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Requested File Content: 

Promotion, Tenure, and Pre-tenure Review 
 

When listing entries in your documentation, please EITHER begin with the oldest entries and 
then proceed to the most recent entries OR begin with the most recent entries and then 
proceed to the oldest entries, but please follow the same convention throughout your 
documentation.   

Include only materials for the period being reviewed, with the exception of the CV.  The CV 
should cover the candidate’s entire career and conform to the format included in this packet. 
 
1. Curriculum Vitae 

For proper formatting, please see the Curriculum Vitae Format page.   
2. 
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File Naming Conventions 
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Curriculum Vitae Format 
Name:  

Current Date: 

Campus Address 

Education 

• List all earned degrees. Include dates granted, institution attended, and major areas of 
study. 

Experience 

• Give academic and other major relevant appointments (including visiting appointments), 
giving initial date of appointment, rank, institution or business, etc. 

Teaching 

• List of all courses taught, by institution. 

Student Mentoring 

• List students’ level, academic discipline, and the nature of the mentorship 

Publications 

• Include books (authored and edited), journal articles, book chapters, book reviews, 
reference book entries, scientific monographs, and other published works (except for 
technical reports and abstracts). 

• Use a citation style that gives all authors in proper sequence, date volume, and inclusive 
pages. 

• Make clear what type of publication each work is, either by dividing the list of publications 
into sections with clear headings or adding explanatory comments in square brackets at the 
end of individual citations when this is needed for clarity. 

• For those works that are in press, so indicate under the words “In Press,” documenting that 
the work has been accepted for publication. 

• Clearly distinguish those works that were peer-reviewed from those that were not. 
• Clearly indicate those works that were co-authored with students.   
• Unpublished master's theses and doctoral dissertations do not count as publications. 

Grants Awarded 

• Give investigators' name in proper order; indicate their role such as “principal investigator”, 
“co-principal investigator” or “consultant.” 

• Show the inclusive dates, agency, grant title, the total amount of money awarded to the 
project, as well as the share awarded to the individual faculty member. 
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Grants Applied For 

• Use the same format as indicated for “Grants Awarded.” 

Creative Works 

• Include a description of the work and outside evaluation, if available. 

Technical Reports and Patents 

• For technical reports, show the title and number of the report, the agency to whom it is 
addressed, number of illustrations, maps, tables, figures, pages and references cited
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Research Portfolio Instructions 


