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Guidelines for Promotion and Tenure Portfolio Preparation 2024-2025 

July 19, 2024 update: Removed guidance on paper copies, as physical portfolios are no longer 
required by any college at NDSU.

NDSU Promotion and Tenure Portfolio Preparation Guidelines are based on NDSU Policy 352 Promotion, 
Tenure, and Evaluation (PTE) and serve as the official guidelines for the preparation of the portfolio to be 
submitted by the candidate applying for promotion and/or tenure. All PTE processes and recommendations on 
faculty promotion and tenure are to be in accordance with Policy 352. These Guidelines are not intended to 
substitute for Policy 352 or the College/Department PTE documents. Candidates are strongly encouraged to 
become familiar with Policy 352 and College/Department PTE documents. 

All candidate portfolios should be prepared following these guidelines which will be submitted to the 
Department Chair (or Head or School Director) for review at the departmental level using procedures 
developed by the department. Units should use the NDSU PTE Timeline as a guide for preparing Department/
College timeline for promotion and tenure evaluation (see page 9 of his guide, also available at             
https://www.ndsu.edu/facultyaffairs/pte/). 

THE PORTFOLIO 

The Portfolio should stand on its own merits. It should provide a complete and accurate record of the 
candidate's accomplishments in teaching, research, extension, and service with the following exceptions: 
in courses taught (G.1.), candidates with no prior service credit to list only courses taught at NDSU; 

and in university service (1.2), limit this to only committees at NDSU. Clearly define candidate's 

role in each endeavor, wherein the candidate is not the sole author, investigator, or inventor. 

Candidates applying for promotion to the rank of full professor more than eight years after the previous 
promotion may choose to be evaluated based on work completed in the eight years immediately prior to 
applying rather than on their entire post-promotion record. 

The portfolio should be submitted electronically (NDSU Policy 352.6.1 ). The candidate should consult 
with the respective Department Chair to obtain unit guidelines as to the format (electronic or hard copy) 
and number of copies to be submitted within the College, as well as any other information or 
documentation the College might require. The candidate is encouraged to keep a copy of the entire 
portfolio as submitted for personal records. The copy submitted to the Office of the Provost/Faculty 
Affairs will become a part of the official university record and will be kept in the College Dean's Office 
for placement in the Candidate's personnel file. 

The Portfolio is divided into two main parts: (1) Part I consists of information for which the candidate is 
responsible for providing and (2) Part II consists of information for which the Department Chair and 
College Dean are responsible for providing. In addition, the candidate should have available, if requested, 
a copy of, or parts thereof, supplemental materials, e.g., reprints, offprints, syllabi, or any other materials 
that illustrate the candidate's achievements in teaching, advising, research, extension, outreach, and 
service, and referred to in the Portfolio (see Table 1 ). 

As materials are added to the portfolio at each level of the review process, copies will be provided to the 
candidate (and the Department Chair, College Dean, and Chair of Department/College PTE Committee 
Chairs). The candidate will have 14 calendar days to provide a written response to each level of review 
and to any added materials. After the deadline for submission of the portfolio to the College Dean's 
Office, the information that may be added to the portfolio is limited to any materials requested by the 
evaluators. Candidates may petition the College Dean and College PTE committee to add additional 
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materials after the deadline. Specific instructions for preparing each section of the portfolio are as 
follows. 

Table 1. The Portfolio
Part I (submitted by candidate) 

Checklist, Routing and Added Materials Form 
A. Cover Page (page 1 of portfolio) I. Service
B. Table of Contents (page 2 of portfolio) J. Administrative Responsibilities
C. Position Description( s )/Special Agreements K. Awards and Honors
D. Academic Background L. Department and College Promotion and Tenure
E. Academic Experience/Employment History Criteria
F. Statement of Context and Accomplishments M. Annual Evaluations and Third Year Review Report
G. Teaching, Advising, and Curriculum Development N. Current Curriculum Vitae
H. Research, Creative, Scholarly, and Professional 0. Letters of Evaluation (requested by chair/head)

Activities
Part II (added by Department Chair, Dean, PTE Committee, etc.) 
P. Recommendations
Supplemental Materials (by candidate; submitted only upon request)
• Copies/examples of course syllabi/course materials • Letters of professional recognitions for
• Evaluations of teaching awards/honors
• Evaluations of research/creative activities and • Publications (articles, books, manuscripts)

service • Verifications of creative performances/exhibit

PART I 

Policy & Procedures Checklist for Portfolio Evaluation and Portfolio Routing and Added Materials 

Inventory. Use the forms available at https://www.ndsu.edu/facultyaffairs/pte/. Format found on pages 
12-14 of this guide. Reviewers/Candidates have the option to complete these forms via DocuSign.
Added Materials Inventory. At the time that any materials are added to the candidate's portfolio, copies
of the added materials must be sent to the candidate for review. The candidate shall have 14 calendar days
to respond in writing to the added materials. As materials are added, they must be listed on the Portfolio
Routing and Added Materials Inventory form with a description of the materials, who added them, and
the date.

A. Cover Page. Use standard cover page available at https://www.ndsu.edu/facultyaffairs/pte/. Format
prescribed and found on page 10 of this guide.

B. Table of Contents See example on page 11 of this guide.
All pages in the Portfolio must be numbered.

C. Position Description/Special Agreements
Include copies of:
1. Place copies of all NDSU job descriptions with dates since hire for tenure and/or promotion to

associate professor candidates. For promotion to full professor candidates provide only prior job
descriptions since last promotion at NDSU or copies of all job descriptions since hire for those
who have not gone through the promotion process. The current job description should specify all
stated work expectations (including percent of time expectations) and the teaching, advising,
research, outreach, extension, service, and administrative responsibilities agreed upon by the
candidate, the Department Chair and Dean, if appropriate.

2. Prior service agreements for the candidate on a tenure-track appointment (if applicable). For
faculty hired with tenure credit how prior work is considered must be specified in the
appointment letter (NDSU Policy 352, 3.5.2).

3. Previous consideration for promotion and/or tenure (if applicable).
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