Promotion to Associate Professor with Tenure
When you receive the departmental copy of the letter from the Provost’s office saying that the Board of Trustees has approved the promotion, please forward a PD7 to the Dean’s Office.  This usually occurs at the April Board meeting.

Follow the General Guidelines to Appointment & Reappointment PD7’s with particular attention to the following items:
•
Complete item #13:   The comment will be to Promote to Associate Professor with Tenure, with the effective date, 08/01/20XX.
•
Complete item #14:
The Position number and the “Source (Budget Subhead)” will be the same as on the previous (Appointment or Reappointment) PD7.  Refer to the most recent salary letter for the annual salary amount.   Salary does not change on this PD7.  The FTE will be 1.  
•
Item #15 “Plus Salary Increase:” should be checked.
•
Complete section 1:  Check boxes for Promotion and change in Rank.

Insert Effective Date.   Promotions begin on August 1 of the current year. 

Work End Date:  leave this field blank.


Most permanent employees work 9 months paid in 12 installments.  Some may work 10 or 12 months paid in 12 installments.


Rank Recommended will be Associate Professor with Tenure.
•
Complete section 4:
 Select “Other” from drop-down box:  Insert “ongoing/tenured” in this field.
