Step 2-4: Committees & Unit Administrator Complete Recommendation Memo

e FEach time the case is forwarded, the reviewers in the next step will be notified by email.
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e Scroll down to the “Required Items” section and complete the “Reappointment Committee
Recommendation.” Answer the question and click “Submit Form.”
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Consistent with Part IX of the Faculty Manual, this Committee met to consider the promotion of this candidate. After reviewing the candidate's materials, a majority of the Committee
(see below) that the candidate be reappointed
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e Then, forward the case by clicking on the “Send Case” button and choosing “Forward to.”
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e The committee manager/unit administrator will be prompted to enter an email subject and click
“Continue” to email the appropriate party in the next case step.

Send Case Forward X

Great job! You're sending the case forward to the next step, Unit Administrator Recommendation Memo. The
following reviewers will lose access to the case:

Unit Tenure Committee | T members

The following reviewers will gain access to the case:

Unit Administrator | 1 members

Send a message to the reviewers gaining access.

If recipients respond 1o this message, their response will come directly to your email inbox.
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Dear committee members,

This case is coming your way for review. You'll be able to see the documents and deadlines in Review, Promotion & Tenure when
you sign in

Best
Cara Gohn @
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Faculty180 does not automatically notify candidates when a recommendation is recorded. Please notify the candidate,
committee chair, and the unit administrator (if applicable) as required by the Faculty Manual. This notification must be
sent outside of Faculty180.




