CHECK LIST 

FOR 

INSTRUCTIONAL STAFF FORM (ISF)

ISF must be filled out completely.

· Verify candidate’s title.
· Make sure the salary is correct.
· Effective dates are:  New appointments: 9/1 or 2/1, Promotion: 1/1, Tenure: 9/1
· Verify expected tenure date for faculty who are non-tenured.
CHECK LIST FOR CURRICULUM VITAES (CV)

Candidate’s C.V. should follow the CUNY Format.

Note: All categories listed must be shown: Indicate “none” where appropriate.

· Candidate’s name should appear on the far left hand side of each page.

· Page numbers should appear on the far right hand side of each page, starting with page 2.  Note:  The ISF is page one.

· All headings and subheadings must appear on all pages. Indicate “Continued” where necessary.

· If candidate has not completed his/her Ph.D., he/she must add the expected date of completion, i.e., Expected May 2006.

· All categories must list the more recent entries first.

· All “in press” or “forthcoming” publications must have a letter of acceptance in file.  Must be requested by each candidate.

· If publication is co-authored, all authors must be listed as they appear in the publication.

· Check cvs for any missing information, such as: dates, page numbers on publications, dollar amounts on grants, course numbers and titles, etc.

· All cvs must be signed and dated by candidate and by the chairperson.

· Chair’s Report must be more than one paragraph, signed and dated.

· Student/Faculty Evaluations must be attached to each cv, after the chair’s report.  A new candidate must submit Evaluations from the other institution(s).

NOTE: AN UPDATED VITA IN CUNY FORMAT IS REQUIRED FOR EVERY ACTION.

