DOCUMENTATION CHECKLIST for LIBRARIAN SERIES

	Date Prepared: 
	     

	
	

	Name:  
	     
	Department:
	     

	
	

	Present rank (not applicable for new appointments): 
	     
	Salary Point:
	     

	
	

	Proposed rank: 
	     
	Salary Point: 
	     

	
	

	Does this review involve career status?
	 FORMCHECKBOX 
 yes
	 FORMCHECKBOX 
 no
	

	
	
	

	Period of review:  
	       -       

	
	

	Proposed effective date of action: 
	     


CHECKLIST: (Each item must be checked, "X" or a check mark indicates documentation included. "0" indicates that the documentation is not included.)


 FORMCHECKBOX 

Review Initiator's evaluation and recommendation 

(signed by candidate, review initiator and department head)

 FORMCHECKBOX 

Self-evaluation of Candidate (signed by candidate)
 FORMCHECKBOX 
 
Extramural Letters (not required for standard merit cases)
 FORMCHECKBOX 

Updated CV or Biography (Form 1501 preferred)
 FORMCHECKBOX 

Publications
 FORMCHECKBOX 

Certification Statement

Other Information:
(if not included in above mentioned items)


 FORMCHECKBOX 

Explanation of Urgency



 FORMCHECKBOX 

Explanation of Lateness



 FORMCHECKBOX 

If acceleration is recommended, state justification
	The Documentation Checklist is designed to assist in assembling appropriate documentation for cases involving merit increases, promotions and career status which are subject to review by Peer Review Committees.

A Documentation Checklist must accompany each case or the case will be returned to the department/unit.

Cases involving appointments split between two or more units require a Documentation Checklist from each unit.  The Home Department is usually responsible for supplying the biography and publications.




*X = Submitted with this case

APO 10/18
 0 = Not included (the reason will be explained by the Librarian under review.)


