[bookmark: _GoBack]Mid-Tenure Dossier Instructions
Mid-tenure dossiers are to be uploaded in umdrive.  Hard copy dossiers are no longer accepted.  The spring semester deadline is April 1st.  The fall semester deadline is November 1st.    
Accessing the umdrive folders
1. Open the Internet Explorer browser.
2. Copy and paste https://umdrive.memphis.edu/g-cas-midtenure  into the address line.
3. Click on Open Web View.
4. Log in with your uuid and password (same as you do for email).
5. Applicants will have access to their own folders.  Department committee members will have access to all folders for their department.
6. To make accessing the folders easier in the future, create a bookmark by clicking on ‘Bookmarks’ in the gray bar near the top of the screen.
The Review Process
1. The applicant uploads the appropriate documents to the applicant folder. Access will be given in late January and will be stopped according to departmental guidelines (usually in March). Individuals will be sent an email notifying them when their folders have been created and they have been given access.  Follow the table of contents included in this document.  Be sure to use the numbering system when saving documents.  This will make the documents appear in the correct order.  
2. The applicant notifies the department chair and department T&P committee chair that the dossier is ready for review. Committee chair notifies CAS (Susan Fitzgerald) so that individual access is stopped and department access is initiated.
3. The department T&P committee reviews the applicant documents.
4. The department T&P committee chair uploads 5.3 Mid-Tenure Evaluation Statement by Department.   Be sure to use the numbering system when saving documents.  This will make the documents appear in the correct order. PDF format is recommended. 
5. The department T&P committee chair notifies the department chair that the Department 
Committee Mid-Tenure Statement is ready for review.
6. The department chair reviews the materials and uploads 5.4 Mid-Tenure Evaluation Statement by Chair.  Be sure to use the numbering system when saving documents.  This will make the documents appear in the correct order.  PDF format is recommended.
7. The department chair meets with the applicant to discuss the dossier. 
8. The department chair notifies the dean’s office that the department has completed the process.  
9. The dean’s office contacts the applicant and schedules a meeting with the applicant.
Additional Resources
1) Annual Evaluations are archived on the College website at http://www.memphis.edu/cas/faculty_resources.htm.  Scroll down to the ‘Evaluations’ section.  

2) Tenure and Promotion forms are available on the College website at http://www.memphis.edu/cas/cas_ten_prom_forms.htm. 
· Appointment History Form 
· CV Cover Sheet 
· SETE Summary Form 
3) SETE reports are available on the Provost’s website at http://www.memphis.edu/sete/index.php.

4) Your University CV is available on the Provost’s website at http://www.memphis.edu/facres/cv.php.  You must use the University CV format.

File Extensions
Umdrive will accept files saved with a wide variety of extensions.  However some file extensions work better than others for reviewers. 
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