MEMORANDUM


TO:
Professor being reviewed


FROM:
Reviewer


DATE:



RE:
Your review

As you know, I am the reviewer for your [type of review].  

As I begin collecting material for your review, I will need the following items, as described in the Faculty Handbook, section 2.2.1.4a.  I will not need your personal statement until [later date], but it would be helpful to have the other items as soon as possible, but no later than [date].
1. a current curriculum vitae; 

2. personal statement (self-assessment essay and faith-learning portfolio as described in section 2.2.1.3 e) ); 

3. course evaluations for all courses taught during the previous two years, or the results of alternative means of evaluation previously approved by the Provost and the Personnel Committee; 

4. the schedule and class rosters for each current course; 

5. a list of at least 8 students for potential interviews; 

6. a list of faculty, staff, and administrators for potential interviews; 

7. a list of external references to be contacted (required of candidates for promotion to full professor, optional in other reviews).  Please have these people send their submissions to me by email or regular mail.
I look forward to working with you,

