Checklist of Required Documents for Appointments and Promotions Processes at
Boston University Medical Campus for Initial Appointment or Promotion
FACULTY APPOINTMENT or PROMOTION
For: (insert candidate’s name here)


Boston University Cover Page

Chair’s Cover Letter


Offer Letter with term dates (initial appointments only)

Candidate’s Summary of Teaching and Service Responsibilities in narrative format

Evaluator List – list and separate BU Faculty from Other University Faculty in alphabetical 
order 


Evaluation Letters – arrange each in alphabetical order as they are listed in Evaluator List 

One copy of the solicitation letter sent to the evaluators 


BU CV 

Affirmative Action documentation (initial appointments only, and applicable to candidates paid by BU, i.e. not volunteers)

BUID number

Once complete, please forward the original package to the Office of the Dean.  
The forms above were completed and compiled by:
Completed By: _______________________________
Date Completed: ________________________

Contact Number: _____________________________           Email:__________________________________
