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Reappointment Promotion and Tenure Checklist

Electronic Submission via Google Drive
All RPT materials will be submitted electronically through the shared Google Drive folder specific to your college. You will receive an email containing the link to your college's folder.

Submission standards:
· UPDATED New Procedure: Submit the 20XX-2XXX Record of Action - Recommendation for Reappointment, Promotion, and/or Conferral of Permanent Tenure Template for your College.  The template should include all faculty in your College being reviewed in 20XX-20XX.  (Please Note - this template is replacing the individual AA-20 Forms.  The AA-20 Form will no longer be submitted.)
· Please DO NOT upload one big PDF document of the entire file for a faculty member. We ask that you submit the documents in the individual’s folder as designated.


Organizing Your Submission
When you open your college's Google Drive folder, you will see a few key items and folders:

1. Category Folders: You will see folders already created for Reappointment, Promotion (to full Professor), and Tenure and Promotion. Please use these to separate your faculty members' files into the appropriate review categories.
2. Sample Submission File: This document shows you exactly which documents are required for each faculty member's file.
3. Submission Standards Document: This is the most important document; it's a Google Doc that provides detailed instructions on how to organize the materials within each faculty member's folder. Please follow these standards precisely as they ensure the most efficient review process for AA-Human Resources, the Associate Provost, the Provost, and the Chancellor.

Crucial Note on Folder Structure
To ensure reviewers can easily access the documents, please do not create any folders beyond those already provided in the main structure.

· Within the three main category folders, you only need to create a single folder for each faculty member.
· All required documents should be uploaded as individual PDF files directly into that faculty member's folder.

Please do not create multiple levels of nested folders, as this makes the file review process unnecessarily difficult. The Sample Submission File in your college's folder provides visual clarity.
Once your college's RPT files are fully submitted and complete in your college’s Google Drive folder, please notify me by email. 

Documents for each faculty member’s folder: 
PLEASE NOTE that the following documents should be saved as files in the faculty member’s folder, not as individual folders.  DO NOT save the files below as individual folders.

· Submit the faculty review documents in PDF format.
· Naming Convention for Faculty Member file (folder): LastName, FirstName - Department - Category
EXAMPLE:  Doe, Jane - English - Reappointment
· Separate faculty member files into the three categories of Reappointment, Promotion (to full professor), or Promotion & Tenure.


EXAMPLE:  Doe, Jane - English - Reappointment
1) Current Vita
2) Self-Assessment
3) Dean’s recommendation memorandum to Provost
4) CRC recommendation memorandum to Dean
5) Chair recommendation memorandum to Dean
6) DRC recommendation memorandum to Chair
7) Copies of annual reviews, since last RPT review or initial appointment (one PDF of all reviews)
8) External Reviews (one PDF of all letters) (not applicable for Reappointment files)
9) Candidate Five-Year Plan (not applicable for Reappointment files)
10) Letter from Secondary Unit (if applicable) (not applicable for Reappointment files)

See Section VI.C., Review for Reappointment, Promotion, and Conferral of Permanent Tenure, of the Academic Personnel Procedures Handbook, for reference on the RPT procedure.

See Policy Statement 102.13 for the Tenure Policies, Regulations, and Procedures of the University of North Carolina at Charlotte https://legal.uncc.edu/policies/up-102.13 
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