Promotion and/or Tenure Checklist

For detailed information on the University’s Promotion and Tenure Guidelines, click here. 
Two different templates this year – 1) Tenure and/or Promotion (T-TT faculty); 2) APT Promotion
Candidate Required Documents
☐	Candidate’s impact statement on areas of responsibility (e.g., teaching, research, and/or other scholarly /creative activities, and service)
· Must include title of document, the candidate's name, department, proposed personnel action, appointment effort assigned (including %), and date at the top of the first page of the statement. 
· Appointment effort example - Teaching 50%), Research (30%), Service (15%), Other (5%)
· No more than 3 pages in length, single-spaced, minimum 12-point font, with 1-inch margins
☐	Curriculum Vita (must use F180 P&T Vita or P&T Vita Word Template)
· Must be annotated, include a Biography (200 word maximum) and Grants Table
· Candidate must complete online CV Submission Certification 
☐	Candidate must complete online Verification of Contents form 
☐	Provide signed External/Internal Reviewers Checklist of potential reviewers/“Do Not Contact List” 
· Must be signed and dated by candidate before requests for reviewer letters sent out by unit
☐	Unit Specific Required Documents (e.g., can include publications to be sent to external reviewers, etc.) (check with unit/department for specifics)
☐	Candidate’s supplemental documents (can include support letters furnished by students, etc.)
Department Required Documents
☐	Reviewers Chart (Requested External/Internal Evaluations Letters) (if applicable)
☐	External Reviewers requests to be sent via Interfolio system only (see guidelines for wording) (if applicable)
When sending an evaluation to an external reviewer in Interfolio RPT, make sure under the “Response Settings” section that the default access is selected as “Administrators & Entire Committee”.  This is so future reviewers of the dossier can see the external letters once received.  
☐	Internal Evaluation Letters (if applicable) - DO NOT INCLUDE internal support letters not requested by the unit in this section.
☐	Reviewer Bios – to be uploaded as a separate file in this section (see Reviewer Bio Example on FA Intranet)
☐	Department Committee Recommendation Memo
· One memo signed by all department committee members to include sections on Teaching, Research, Service, and Other Scholarly activities (as applicable), Department Committee Recommendation, Single Table of Votes (Yes/No/Absent/Recuse) and list of all committee members with names and titles (do not do separate tenure and promotion tables).
· DO NOT attach separate emails to substitute for a signature
☐	Department Head Recommendation Memo
· Address strengths and weaknesses of candidate plus any negative votes at department level
☐	Other materials and documentation (Do not include faculty bios, requested internal reviewer letters, or faculty tenure tables in this section) 
· Department Peer List if different from University Peer Institutions (AAU)
· Candidate Notifications of Outcomes (as applicable)
College Required Documents
☐	College Committee Recommendation Memo 
· One memo signed by all college committee members to include College Committee Recommendation, Single Table of Votes (Yes/No/Absent/Recuse) and list of all committee members with names and titles (do not do separate tenure and promotion tables). 
· DO NOT attach separate emails to substitute for a signature
☐	Dean Recommendation Memo
· Address strengths and weaknesses of candidate plus any negative votes at college level
External Documents to also be furnished to Faculty Affairs
☐	Faculty Photo (up-to-date image that is a high quality/resolution headshot; chest-up image without anything in the immediate background)
☐	College Chart (to be completed at each level – department, college/school)
☐	Faculty Bio with required department statement added on faculty status with regard to TAMUS Policy 12.01, Section 4.3 (see P&T Biography Example for BOR on FA Intranet)
☐	Faculty Tenure Table (for tenure-track faculty only)
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