Checklist for Promotion Notebook
This checklist is intended to be used as a way to double check that all the information that needs to be in your promotion notebook is there. It is still your responsibility, however to double check everything in the event that something is missing from this list. 

Time Line
 FORMCHECKBOX 
 July 1-Nominations for promotion due to Promotion Committee (Program Leader)

 FORMCHECKBOX 
 July 15-Self nominations due to Promotion Committee

 FORMCHECKBOX 
 August 15-Candidates submit record to Program Leader

 FORMCHECKBOX 
 September 1-Program Leader requests evaluations and recommendations from                        Advisory Council; Professional Colleagues and Clientele

 FORMCHECKBOX 
 October 30-Program Leader Evaluation and Department Chair if appropriate

 FORMCHECKBOX 
 November 1-Completed notebooks due to Promotion Committee

 FORMCHECKBOX 
 Refer to policy for remainder of time line highlights.

Assembling your Promotion Notebook

 FORMCHECKBOX 
 Page 1-blank cover sheet

 FORMCHECKBOX 
 Page 2-Title page


 FORMCHECKBOX 
 Name 
 FORMCHECKBOX 
 Proposed rank 
 FORMCHECKBOX 
 Current rank with date of appointment
 FORMCHECKBOX 
 Current job title; years in present position; campus or county location

 FORMCHECKBOX 
 Page 3-Table of Contents

Section I


 FORMCHECKBOX 
 Resume-one page; includes education, experience and accomplishments

Section II


 FORMCHECKBOX 
 Generic job description


 FORMCHECKBOX 
 Addendum detailing the specific responsibilities of your position

Section III

 FORMCHECKBOX 
 Program Accomplishments-arrange chronologically beginning from employment or previous promotion date


For each accomplishment indicate: 
 FORMCHECKBOX 
 Evidence of the ability to apply needs assessment
 FORMCHECKBOX 
 Establishing program priorities
 FORMCHECKBOX 
 Marketing, implementing and evaluating educational program. 
 FORMCHECKBOX 
 If the accomplishment was a team effort be clear what your accomplishments were as part of the team effort.
 FORMCHECKBOX 
 Write program accomplishments as if the reader knew nothing about what you have done. Avoid jargon or technical terms that may not be familiar to most people.

 FORMCHECKBOX 
 Review Extension Educator Ranking Chart to see what the expectations are for each category and for each rank. The Promotion Committee refers to this chart when reviewing notebooks.

Section III A

 FORMCHECKBOX 
 Submit all plans of work since last promotion, with signatures. The committee is looking for individual plans of work showing your objectives and accomplishments. If you submit a county plan of work it should be clear what your objectives and accomplishments are based on the totals in the plan of work.

Section III B

 FORMCHECKBOX 
 Submit annual accomplishment reports since last promotion.


      See details
Section III C

 FORMCHECKBOX 
 List other major creative efforts from most important to least important. Give dates and how these relate to program goals.
Examples:

Creation of educational programs; slide tape shows; videotape series; published journal articles; feature stories; bulletins; proposals; software development; distance learning.

Section IV

Other Leadership Responsibilities and Achievements

 FORMCHECKBOX 
 List leadership responsibilities and achievements that support the total UNH Cooperative Extension organization. These should have an impact both internally and externally within and beyond one’s assigned discipline. COA roles are appropriate to note here. You may list committees and boards you have served on, but be clear what roles are true leadership roles.
Section V

Professional Competency and Development

 FORMCHECKBOX 
 List areas of subject matter specializations important to your position. Page included however you can develop a more extensive list.

 FORMCHECKBOX 
 Include all Annual Professional Plans and Summaries since last promotion,  

      with signatures.

Section VI

Administrative Forms


 FORMCHECKBOX 
 Nomination for consideration for Promotion

 FORMCHECKBOX 
 Program Leader Promotion Recommendations


 FORMCHECKBOX 
 Department Chair Recommendation if applicable


 FORMCHECKBOX 
 County Advisory Council recommendation if applicable

Section VII

Letters of Recommendation


 FORMCHECKBOX 
 Professional Colleague Letters-3 required


 FORMCHECKBOX 
 Clientele Letters of Recommendation-6 required

Please submit only required number of letters for each category.

Section VIII

Appendix


 FORMCHECKBOX 
 Table of contents listing all items

 FORMCHECKBOX 
 Cross reference each document to the specific section of your notebook where it is mentioned. Make the same note in the section that describes the effort.

Include only most relevant information, such as:



Printed programs for major efforts and team efforts



Workshop course outlines that you present and organize



Publications written or co-authored



Feature articles in magazines and newspapers authored by the candidate



Evaluation/impact data analysis
Examples of effective marketing


Don’t include:


Routine news releases, newsletters and photos

Certificates


Thank you or complimentary letters


One time program letters


Routine reports


Letters of meeting announcements


Letters of acceptance to school or transcripts
