Department Chair Checklist
P&T DOSSIERS IN RPT
This checklist is intended to help department chairs quickly identify what materials candidates upload into RPT and what materials chairs are required to upload into RPT themselves. Candidates should make sure that they submit all required materials listed below as well as any other materials specified in their department’s promotion and/or tenure policies. During the Chair Adds External Letters Step, the chair has the valuable opportunity to review the quality of materials submitted by the candidate. In the event that the chair believes revisions are in order, the case can be unlocked for the candidate to make changes. Contact Misty House for assistance with unlocking cases. Changes need to be made before the department committee has begun its review.
The CANDIDATE adds the following materials to RPT:
	Optional or Required?
	Teaching or Research Track?
	Material
	Confirmed?

	Required
	Both
	S&T Prom-Ten Candidate Information Form
	

	Required
	Both
	Candidate’s CV
	

	Required
	Research
	Research Statement -- Self-Assessment
	

	Required
	Research
	Form A: Scholarly Work Published 
	

	Required
	Research
	OSP Grants and Expenditures
	

	Required
	Research
	Form B: Graduate Faculty Related Activities Summary
	

	Required
	Research
	List of Internal Grants (fillable form in RPT)
	

	Required
	Teaching
	Teaching Statement – Self Assessment
	

	Required
	Teaching
	Form C: Summary of SET
	

	Optional
	Teaching
	Student Evaluation Comments
	

	Optional
	Teaching
	Student Letters of Support
	

	Optional
	Teaching
	Peer Evaluation Reviews
	

	Optional
	Teaching
	Other Teaching Assessments
	

	Required
	Both
	Service Statement – Self Assessment
	

	Required
	Both
	Publications: links to up to five publications (fillable form in RPT)
	

	Optional
	Both
	Letters of Support
	

	Optional
	Both
	Other supplemental Information
	



The DEPARTMENT CHAIR adds the following materials to RPT in the Chair Adds External Letters Step:
	Optional or Required?
	Teaching or Research Track?
	Material
	Confirmed?

	Required
	Both
	A copy of the email communication letter(s) that were sent to reviewers. 
	

	Required
	Both
	A copy of the information that was sent to the reviewers (CV, publications, guidelines for promotion and tenure adopted by your department).
	

	Required
	Both
	Fill out the Procedure for Selection of Outside Reviewers form.
	



The RPT case will return to the chair after the department committee has finished its review, so that the chair may add their independent recommendation to the case and fill out the recommendation form.  The case will then proceed to the College Committee.

