
USCSOM-C Basic Science Professional-Track Faculty Promotion File 
Chair’s Checklist 

Academic Year 2025- 2026 

Chair’s Primary File: 

� Candidate’s primary file (see Candidate’s Checklist). Ensure it contains, in order: title page, 
entire unit criteria document (Unit Criteria), current CV, personal statement, and teaching 
materials. 

� List of external reviewers – template enclosed 
� Sample Letter to external reviewers - please include in generic letter format vs. email 
� 5 independent external review letters completed  (solicited by the Department Chair)  

• Persons who have authored publications, collaborated on research, or been colleagues 
or advisors of the applicant should be excluded from consideration as outside 
evaluators. 

• Referees should be provided with the following information: 
(a) a copy of the Professional-Track (Non-Tenure-Track) guidelines 
(b) the candidate’s most current curriculum vitae  
(c) other materials evidencing the candidate’s research/teaching/clinical aptitude as 
is appropriate for the given promotion 

� Chair’s recommendation letter which should include the distribution of time and effort in 
Teaching, Research/Scholarly Activity, and Service/Patient Care 

Chair’s Supplemental file (separate from primary file): 

CVs of external reviewers 
Representative publications in which clickable links are not available (optional) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

See Below for Documents to be Included in the File as well as  
PDF Bookmark Order 

 
  

https://sc.edu/about/offices_and_divisions/provost/docs/professional_track/unit_criteria/somc_basic_science_0614_2017.pdf


 
Bookmarks to be Included in the Chair’s Primary File 

 
The chair’s primary promotions file must be emailed in a single, bookmarked PDF to Lori Anna 
Davis  (lorianna.davis@uscmed.sc.edu), and the unit committee chair 
(britt.wilson@uscmed.sc.edu) by February 15.   

 
Title Page 

Unit Criteria (insert entire document in the file) 
Curriculum Vitae 

Personal Statement 
Teaching Material 

List of External Reviewers 
Sample Letter to External Reviewers 

Letter Reviewer #1 
Letter Reviewer #2 
Letter Reviewer #3 
Letter Reviewer #4 
Letter Reviewer #5 

Chair’s Letter 
 

 
Bookmarks to be Included in the Chair’s 

Supplemental File 
 

The chair’s supplemental file should be emailed in a single, bookmarked PDF to the same 
individuals by the same date. 

 
CV External Reviewer #1 
CV External Reviewer #2 
CV External Reviewer #3 
CV External Reviewer #4 
CV External Reviewer #5 

Candidate’s Supplemental File (if applicable) 
 
 

mailto:lorianna.davis@uscmed.sc.edu
mailto:britt.wilson@uscmed.sc.edu


 

 
 

 

 

List of External Reviewers for Dr. _________ 
 

 

1. Name 
Other additional information (i.e. title, employer, et cetera) 
Contact Information 
 
 

2. Name 
Other additional information (i.e. title, employer, et cetera) 
Contact Information 
 
 

3. Name 
Other additional information (i.e. title, employer, et cetera) 
Contact Information 
 
 

 


	List of External Reviewers for Dr. _________

