Required Documentation for secondary appointments

if primary is outside of the School of Medicine, but within the University System:

All Ranks, non-tenure track, volunteer

**Use the following checklists before and as you collect the materials for this appointment**



Process Checklist:

· Ensure all signatures are original, preferably in blue ink, on the primary Department and secondary Department Chair letters, CV Verification Form, and Volunteer FAIS.  

· The candidate’s legal name (i.e., name that appears on the eUMB Employee Action Form) and degree must be consistent throughout (Chair letters, CV, CV Verification Form, and Volunteer FAIS).
· Effective date must be consistent throughout (Chair letters, Volunteer FAIS).  A retroactive effective date will not be processed.  Contact the OAA before submitting the packet if this is a concern.  
· The CV date should be no earlier than 90 days prior to the date the appointment packet is submitted to the OAA.

· The CV Verification form must be dated on or after the date on the CV.
· Assuming packet is complete and does not need any revisions, faculty appointments at the rank of Associate Professor and Professor may take 2 to 4 months to complete, as they need to be reviewed by the OAA, Executive Committee, School of Medicine Council, and Dean. Do not forward an electronic copy of the candidate’s CV until it is requested by the OAA. 
· Assuming packet is complete and does not need any revisions, faculty appointments at the rank of Assistant Professor may take 1 to 2 months to complete, as they need to be reviewed by the OAA, School of Medicine Council, and Dean.

· Assuming packet is complete and does not need any revisions, faculty appointments at the rank of Instructor and Research Associate may take 2 to 4 weeks to complete, as they need to be reviewed by the OAA and Dean.


Required Document & Quality Checklist

	
	DOCUMENT
	ORIGINAL IN

BLUE FOLDER

	· 
	Secondary Department Chair’s Recommendation Letter
	YES


First Paragraph

· Include: 

· Legal name and degree

· Proposed title (equal to or lower than the faculty member’s rank in her/his primary department)

· Proposed tenure status (i.e., non-tenure track)

· Official SOM department name

· Division, Program, Center and/or Institute (if applicable)

· Pay status (i.e., volunteer)

· Effective date

· Exclude age.

Subsequent Paragraph(s)
· State what the expectations are for the candidate in the secondary department.
	
	DOCUMENT
	ORIGINAL IN

BLUE FOLDER

	· 
	Primary Department Chair’s Recommendation Letter
	YES


· Ensure that Chair of the primary department acknowledges that the candidate will hold a faculty appointment within the School of Medicine.

· Ensure that Chair of the primary department acknowledges that the candidate will have responsibilities within the School of Medicine.

	
	DOCUMENT
	ORIGINAL IN

BLUE FOLDER

	· 
	CV Verification Form
	YES

	· 
	Curriculum Vita
	YES


· Ensure that CV is in UMSOM format.

· CV date should be no earlier than 90 days prior to the date the appointment packet is submitted to the OAA.

· Have candidate sign and date the CV Verification Form, preferably in blue ink.  Stamped or electronic signatures will not be accepted.
· Ensure that the date on the CV Verification Form is dated on or after the date on the CV.

	
	DOCUMENT
	ORIGINAL IN

BLUE FOLDER

	· 
	Volunteer Faculty Appointment Information Sheet (VFAIS)
	YES


· Ensure the title and start date on the VFAIS are consistent with the secondary Department Chair’s recommendation letter.

· Include an end date since the primary appointment is outside the SOM.

· Include ‘(secondary)’ immediately following the rank. Ex:  Professor (secondary)
· Have the secondary Department Chair sign the VFAIS. 

	
	DOCUMENT
	ORIGINAL IN

BLUE FOLDER

	· 
	SOM Demographic and Contact Information Form
	YES


· Ask the candidate to complete the form.

· Include the candidate’s email address and campus mail address for UMB/SOM.  If campus mail address is unknown, please indicate the department APT contact’s address.
FINAL REMINDERS:
· Label a standard Blue, 2-pocket folder with the Candidate's Name, Degree, Proposed Rank, Tenure Status and Department.

· Put all documents in the blue folder in the same order as listed on this checklist, and use paperclips instead of staples on all documents.
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