
MITCHELL COLLEGE OF BUSINESS 
GUIDELINES FOR PROMOTION/TENURE PORTFOLIO PRESENTATIONS 

 
Each faculty member who is eligible for consideration for promotion and/or tenure shall 
prepare a portfolio for review by the department chair, department promotion and tenure 
committee, the College Promotion and Tenure Committee, the Dean, Provost and Senior Vice 
President for Academic Affairs, and the President.  
 
The portfolio should be submitted in a three-ring binder and should be organized by sections in 
the format that follows. Supporting documentation (i.e., books, photographs, etc.) should not 
be forwarded with the portfolio. Such documentation should be referenced in the appropriate 
sections of the portfolio and made available only upon request of the reviewers.  
 
The portfolio begins with a letter of request for consideration for promotion and/or tenure. The 
request is followed by the sections outlined below.  
 
Section I: Curriculum Vitae/Biographical Data  
 
A. Name  
B. Academic rank  
C. Date of Appointment to the current rank  
D. Educational credentials  

1. Baccalaureate degree earned, date conferred, granting institution, with area of 
specialization  

2. Masters degree earned, date conferred, granting institution, with area of specialization  
3. Doctorate degree earned, date conferred, granting institution, with area of specialization  

E. Professional designations and/or licenses  
F. Other credit-earning, higher education courses completed  
G. Other courses attended for professional development, including course title, date 

completed, and organization or institution conducting the course  
 
Section II: Teaching  
 
A. Teaching experience  

1. Undergraduate and graduate courses taught at USA  
2. Courses taught (credit and noncredit) for other institutions indicating title, academic 

level, and year taught  
3. Chronology of academic appointments at all institutions of higher learning, beginning 

with current academic appointment  
B. Teaching effectiveness--list appropriate indicators such as:  

1. Short statement of teaching philosophy and goals  
2. List of course syllabi you have developed  
3. List of representative handouts or supplementary materials you prepared for class 

distribution  
4. Innovative teaching methods you have devised  
5. Evidence of your contribution to building the library’s collection in your discipline  



6. List of audiovisual materials you have developed  
7. New courses or academic programs you have developed in the past five years  
8. Laboratory experience/experiments you have devised, revised, or utilized  
9. Academic advising assignments or activities  
10. Supervision of independent research  
11. Guest lecturer presentations  
12. Student evaluations  

 
Section III: Research and Professional Development  
 
A. Publications and manuscripts accepted for publication (include full bibliographic citations)  
B. Manuscripts submitted for publication (copies attached)  
C. Grants and contract awards; grant and contract submissions  
D. Research activities  
E. Paper presentations  
F. Concerts, recitals, design displays, performances, productions, etc.  
G. Participation in professional organizations; indicate office held, sessions chaired, type of 

organization (national, regional, state, local), and dates of service  
H. Activities as professional advisor, consultant, workshop leader, editor, etc.  
I. Honors and awards earned for professional publications, performances, etc.  
J. Participation in short courses, workshops, etc.  
 
Section IV: University Service  
 
A. Service on university-level committees, including Faculty Senate  
B. Service on college- and department-level committees  
C. Extracurricular activities (student organization advisor, counseling, etc.)  
D. University-related community services that involve field of expertise (advisory boards, expert 

testimony, career guidance, etc.)  
 
Section V: Recommendations  
 
This section contains recommendations from various reviewers (department chair, department 
and college promotion and tenure committees, and from the Dean to the Senior Vice President 
for Academic Affairs for forwarding to the President). Recommendations should include 
evaluative comments on the data contained in the portfolio, along with a positive or negative 
recommendation for promotion or tenure. 
 
  



PROMOTION PROCESS 

 

Annual performance evaluations provide continuing feedback each year. 

Each fall, all eligible faculty are notified of the promotion review process.  Candidates prepare a 
report describing instructional activities, intellectual contributions, and service activities for the 

relevant period. This report is submitted to the department chair by December 1. 

The candidate’s report is reviewed by department faculty holding the rank being considered 
and/or higher and the department chair.  The chair prepares a promotion recommendation 

that includes a statement on the consensus of the faculty. 

The candidate’s report and department recommendation are forwarded to the College 
Promotion Committee for review and recommendation in January. 

If recommendations are negative, 
the candidate is notified and given 
the option of withdrawing from the 
promotion review process. 

In March, the candidate’s report 
and recommendations are 
forwarded to the Provost and 
Senior Vice President for Academic 
Affairs for review. 

In May, the University President forwards a recommendation to the Board of Trustees for final 
approval. 

The candidate’s report and all recommendations are forwarded to the Dean for final review and 
recommendation. 

The Provost and Senior Vice President for Academic Affairs forwards a recommendation to the 
University President. 



 TENURE PROCESS 

 

Annual Performance Evaluations provide continuing feedback each year. 

Third-Year Pre-Tenure Review 
The faculty member prepares a formal report that is reviewed by the department’s 
tenured faculty, department chair, and College Tenure Committee. Feedback from 

this process is given to the candidate.  

If annual evaluations and third-year review 
continue to be negative, the department 
will recommend non-reappointment. 

Sixth-Year Tenure Review 
In the fall of the sixth year, the candidate prepares a report describing 

activities for the six-year period. This report is submitted to the 
department chair by December 1. 

Department’s Recommendation 
The candidate’s report is reviewed by the department’s tenured faculty 

and the chair, who prepares a tenure recommendation including a 
statement on the consensus of the department faculty. 

College Tenure Committee’s Recommendation 
The candidate’s report and department recommendations are 

forwarded to the College Tenure committee for review and 
recommendation in January. 

Dean’s Recommendation  
The candidate’s report and all recommendations are forwarded to the 

Dean for the final College review and recommendation. 

Provost & Senior Vice President for Academic Affairs’ Recommendation 
The candidate’s report and all recommendations are forwarded in March 

to the Senior Vice President for Academic Affairs for review and 
recommendation. 

President’s Recommendation 
The Senior Vice President for Academic Affairs forwards the 

candidate’s recommendation to the University President for final 
recommendation to the Board of Trustees. 

Board of Trustees’ Approval 
The President’s recommendation is forwarded to the Board of Trustees 

for final approval in May.  


