SAMPLE DOCUMENT #17 (revised: 2, 16, 24)
University of Utah

Formal Retention, Promotion, Tenure Summary

Check List of Essential Supporting Documents

Start with document #1(on top) and put these materials in a 2" D-ring locking binder to hold all of the documents for each faculty member. Please label the binder with professor's name and department.  The action (RPT) can be labeled on a cover page in the binder.  If a binder has been sent previously, the Dean's office will be sending forward the formal review and any informal reviews that have occurred since in a file folder, labeled and hole punched.  All other materials will be returned to the dept level.  Please use one divider for #5 through #12 (labeled Letters & Reports), a separate divider for: SAC Report and course evaluations, one divider each for Faculty CV, External Letters, 
(#18-21), Personal Statement, Dept Guidelines, and Past Reviews.  Send the originals of all external letters, dean's letter, etc. The order of reviews should be the most current year on top, with past reviews in descending order. If any prior reviews can no longer be found, please insert a note saying that, e.g., the second year informal review is unavailable.  Do not include publications reprints or materials sent to external reviewers that do not have to go beyond the Dean's office.

· 1. Formal Retention, Promotion, Tenure Summary worksheet

· 2.
Tenure-track Probationary Period Worksheet [Sample Document #1]

· 3.
Formal Review Schedule during Transition between Policies (if present) [Sample Document #2]

· 4. Authorization of changes to extend or reduce probationary period [e.g. leaves, credit for prior service or extraordinary progress] (if present)
· 5.
Candidate's response to college/dean letters (if present)

· 6. Dean's letter of recommendation (showing that copies were sent to the faculty member and chair)

· 7. Report of college RPT advisory committee deliberation, signed by the committee secretary and listing names of committee members present  (dean shall send a copy to the faculty member and dept. chair) 

· 8. Candidate's response to department (if present)

· 9. Department chair's letter of recommendation (showing that a copy was sent to the faculty member)

· 10. Report of department faculty advisory committee deliberation, signed by the committee secretary and RPT chair and listing names of committee members, present and absent voting members (showing that a copy was sent to the faculty member)

· 11. Ad-Hoc or Subcommittee Report (if present)

· 12. Recommendation of Academic Program (if present)

· 13. Evidence of faculty responsibility (if present) / other written statements from interested individuals

· 14. Teaching report or peer review of teaching (if present) [Sample Document #13]

· 15. Student Advisory Committee Faculty Evaluation Report(s), signed by SAC officers
· 16. Course evaluation summaries -- any courses taught since last formal review (max. 5 yrs for “full Prof”)
· 17. Faculty member's updated and complete curriculum vitae
· 18. Sample letter of request for external letters and /or request for internal letters (if present)

· 19. External Reviewer Grid --Information on which reviewers were nominated by the candidate, the department chair, and the RPT advisory committee; qualifications of evaluators (or brief vita) and their relationship to the candidate.

· 20. Waiver or Nonwaiver form (signed by candidate)

· 21. Letters of evaluation from recognized experts, who are qualified to comment on faculty member's accomplishments, if vita is included, put behind the letter of external reviewer.

· 22. Personal Statement (recommended, but not required by University Policy)

· 23. Copy of departmental RPT guidelines used for review

· 24.
Past reviews – any informal reviews since last formal review (most current on top, with past reviews in descending order). For “full Prof” only CV from review for Assoc Prof plus any post-tenure review.
(Note: In colleges/schools which function as single academic units (Law, Nursing, Social Work) the college faculty advisory committee serves in place of a department faculty advisory committee and operates according to regulations governing department faculty advisory committees. The dean's letter of recommendation replaces and substitutes for the department chair's letters of recommendation.


