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We respectfully acknowledge the University of Arizona is on the land and territories 
of Indigenous peoples. Today, Arizona is home to 22 federally recognized tribes, with 

Tucson being home to the O’odham and the Yaqui. Committed to diversity and 
inclusion, the University strives to build sustainable relationships with sovereign 

Native Nations and Indigenous communities through education offerings, 
partnerships, and community service.



• Securing the Case 
• Template Verification
• Section-by-Section Review
• How to Download a Case
• Review for Conflicts of 

Interest 
• Review Checklist 
• Case Concerns 

AGENDA

Training Agenda



RPT – Case Materials Page
Lock the candidate sections (Sections 1-8)

 



RPT – Was the Correct Template Used?
Templates are Track, College, and Often Department-Specific 

 



Case Review 
Section-by-Section

facultyaffairs.arizona.edu 



Promotion Dossier 
Templates and 

Guides

Templates and Guides 
are often Track-Specific 



Section 1: Summary Data Sheet

Check for entries like “Not 
applicable,” or “See CV” 

Is every section 
completed? 

Check that the correct boxes 
have been selected. 

Verify information in 
UAccess 



Section 2: Summary of Candidate’s Workload Assignment

 
• Correct form 
• All Years in Rank Included 

(do not include years prior to 
current rank)

• Breakdown (or leave) for 
EACH year in rank

• All columns = 100%
• Non-Evaluative Language
• Candidate's Signature 
• Department Head’s Signature 



Section 2A: Pandemic Statement 

 



Section 3: Departmental & College Criteria

 
Please include one-page matrix 
for the relevant parts of the 
department and college 
promotion criteria. 
(Using Appendix B)

If the department does not have 
its own criteria, please use 
college’s criteria/matrix. 

https://facultyaffairs.arizona.edu/promotion-dossier-templates


Section 4: Curriculum Vitae

• Service and Outreach
• Conferences and Scholarly 

Presentations

• Awarded Grants

• Submitted Grants and Contracts

Check for dates, and the items 
below are “in rank at the 
University of Arizona, up to 10 
years.”   

Check Awarded Grants for 
the required information. 

“List grant title, percent credit and 
percent FTE on grant; role [PI, Co-PI]; 
all co-PIs; source of funding or agency; 
years of funding; full funding amount 
with a breakdown of indirect and 
direct costs (indicate clearly how much 
funding comes to the University of 
Arizona and how much to your 
department.)”

Check Submitted grants for the 
required information



Section 4A: List of Collaborators 

Please use the provided Excel template and check all columns for completion - including 
the Brief Description of Collaboration column.  

Check the legibility of the document. 



Section 4B: Representative Work

• Cover page 

• 3-5 samples of work (accepted of 
published in current rank)

• Required section for all candidates 
except Career-Track candidates with 
predominately teaching workloads

• No links to drives or folders that 
permit the owner to track 
viewership (i.e., DropBox, Google 
Drive, SharePoint, etc.) 



Section 5: Candidate Statement 

• 3-5 pages

• Correct (provided) 
attestation statement for 
the candidate’s track

• Signed 
 



Section 6A: Information on Teaching and Mentoring

• Teaching Philosophy Statement - three pages 
• Period in current rank at the University of Arizona (except for teaching awards and 

teaching grants)
• List of Courses Taught - correct Excel format
• SCS Summary Reports Formatted for P&T and TCE Reports 
• NO student open-ended comments in Section 6A
• NO links to drives or folders that permit the owner to track viewership



Section 6B: Supporting Documentation (Optional)

• Cover page 

• NO Student names or IDs

• NO links to drives or folders that 
permit the owner to track 
viewership



Section 6B: Supporting Documentation (Optional)
Continued

• Change access 
settings to 
“Administrators 
Only” before 
sending to the 
College-level.



Section 7A: Overview Description and Assessment 

• Required for CE/CS candidates, optional for other tracks

• Two parts to this subsection
 



Section 7B: Supplementary Documentation

• Also required for 
CE/CS 
candidates, and 
optional for 
other tracks.

• Change access 
settings to 
“Administrators 
Only” before 
sending to the 
College-level.



Section 8: Graduate Interdisciplinary Program Evaluation (GIDP) 
(Optional) 

• Summary and evaluation of each GIDP

• If there is documentation in Section 8, verify that there is supporting 
documentation in 

      Section 8A.

 



Section 8A: Graduate or Other Interdisciplinary Program 
Evaluation (Optional)

• For each written evaluation from 
each GIDP chairperson in Section 
8A, verify that there is a 
corresponding GIDP description 
of membership and 
contributions that the candidate 
included in Section 8.  



Section 9A: Evaluative 
Peer Observations

• Timing of the Review

• Correct form

• All sections completed  

 



Section 9B: The Provost Award for Innovations in Teaching (PAIT) 
Nomination Form (Optional)  

• All fields completed 

 



• Department Head Signature
•  

Worksheet for the Selection of Independent External Reviewers – Part 1

• Check • Check



Section 10:  Letters from Independent External Reviewers and 
Collaborators (Continued) 

Worksheet for 
the Selection of 
Independent 
External 
Reviewers
 – Part 2

 



Section 10:  Letters from Independent External Reviewers and 
Collaborators (Continued) 

• Does it follow the required 
format in Appendix D for 
the correct track? 

Sample solicitation letter to Independent External Reviewers

• Is it on letterhead? • Is it signed by the 
department head or 
committee chair? 



Section 10:  Letters from Independent External Reviewers and 
Collaborators (Continued) 

• Brief Bios

 



Section 10:  Letters from Independent External Reviewers and 
Collaborators

• Did the department head sign the 
Worksheet for Solicitation of 
Collaborators form?

If the Department Head solicited collaboration letters, check the following:

• Is one sample letter on letterhead 
and signed by the department head 
included?

• Is a Collaborator Brief Bio included 
on the provided template for each 
collaborator who provided a letter? 



Section 10:  Moving Letters in RPT from Independent External 
Reviewers and Collaborators



Section 10A: Independent External Reviewer Letters

• Are there a sufficient number 
of independent external 
reviewer letters? 

• There should be a minimum of 
three letters. 

Verify the following:

• Are all letters on letterhead? • Are all letters signed? 



Section 10B: Solicited Collaborator Letters (Optional)

• Are all letters on 
letterhead?

Verify the following:

• Are all letters signed? • Are all letters from  
solicited collaborators?



• Letterhead
• Signed by each member of 

the committee
• Numeric vote 
• Signature page matches the 

numeric vote tally
• If split vote, minority 

viewpoint or report  
• Rank above candidate  

 

Section 11:  Internal Evaluations – Department Committee 



• Letterhead

• Signed
  
• Clearly stated decision

• Department Head’s 
notification to the candidate 

 

Section 11:  Internal Evaluations – Department Head/Director 



• Letterhead

• Signed by each member of 
the committee

• Numeric vote 

• Signature page matches the 
numeric vote tally

• If split vote, minority 
viewpoint or report  

• Rank above candidate – check  

Section 11:  Internal Evaluations – College Committee 



• Letterhead
 
• Clearly stated decision

• Dean’s notification to the 
candidate 

 

Section 11:  Internal Evaluations – Dean



 

Check for Conflicts of Interest 



Review the track-specific Guide’s section on “Conflict of Interest.”
 
Collaborators should not also be:

• Independent External Reviewers

• The Department Head/Director

• Department Committee Members

• College Committee Members

• The Dean 

Check for Conflicts of Interest – Continued 

https://facultyaffairs.arizona.edu/promotion-dossier-templates#:%7E:text=2024%2D2025%C2%A0Guide,13%2C%202024.


• As you review the case, use the Checklist and Steps for RPT Case Review 
2024-25  provided on the Faculty Affairs Promotion Workshops page. 

• Email the checklist to the College FA Lead when you are ready to move the 
case to the college. FA Leads will then forward the checklist to Kim when 
the case is forwarded to the Provost. 

 

Review checklist 



• Department Coordinators - During your review, if you found any 
potential concerns please work with your department head to 
investigate further and correct, as appropriate.    

• College FA Leads will work with their FA Associate Dean.

 

Potential Case Concerns 



Thank you for your dedication!! 



The Faculty Affairs Team      facultyaffairs.ar izona.edu
            Emai l :  facultyaffairs@arizona.edu

Dr. Andrea Romero 
Vice Provost

Jennifer Martin 
Interim Assoc. Vice Provost

Dr. Adrián Arroyo Pérez
Assoc. Director

Tara Chandler
Assist. Director

Kim Rogan
Program Manager

Susana Arreola
Admin. Associate
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