Updated 7-3-13

Dossier Template

This template is intended to serve as a model for the preparation of the dossier.  Please also see the Step by Step Process for Preparers of Dossiers and the Checklist/Table of Contents.   The dossier should be prepared electronically using the process prescribed and in the order of, and numbered and named, as listed in the Checklist/Table of Contents.  For purposes of consistency, all the required documents will be numbered and named according to the Checklist/Table of Contents, appearing in order.  Required documents should be uploaded to the dossiers as separate documents, as illustrated in the mock dossier in the Step by Step Process.  Documents and forms necessary for dossiers can be located on the Provost’s website at: http://www.marquette.edu/provost/promotion-tenure.shtml
Sections 1-19 are mandatory components of the dossier.  The template provides additional details to guide the presentation of content.  Forms are provided within this template that can be copied, pasted, and used to format the required information.  In some cases examples (and alternatives) are provided that can be modified for individual department usage.  The dossier preparer should select the appropriate subsections/tables (not all will be required for every candidate).
One original paper copy of the dossier should still be submitted to the Office of the Provost.  The University Promotion and Tenure Committee will work from the electronic dossier, located on the Sharepoint site that the Provost’s office will provide.   
In order of Checklist/Table of Contents:
01 Proposal Form
(Located on Provost’s website: Note, this form has been updated to be completed electronically and now includes some drop down boxes)

02 Department Recommendation (Chair’s Summary)
The department’s recommendation is reported by the chair including the departmental vote.  If the chair’s recommendation differs from the departmental recommendation, an additional letter should be included.
03 Local (Area/ College) Committee Recommendation 
· Letter and Vote
04 Dean’s Summary with Recommendation
05 Department and/or College Norms 
06 Candidate’s Curriculum Vitae

(Note:  Particular attention should be paid to the following points):
1. For each listing of items begin with the most current and work back toward the earliest works.

2. Distinguish between scholarly work completed prior to arriving at Marquette and work conducted at Marquette.  For promotion to full professor indicate the publications and grants which are post tenure.

3. Distinguish between peer reviewed and non-reviewed scholarship.  (Place under separate headings).
4. Delineate the level of presentations:  local, regional, national, or international; invited vs. refereed, as appropriate.  

5. Place refereed and non-refereed conference publications into separate categories.

6. Place refereed and non-refereed conference presentations into separate categories.

7. Include all authors in published order and provide inclusive page numbers of all publications.

8. Manuscripts in press may be noted under publications.

9. Work in progress should be listed separately.
10. List  all honors and awards

11. List all graduate students directed, with thesis or dissertation titles and dates of completion.

12. List all thesis and dissertation committees on which you have served.

13. List directing of undergraduate research or graduate research other than thesis or dissertation.  

14. Candidates should provide complete listings of grants applied for (not funded); funded grants (including inclusive dates for awards); and grants pending (with submission date); funded grant amounts should clearly indicate direct costs. 
15. Collaborative grants should clearly indicate the role of the candidate (PI, co-PI, consultant, contributor, etc.).  Where possible, the amount of the award supporting the candidate’s own work/laboratory should be indicated.  The percent and nature of the candidate’s contribution to the project should also be included. 

07 Third Year (if applicable) and Annual Reviews of Candidate
08 Teaching Evaluation
(Summary by Chair or Dossier Preparer)

The summary should contain the following:

· Summary of courses taught and teaching load 
· Course development 
· Summary of teaching evaluation scores, including comparison with department/college means. 
· Summary of peer reviews since last personnel action*
· Summary of thesis/dissertation direction 
· Summary of grants and awards related to teaching 
· Teaching Honors

· Summary of student letters

*Last personnel action could be the candidate’s appointment to current position at Marquette or ones last promotion.

09 Candidate Teaching Philosophy Statement
10 Required Data on Teaching
(See examples below on teaching load and evaluation chart, and Master’s, Doctoral committee history chart – These can be copied and pasted into a new document for your dossier)
Example of Teaching Load and Evaluation Chart
	
 Semester    and Year
	Undergraduate or Graduate Level Course Number
	Number of Students
	SCOT/IAS/MOCES  Instructor Ratings
	Department Average SCOT/IAS/
MOCES

Instructor
Ratings
	College Average SCOT/IAS/MOCES Instructor Ratings

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Example of Masters’/Doctoral Committee History Table

	Masters’ Thesis Committees
	Doctoral Dissertation Committees

	Year
	Committees

Chaired
	Committee

Member

(Non-Chair)
	Committees Chaired
	Committee Member

(Non-Chair)
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Yearly Peer Review Evaluations
Grants and Awards Related to Teaching
List of Teaching Honors

11 Research and Scholarship Evaluation
 (Summary by Chair or Dossier Preparer)

The summary should contain the following:

· General statement on candidates scholarship

· Quantitative evaluation of scholarly activities (number of books, journal articles, etc.) 
· Qualitative evaluation of scholarly activities based on quality of journals and publishers and comments of external reviewers
· Summary of grants and awards related to research (see comments #14 and 15 under Candidate’s CV in section 06.)
· Research Honors
12 Candidate’s Research Philosophy Statement and 
Research Agenda
13 Required Data on Research and Scholarship
List of Publications

Books – indicate what stage the book is at using these definitions:
Accepted (positive editorial decision)

In Production (page proofs being prepared from copy submitted by the author, 

copy editing, or in press)

Published, if electronic give DOI

Monographs

Book Chapters

Journal Articles – note which are in press.  If an electronic version is available prior to print publication, provide the DOI.
Conference Proceedings

Other

(Note:  Items can be copied from CV)

Example 1 of Faculty Contribution Form for Co-authored Works 
(This form can be copied and pasted into a document for the dossier)
	Work No.*
	Primary Contributor
	Equitable Contributor
	Significant Contributor
	Minor Contributor

	Book 1
	
	
	
	

	Journal Article 1
	
	
	
	

	Journal Article 2
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*From previous list of publications on page XX.
Primary Contributor – provided the major contribution with regard to original ideas and execution of the study.

Equitable Contributor – contribution of all authors were approximately the same with regard to original ideas and execution of the study.

Significant Contributor – made significant contributions with regard to original ideas and execution of the study, although to a lesser extent than other author(s).

Minor Contributor – contributed to strengthening the paper, but contributions were not critical to the paper’s viability.
Example 2 of Faculty Contribution Form

(This form can be copied and pasted into a document for the dossier)
If the majority of your research is with collaborators, please fill out the form below. Please use one of these forms for each of the articles or grants for which you are a co-contributor.  



Date of Article
<all authors in order>, "Publication Title," Journal of XXX, Vol. #,  pp. #-#.  



Overall Contribution to Co-Authored Work (please check all that apply):

____
Primary contributor of intellectual and or experimental ideas 

____
Secondary contributor of intellectual and or experimental ideas

​​​____
Primary portion of information gathering, data collection, and/or experimental work

____
Secondary portion of information gathering, data collection, and/or experimental work

____
Primary portion of writing responsibilities

____
Primary portion of writing responsibilities

____
Primary portion of statistical analysis

____
Secondary portion of statistical analysis

____
Editing and or proofreading manuscript only

____
Providing supplies, reagents, or access to research materials/facilities only

____
Provided funding or access to population

Example 3 of Faculty Contribution Form

List each of your co-authored works below and indicate your contribution and the percentage of your responsibility for the project.  

Publications

1998
Doe, J., Smith, A., <remaining authors>, "Paper Title," to appear in Journal of XXX, 27 manuscript pages.  


Type of contribution:                       

Percentage of your responsibility:  
2000
Jones, J., Smith, A., <remaining authors>, "Paper Title," Journal of XXX, Vol. 119, No. 4, 23 manuscript pages, in press.   


Type of contribution:                       


Percentage of your responsibility:  

2007
Jones, J. Smith <all authors in order>, "Paper Title," Journal of XXX, Vol. 120, No. 7, pp. 2199-2217.  
 
Type of contribution:                       


Percentage of your responsibility:  
Refereed Conference Publications

2004
<all authors in order>, "Paper Title," Proceedings Volume Title, Vol. 2, Publication No. 1972, pp. 1583-1592; presented at Conference Name, Mauna Lani, HI, June.                               


Type of contribution:                       


Percentage of your responsibility:  
2006
<all authors in order>, "Paper Title"  to appear in Proc., Conference Name, Dallas, TX, November 16-21, 9 pp.  

Type of contribution:                       


Percentage of your responsibility:                               
2008
<all authors in order>,  "Paper Title," Proc., 45th Annual Meeting of Important Society, Las Vegas, NV, May, pp.793-803.  (Selected for "Outstanding Paper Award," 2nd Place, Poster Session.)  

Type of contribution:                       


Percentage of your responsibility:  
Research Grant Awards

2005
<all PIs in order>,  “Title of Grant”, Funding Agency, Amount of Funding                         

Type of contribution:                       


Percentage of your responsibility:  
2007
<all PIs in order>,  “Title of Grant”, Funding Agency, Amount of Funding      
     Type of contribution:            
     
Percentage of your responsibility:   
Example of Evidence on Quality of Publications
(This form can be copied and pasted into a document for the dossier)
Publication Citations/Other Measures Table
	Work Number*
	Article or Author Citation 

Count
	Other Measure

	Book 1
	
	

	Journal Article 1
	
	

	Journal Article 2
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


*From previous list of publications on page XX.

Example of Journal Rankings Table
(This form can be modified, as appropriate, and copied
and pasted into a document for the dossier)

	First Field  of Study: 
	
	
	
	

	Ranked Journals
	Year of Publication
	Impact Factor
	Acceptance Rate
	Ranking

	Journal #1
	
	
	
	

	Journal #2
	
	
	
	

	 
	
	
	
	

	Unranked Journals
	Year of Publication
	Impact Factor
	Acceptance

Rate
	Ranking

	Journal #1
	
	
	
	

	Journal #2
	
	
	
	

	 
	
	
	
	

	Second Field  of Study: 
	
	
	
	

	Ranked Journals
	Year of Publication
	Impact Factor
	Acceptance Rate
	Ranking

	Journal #1
	
	
	
	

	Journal #2
	
	
	
	

	
	
	
	
	

	Unranked Journals
	Year of Publication
	Impact Factor
	Acceptance

Rate
	Ranking

	Journal #1
	
	
	
	

	Journal #2 
	
	
	
	

	 
	
	
	
	


Grants and Awards Related to Research and Scholarship
(Note:

• List in reverse chronological order

• Faculty contribution form from previous section can be used to indicate degree of contribution)

List of Research Honors

14 Service Evaluation
(Summary by Chair or Dossier Preparer)

The summary should contain the following:

· General statement on candidate’s service
· Summary of University service (University, college and department committees, administrative duties, student society advising, etc.) since last personnel action*

· Summary of professional service (reviews, editorships, society participation, etc.) since last personnel action*
· If appropriate, summary of community service since last personnel action*
*Last personnel action could be the candidate’s appointment to current position at Marquette or the last promotion.

15 Listing of Service Activities
University Service

List of activities since last personnel action.*

Professional Service

List of activities since last personnel action.*

Community Service

(as appropriate)
List of activities since last personnel action.*

*Last personnel action could be the candidate’s appointment to current position at Marquette or the last promotion.

16 Department’s Policy on Peer Review of Teaching
17 Faculty Letters

(If possible please scan all letters in as one continuous document in the electronic file.

If you must save them as separate documents, name the documents by last name of author, and save to a file folder named, “17 Faculty Letters”)

Any additional letters from non-voting colleagues should be placed in a separate subfolder with an explanation of why they are included.  These letters are not a required part of the dossier.

Letters must be included from all Department/College faculty colleagues who voted.  Letters should explain the rationale for the vote.  Note that if some senior faculty do not participate in the process this fact should be explained at this point in the dossier.
18 Student Letters
Statement by the chair or dossier preparer describing how student letters were solicited, number solicited, number received, and number positive and negative. 
(Note:  Strive to secure between ten and fifteen letters from undergraduate students and between five and ten letters from graduate students. Since only 20% of the students typically respond, however, a large mailing is sometimes necessary to secure sufficient letters. Also, those students selected on a random basis should be distinguished from any students who were solicited by the candidate for their comments. )
Sample letter or e-mail sent to students soliciting letters.

Example Student Solicitation Letter

DATE
STUDENT NAME & ADDRESS
Dear STUDENT:

Your assistance and reply is requested in helping the Department of XX prepare a comprehensive dossier for CANDIDATE’S NAME, PhD, to share with the Promotion and Tenure Committee at Marquette University. 

Dr. CANDIDATE’S NAME is being considered for promotion in academic faculty rank from Assistant Professor to Associate Professor with Tenure. As such, an all-university faculty committee will convene this fall to evaluate the documented evidence in the dossier for Dr. CANDIDATE’S NAME work as teacher, scholar and servant.

Your candid commentary on Dr. CANDIDATE’S NAME attributes, skills, style, level of enthusiasm, effectiveness, etc. as a teacher are vitally important to this candidate review process for promotion. Your comments (preferably in letter form but an e-mail response is acceptable) will be held in confidence by committee members and not be made known to Dr. CANDIDATE’S NAME. Specific examples to illustrate key points in your reply are especially valued.

Please submit your comments to me no later than SPECIFY DEADLINE. A suggested outline of your reply is enclosed for your consideration.

Thank you in advance for your cooperation and assistance in this very important matter on Dr. CANDIDATE’S NAME behalf.

Sincerely yours,

Example Format for Student Reply

 
Date

 
“Dear University Promotion & Tenure Committee”

 
Indicate your undergraduate major or graduate degree, graduation date and current status.

 
Refer to specific course(s) in which you’ve had Dr. CANDIDATE’S NAME as an instructor.

 
Provide specific examples and comments regarding your impressions of Dr. CANDIDATE’S NAME as a teacher.

 
Summarize your impressions and offer your recommendation (for or against) regarding Dr. CANDIDATE’S NAME promotion (from Assistant Professor to Associate Professor with Tenure)

 
Your signature if responding by letter

Undergraduate Student Letters
(Provide all undergraduate student letters received)
Graduate Student Letters

(Provide all graduate student letters received)

19 External Reviewers Letters

Statement by the chair or dossier preparer describing how the external reviewers were selected, how they were solicited, the number solicited, the number received and the number positive and negative.
Statement should be accompanied by summary biographies of reviewers, which should indicate the relationship of the reviewer to the candidate (if any).
(Note:
●
Letter should not ask reviewer to comment on suitability of 
candidate for promotion and tenure

●
Except for unusual circumstances reviewers should be at or 


above rank sought by the candidate.

●
Reviewer should not be Doctoral Advisor or Post-Doctoral 
Supervisor)
Sample of Description of Selection Process of External Reviewers with Accompanying Biographies
Process for Selection of External Reviewers:

Five external reviewers were asked to provide evaluations of the quality and quantity of 

Dr. XXX(s scholarly publications.  Evaluations were requested from experts in 

Dr. XXX(s research areas.  Two of the experts were suggested by the Candidate.  The remaining three experts were selected by the Department Chair without the Candidate’s knowledge.  All reviewers were contacted by the Chair to determine if they were willing to conduct the review.  They were then sent a copy of the candidate’s vitae and selected publications to base their review on.  All submitted reviews.  Four of the five provided favorable reviews of the candidate’s scholarship, one was critical of some of the work.  Biographical information for the five reviewers is provided below. 

Biographies of Reviewers Suggested by Candidate:
Dr. YYY

Professor, University of ZZZZZ

· over 25 years of research experience in collaboration with the <Organization 1>, <Organization 2>, etc. 

(
more than 75 technical publications and reports

(
Very Big Award of the Important Organization, for the best paper in the field, 2001.

(
research has resulted in a new classification system for <things>.
(
Member of numerous <organization’s> technical committees on <topics>.

X
Dr. YYY knows the candidate from mutual work on a society committee.

Dr. YYY

Director

ZZZZZ National Research Laboratory

(
Winner of several national awards, including the following:

Award of Excellence for Technology Transfer, Federal Researcher of the Year, R&D Achievement Award, Department of the Navy, etc. 

(
Developer of two national standards for …..

(
Chair, Technical Committee on <Subject>, <Organization>, 2000-2009 

(
Author of 5 scholarly monographs and over 80 journal publications 

X
Dr. YYY has met the candidate at meetings, but has not collaborated with him.

Biographies Selected by Department Chair:
Dr. YYY

Professor, University of ZZZZZ

(
More than $3 million in research funding over past five years

(
Over 50 refereed publications 

(
Patent Holder for <Amazing Invention>, currently in use by more than 20 <Amazing Invention Users> 

X
Dr. YYY does not know the candidate.

Dr. YYY

Professor, ZZZZZ State University 

(
Author of approximately 90 technical articles in past ten years

(
Vice-Chair, ASCE Aggregates Subcommittee of Materials Division

(
Member of technical committees for <Organization 1> and <Organization 2>
· Award for Excellence in <Subject>, <National Association> 

· Dr. YYY does not know the candidate.
Dr. YYY

Professor Emeritus, University of ZZZZZ

(
Member, National Academy of ZZZZZZ

(
Honorary Member, American Society of ZZZZZZZZZ

· Honorary Doctorates, Technical University of ZZZZZ, University of ZZZZZ, ZZZZZ University 

· Author of 12 books and over 200 articles
· Dr. YYY does not know the candidate. 
Sample solicitation letter asking for the evaluation of the quality of research and scholarship of the candidate.
Example of Solicitation Letter for External Reviewers 

Dr. <External Reviewer> 

Department and Institution

Address

Dear Dr. <Reviewer>:

Dr. <Candidate’s Name>, <Rank> Professor in the Department of <Dept. Name> at Marquette University, is currently being considered for promotion to the rank of <Associate Professor with tenure or Professor>.  As part of the review process, the Department must prepare Dr. <Candidate’s Name>’s dossier and submit this file of information to various committees at the University.  An essential part of the dossier is the inclusion of evaluation letters from experts outside the University.  You have been identified as a person who is qualified to provide an assessment of Dr. <Candidate’s Name>’s research accomplishments.  

To assist you in making your evaluation, I have enclosed Dr. <Candidate’s Name>’s curriculum vitae.  If you agree to review this candidate, we will send you samples of his/her publications on topics with which you may be familiar.  

Please note that Dr. <Candidate’s Name> will have no access to your letter unless you give explicit written permission, or unless a judicial or adjudicatory body should order disclosure.   Would you be so kind as to assist us in this regard?
Sincerely,

Jane Doe, Ph.D.
Chair

Ph.: 
(414) 288-xxxx

FAX:
(414) 288-xxxx

e-mail:
jane.doe@marquette.edu
Sample letter to external reviewer after agreeing to write a letter regarding the candidate
Example 1
Date

Dr. <External Reviewer> 

Department and Institution

Address

Dear Dr. <Reviewer>:

Thank you for agreeing to write a letter of review for Dr. <Candidate’s Name>’s dossier for promotion to proposed rank.   Copies of his (her) recent publications are enclosed (or attached).  Should you desire any specific publications not included, we will forward those to you.  

In preparing your response to this request, I ask that you consider the following suggestions related to format and content:
· Typed on letterhead, limited to 2 to 4 pages in length.

· Direct your letter to, “Dear University Promotion and Tenure Committee”

· Please identify yourself to the Committee by sharing your title (e.g. academic rank, degrees, professional credentials, etc.) for the Committee to recognize you for your expertise. 

· Provide a narrative critique pertaining to the nature of Dr. <Candidate’s Name> scholarship, its quality, quantity and contributions to the field.

· Either mail your letter, in the return envelope provided, or print, sign, scan, and email your letter as an attachment back to me at <requester’s email address>.

· Please target your completion of this task for SPECIFY DEADLINE. If sending this letter by fax would facilitate your ability to meet this date, please feel free to exercise this option. Our departmental fax number is 414-288-XXXX.

I understand the commitment of valuable time required to accommodate this type of request and would be sincerely appreciative of your response.   If you are not able to participate in this evaluative process please notify me as soon as possible and perhaps recommend a colleague who may be available. 
Please note that Dr. <Candidate’s Name> will have no access to your letter unless you give explicit written permission, or unless a judicial or adjudicatory body should order disclosure.   
Sincerely,
Requester

Example 2
Date

Dr. <External Reviewer> 

Department and Institution

Address

Dear Dr. <Reviewer>:

Your candid assessment of Dr. <Candidate’s Name>’s work will be very helpful to the many University individuals that will be involved in the review process.  In particular, the committees are interested in your feedback in the following areas: 

· Are you familiar with the candidate and/or his work?  If so, what is the nature of the relationship?
· What is your assessment of the quality and quantity of the candidate’s scholarly publications?

· Please consider the candidate’s work within the context of the broader research community within his discipline. 
· Please provide a brief biographical sketch highlighting your own credentials or, if more convenient, attach a complete curriculum vitae.
Please return your letter in the enclosed, self-addressed envelope or transmit it to me via e-mail as a signed attachment.  I ask that you submit your evaluation no later than <Deadline Date> as the complete dossier must be submitted for review shortly thereafter.

I thank you in advance for your time and gracious assistance with this important matter.

Sincerely,
Requester

20 Candidates Addendum 
(optional)

(Note:  The candidate should not prepare the dossier but may have access to factual material in the dossier to insure that it is complete and factually accurate. The candidate may also wish to add material in a discrete section at the conclusion of the dossier. The candidate may include such information in an “Addendum” and should explain why such information is provided.)
The completed and uploaded file will appear under your department tab as such:

(Example Joe Candidate from English)

[image: image1]
The inside of the completed dossier should look something like this:
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