College of Science (COS) Promotion & Tenure (P&T) 
Dossier Template for Departments
Notes to department

Please submit dossiers using this format. Items highlighted in cyan indicate where departmental editing and additions are needed. You will upload individual documents for each section of the dossier, use this template as a guide of how each document should be formatted and the order of the documents. 
Items highlighted in yellow are to be completed by the candidate and sent to you once complete for uploading and submitting. 

Full instructions for procedure guidance and dossier preparation are provided on the COS P&T website and the OSU P&T website. Please follow these detailed instructions for completion of the dossier. Notes in this template can be used but are not complete. 
When uploading documents to Banner, please ensure documents are in the correct order as outlined in this template document. 

I. Cover Page

Name

Rank

Promotion to rank
Department of department name
College of Science

Oregon State University

Date
II.  Form A

Completed and signed Form A will appear here. 
Be sure entire form, including the checklist, date of hire, etc. is completed.

III. Confidentiality Waiver

The signed waiver of access form will appear here. The candidate will complete this and send to the department. 
IV. Position Description 
A copy of the signed position description will appear here. 
If significant shifts in assignment have occurred, earlier position descriptions should be included. With significant assignment changes, include a table that summarizes FTE distribution among primary activities over time. 
If there is a prior service credit agreement, add offer letter.   
V. Candidate’s Statement

A. Candidate Statement

B. COVID-19 Statement (optional)

The candidate will complete this and send to the department. 

VI. Student Letter of Evaluation and Peer Review of 
Teaching
A. Process Used to Identify Student Committee

A description of the process used in the department for the selection of the student committee will appear here. 
B. Instructions Given to Student Letter Writers

A copy of the instructions provided to students will appear here. 
C. Charge to Student Committee

The charge to the student committee will appear here. 
D. Description of Students Providing Letters

A short description of the group of students that provided letters, the nature of their relationship to the faculty member and whether the candidate or the P&T committee nominated the student to be a member of the committee will appear here. 
E. Student Committee Letter

The signed student committee letter (signed by each member of the committee) will appear here. 
F. Peer Review of Teaching Letter

The peer review of teaching letter will appear here. 
VII. Administrative Letters of Evaluation

A. Departmental P&T Committee Letter
The signed departmental P&T committee letter will appear here. In the first paragraph of the letter, the voting breakdown should be explained, including abstentions from voting and the reasons for abstaining. 
B. Department Head Letter



The signed Department Head P&T letter will appear here.  
C. Letters From Other Administrators (optional)
Letters from other administrators with supervisory responsibility can be included here (optional). For faculty positions reporting to a direct supervisor, a letter from that supervisor should go here.
D. College P&T Committee Letter

The signed College P&T committee letter will appear here (will be submitted by the College of Science). In the first paragraph of the letter, the voting breakdown should be explained, including abstentions from voting and the reasons for abstaining. 
E. Dean Letter

The signed College of Science Dean letter will appear here (will be submitted by the College of Science). 

F. Rebuttal Response Letters (optional)
Rebuttal and response letter(s), if any, to the departmental P&T committee letter and/or the Department Head letter will appear here. Email these letters to the College P&T Coordinator (will be submitted by the College of Science). Rebuttal and response letter(s), if any, to the college P&T committee letter and/or the Dean letter are emailed to Sara Daly. The candidate will complete this if applicable. 
VIII. Promotion and Tenure Vita
A. Education and Employment Information

A1. Education











A2. Professional Experience








B. Teaching, Advising and Other Assignments
B1. Instructional Summary









B1.1 Credit Courses
B1.2 Non-Credit Courses and Workshops

B1.3 Curriculum Development

B1.4 Graduate and Undergraduate Students and Postdoctoral Trainees

B1.5 Team or Collaborative Efforts

B1.6 International Teaching
B2. Student (eSET/SLE) and Participant/Client Evaluation



Candidates should report their median scores, departments should confirm that the scores reported are correct. 
B3. Advising












B4. Other Assignments










C. Scholarship and Creative Activity
C1. Scholarly and Creative Activity







Departments should confirm that publications listed also include the candidate’s role. 

C1.1 Books and Book Chapters

C1.2 Refereed Journal Publications

C1.3 Peer-Reviewed Archival Conference Publications

C1.4 Other Peer-Reviewed Publications
C1.5 Papers Currently Under Peer Review or Accepted But Not Yet Published (state which)
C1.6 Other Publications 

C2. Professional Meetings, Symposia and Conferences





C2.1 Presentations to Professional Groups 

C2.2 Participation at Invitational Workshops 

C3. Grants and Contracts









Departments should confirm that the candidate’s share of the grant budget is reported. 
C4. Patents, Cultivars and Inventions








C5. Other Information 










D. Service 
D1. University Service










D2. Service to the Profession








D3. Service to the Public (Professionally Related)





D4. Service to the Public (Non-Professionally Related; optional)


D5. Impact












E. Awards
E1. National and International Awards






E2. State and Regional Awards









E3. University and Community Awards






IX. Letters of Evaluation
A. Log of Contacts with External Evaluators
Include a full accounting of solicitation attempts, including those who declined or never responded.

Include a paragraph description of each external reviewer that wrote an external letter, including why they were selected, and which list they were from. If any letters received from external evaluators were removed, an explanation of the decision needs to be included. 
B. Sample Letter Requesting Letter of Evaluation
The letter requesting external evaluation of the candidate will appear here. 
C. Letters of Evaluation
The signed letters of evaluation from external reviewers will appear here. Each external reviewer should be assigned a letter or number indicator and referred to in this manner, and the letters should be uploaded here in the appropriate alphabetical or numerical order. 
X. Other Letters, Materials and Addenda (optional)
Additional letters, materials, and addenda as appropriate will appear here. Put “none” if not applicable. 
Candidate will provide additional letters, materials and/or addenda as needed to the departmental Administrative Assistant and Department Head to be uploaded into Banner.
Addenda should be any corrections or additional material submitted to the dossier, with the dates included. 

Do not include supplemental materials with the dossier (such as copies of journal articles, sample exams, lecture slides, etc.). 
XI. Candidate’s Signed Statement
I have reviewed the open part of the dossier and find it to be complete and current.
Candidate signature and date
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