Updated 8/14/13
Maintaining your Promotion and Tenure Folder:  A Checklist for Probationary Faculty and Lecturers 

The following is based on Appendix D of the Faculty Policies and Procedures Manual and was originally intended for faculty in the Department of English and Modern Languages.  Particular requirements for each department may be found in Appendix H of the FPPM.
1.  Use a three-ring binder with name visible on both front and side.
2.  Include the following clearly labeled dividing tabs:

1. Curriculum Vita

2. Syllabi 

3. Student Evaluations

4. Grade Distributions

5. Teaching Philosophy

6. Scholarship (optional for lecturers)

7. Additional Materials (optional)

8. Previous letters (i.e., from P&T committee and department chair)

3.  Update your curriculum vita in accordance with the format provided in the FPPM (Appendix E) and include seven copies; remove previous copies.

4.  Update your syllabi and remove previous copies.  
5.  Update your teaching philosophy and remove previous copies.

6.  Update your student evaluations, including Department, College, and University averages.  (Please retain previous copies)

7.  Update your grade distributions. (Please retain previous copies)

8.  Include offprints or other samples of scholarly achievements.  (If at all possible, please reproduce in such a way that samples may be included under the dividing tab for Scholarship—i.e., try to avoid including loose documents).  

9.  Include additional materials (up to 15 pages).  

10.  Include previous letters from P&T committee and department chair
