PROMOTIONS MATERIALS CHECKLIST for



*PROMOTION or NEW APPOINTMENT to PROFESSOR:






       _______________________________________________

(candidate)

Credentialing Officer _____________________________Tel ______​​​​__________ Fax ______​​​​______
Please complete the appropriate section and send this sheet with all materials.  

Incomplete packets will not be accepted.

The following materials are required for

*PROMOTION or NEW APPOINTMENT to PROFESSOR:

_____
1. 
Original Transmittal Sheet, available on the internet at 



http://www.hopkinsmedicine.org/som/RoForms/Faculty.html
_____
2.
Original Letter of Recommendation from Department Director

_____
3.
Original CV/Bibliography (one-sided version); in required CV format, available on the 


internet at http://www.insidehopkinsmedicine.org/professorialpromotions/appendixv.cfm 



OR  http://www.jhu.edu/news_info/reports/ppc/append5.html
_____
4.
Four copies - List of Referees [maximum 10 referees of which no more than 3 should be 


Hopkins faculty (ideally fewer than 3)]; please include full name, title, current institution, 


full mailing address including building and room numbers, office telephone and fax 


numbers, and email.  (Please give referee information in simple list format: do not use 


special formatting or spacing or put information into charts.)

_____
5.
Email or CD/Diskette copy of Letter of Recommendation, CV, List of Referees, Citation 

Report, Educator’s Portfolio (please provide these in either Word or WordPerfect, please NO PDFs). 
It is preferred that you email these documents to  kparkent@jhmi.edu  instead of providing a diskette.  Be sure you 
get a confirmation email in return that the items have been received.

_____
6.
30 sets stapled, Letter of Recommendation and CV/Bibliography, (provide 2-sided copies;


NO paper clips, please. Also, please copy so that CV starts on its own first page.)

_____
7.
20 copies of the Citation Report, stapled, 2-sided copies

_____
8.
4 sets of 2 to 4 recent reprints, clipped in sets

_____
9.
1 Affirmative Action Report for new appointments; not applicable for promotions
_____
10.
If you are including an Educator’s Portfolio, please send 4 double-sided copies, (preferably 

in stapled or clipped sets instead of binders); do not duplicate the CV in the portfolio; also include the electronic version in step 5 above
*PPC Coordinator, Karen L. Parkent, Office of the Dean/CEO, SOM 100, tel 410-955-3180; kparkent@jhmi.edu   









Required Materials, REVISED, as of 1/11
PROMOTIONS MATERIALS CHECKLIST for



*PROMOTION or NEW APPOINTMENT to ASSOCIATE PROFESSOR:






_______________________________________________

     (candidate)

Credentialing Officer _____________________________Tel ______​​​​__________ Fax  ______​​​​_______ 
Please complete the appropriate section and send this sheet with all materials.  

Incomplete packets will not be accepted.

The following materials are required for

*PROMOTION or NEW APPOINTMENT to ASSOCIATE PROFESSOR:

_____
1. 
Original Transmittal Sheet, available on the internet at 



http://www.hopkinsmedicine.org/som/RoForms/Faculty.html
_____
2.
A copy of the Nomination Manager PDF signed by the Department Director and the candidate, 
https://previewapp.applyyourself.com/AYApplicantLogin/ApplicantConnectLogin.asp?id=JHU-APPC 
_____
3.
Original Letter of Recommendation from Department Director

_____
4.
Original CV/Bibliography (one-sided version); in required CV format, available on the 


internet at http://www.insidehopkinsmedicine.org/professorial promotions/appendixv.cfm 

_____   5.
Two copies - List of Referees [approximately 12 - 15 referees: at least 6 referees must be “true outside referees” (those not participating in training, collaborations, etc); also include 2-3 internal referees; please include full name, title, current institution, full mailing address including building and room numbers, phone and fax numbers, and email.]
_____
6.
20 sets stapled, Letter of Recommendation and CV/Bibliography, (Provide 2-sided copies. 


NO paper clips, please. Do NOT include the transmittal sheet in these copies)

_____
7.
Email or CD copy (in word format) of Letter of Recommendation, CV, and referee list
_____
8.
1 set of 2 to 4 recent reprints

_____
9.
1 Affirmative Action Report for new appointments; not applicable for promotions

*APPC Coordinator, Cindy Delinski, Office of the Dean/CEO, SOM 100, tel 410-955-3180; cdelins1@jhmi.edu

Required Materials, REVISED, as of 1/11
