LAS PROOFREADING PROCEDURES FOR P&T FILES
Effective AY 2009-2010, the College of Liberal Arts and Sciences will no longer provide comprehensive proofreading services for first drafts of promotion and tenure cases.  Executive officers, “typists,” and candidates for promotion and tenure will henceforth be responsible for ensuring that P&T dossiers are complete, correct and compliant with the University policy (see http://www.uic.edu/depts/oaa/pt.html).
The following checklist should be consulted before cases are submitted to the college: 
1. Include requisite signatures (executive officer(s), candidate).
2. Include vote counts, dates of votes, and explanations where required. 

3. Use correct font size: 10 or 12 point. Use Times New Roman or Arial for your text.
4. For text formatting, use tabs, not the space bar, and page breaks, not returns.

5. Include accurate contract history, including summer appointments and any leaves or rollbacks.  For faculty with joint appointments, include appointments in both units.  Please contact the College if you have any questions about this.

6. Be sure student counts, course titles, and numbers are consistent throughout the papers. 
7. Use correct chronological order: from oldest to most recent. 
8. Be sure that teaching evaluations from peers are consistent with departmental guidelines and bylaws.

9. List candidate's publications in appropriate categories and consistent format (e.g., refereed publications asterisked, articles distinguished from chapters) 

10. Use full bibliographic information (e.g., names of all authors; publisher name and location; publication date; and volume, issue and inclusive page numbers where appropriate). 

11. Give a current and up-to-date account of funding history with the amounts for all grants on which the candidate was/is a PI and Co-PI.  For the latter, the total amount and the amount controlled by the Co-PI must be listed.  If you have any questions about this, contact the college for corroboration of these figures. 
12. Include original, signed letters from the requisite number of external reviewers (5 to 8) who meet the standards established by University guidelines with respect to 
· rank  
· professional qualifications 
· position at an institution of equal rank with UIC  
· prior association with and/or knowledge of candidate 
· letterhead stationery (email is not acceptable)
13. Include sample letter of request to external reviewer.
14. Include a record of invitations to potential external reviewers extended and declined.

15. Include letters from collaborators, if applicable.
16. Include a letter from the executive officer of department in which candidate holds a courtesy appointment, if applicable.
17. Include the Mid-Probationary Review, if applicable.
18. Include candidate’s writing sample (submit electronically).

19. Do not scan the following pages:

· Cover sheet

· Summary of committee reviews

· Evaluation by Executive Officer

20. Correct pagination, starting with page 1 on cover sheet.  Page numbers should be centered on the bottom of each page.
Joint appointments:  Although committees deliberate separately, units should submit a single document.

· Add a line for the second executive officer’s endorsement

· Add a line for the second set of votes

· Include peer teaching evaluations from each unit

· Include both executive officers’ statements, with the home department first

If documents are to be delivered by a student, they should be in a sealed envelope.

