should be entered in 11-point font for the narrative sections of the response. 
3. Any tables or charts used to support the narrative must be included as appendices and should use no less than a 10-point font. 
4. No watermarks should be present in the submitted documentation. 
5. It is critical that all listed pieces below be combined into one document. To minimize the size of the file created, we suggest using Adobe Acrobat or a similar application to merge the PDFs into one document; DO NOT scan each document separately and then combine the scanned documents as the PDF created may exceed email size limitations. 
6. A signature page is NOT required as part of the Compliance/Progress Report submission.
7. The COMPLIANCE REPORT consists of Copy of the Summary of Action or Request for Additional Information and Narrative Response:  
a. Narrative Response must address the program’s progress towards compliance in the areas cited by the Commission. 
b. If there are additional materials that support the program’s comments, they are to be included as an appendix and referenced in the narrative response (i.e., See Appendix 1, pg 4). 
c. All pages must be numbered. 
d. Your narrative response(s) are to be placed directly into the Summary of Action or Request for Additional Information requesting a Compliance/Progress Report using the text box(es) that have been imbedded. 
e. Please note that the only changes you can make to the Summary of Action or Request for Additional Information are to add comments under the Institution Response section for each element; the rest of the document is password protected.
f. Due to the design of the form, you may either scroll to the desired element and click in the gray Institution Response box or use the arrow or page down key, which will sequentially take you through the document. 
g. Due to the design of the form, appendices may NOT be added to the Word version of the document. Components of the Compliance/Progress Report will need to be saved in a PDF format and then combined into one document for emailing using Adobe Acrobat or an equivalent program; scanning individual documents to create PDFs may make the document too large to submit. 

h. Appendices and Bookmarks: Bookmarks must be used to direct the reader to each element, to each appendix and, if applicable, to each named section within an appendix. The first bookmark should be to the Summary of Action or Request for Additional Information, so the reader can easily move between narrative responses and appendices. Bookmarks must be named according to the specific information requested in the Summary of Action or Request for Additional Information.

As a reminder, failure to submit a Compliance/Progress Report in a timely manner may lead to the program being placed on Administrative Probation.  Extensions to deadlines are granted on a limited and case-by-case basis.  If you believe you need of an extension, please contact Accreditation staff at 703-706-3245.
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