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RPT dossier assembly
Instructions
[image: ]NatSci RPT packages are a bookmarked PDF file (see figure) consisting of Form on Progress and Excellence (formerly form D) with integrated forms and tables required by NatSci and appended with additional documents required for multi-level review and evaluation. Once completed, it is to be printed into a single PDF file, bookmarked as in the figure at right, and sent to the college by December 1st (NatSci.RPT@msu.edu). The chair’s letter is to be simultaneously shared with the faculty candidate.
Dossier assembly
RECOMMENDATION AND SIGNATURE PAGE
	COVER PAGE. Candidate Information and Recommendation
	IA. Additional Information
· Signatures
· Committee votes
· External Reviewer Summary
II. SUMMARY INFORMATION 
	Summary Ratings of Scholarly Contributions by Chairperson/School Director
	Summary Statements
1. Summary Comments by Chairperson/School Director
Add “See Chair’s letter” if reporting summary statement in a separate letter.
2. Summary Statement by Dean
LETTER FROM DEPARTMENT CHAIR
· Letter of evaluation from the department Chairperson
Templates for Chair’s letters With RPT evaluation criteria can be downloaded from the NatSci Promotion website:
· Template for reappointment
· Template for promotion to associate professor with tenure
· Template for promotion to full professor
Do NOT include confidential information in the letter, as it is to be shared with the faculty applicant at the time of submission to the college. Instead attach a one-page confidential Addendum.
· Addendum from the Chairperson
Use to report confidential/sensitive information about the referee’s letters and unit’s votes. The addendum should also describe the composition and size of the faculty body voting on the applicant’s case, the number of faculty who voted for, against, abstained, or were absent in this vote, and any concerns raised during the discussion.
IIIA. INSTRUCTION 
(evaluation by Chairperson/School Director)

Nature, quantity, and quality of classroom instruction (formal responsibilities, summary of peer observations and student ratings provided below), research mentoring, and instructional/mentoring activities in informal settings.
If evaluation is provided in the letter, indicate so ( “see Chair’s letter”).

NATSCI TEACHING PORTFOLIO ASSESSMENT TOOL
(completed by Chairperson/School Director)

Append the NatSci Teaching Portfolio Assessment Tool with the evaluation of the candidate’s teaching portfolio. (Teaching portfolio should include representative course syllabi/assessments, examples of teaching excellence, and summary of contributions to teaching culture. It is NOT to be included in the dossier but may be requested by the college for review.)
IIIB. RESEARCH AND CREATIVE ACTIVITIES 
(evaluation by Chairperson/School Director)

Evidence-based evaluation of research activities and their impact on the discipline and scientific community at large. If evaluation is provided in the letter, indicate so ( “see Chair’s letter”).
IIIC. ACADEMIC SERVICE 
(evaluation by Chairperson/School Director)

Evidence-based evaluation of all aspects of service and leadership and their impact on the discipline and scientific community at large. If evaluation is provided in the letter, indicate so ( “see Chair’s letter”).

1. Service within the academic community
2. Service within the broader community
IIID. ADDITIONAL REPORTING 
(evaluation by Chairperson/School Director)

Reporting and evaluation of candidate’s special foci, as appropriate. Include evidence of impact on the discipline and scientific community at large. If this report is included in the Chair’s letter, indicate so ( “see Chair’s letter”).
IVA. INSTRUCTION 
(completed by faculty applicant)

1. Undergraduate and Graduate Credit Instruction
· “Number of sections taught”: Report instructional (formal classroom, discussion, laboratory) hours that the candidate was personally responsible for based on a standard 15-week semester. Example: For a course that meets 3 hours a week and for which the candidate was solely responsible, list 45. If responsibility was shared with two other instructors, list 15, etc.
· Do NOT report hours taught independently by teaching assistants, even if the candidate was course coordinator.
· “Number of students”: Students registered.
· Do NOT list reading, research, or guest lectures in this table. Report these activities as non-credit instruction or academic advising below, as appropriate. 
2. Non-Credit Instruction
3. Academic Advising
a. List of all advisees
b. Undergraduate advisees
c. Graduate advisees
4. List of Instructional Works
5. Other Evidence of Instructional Activity
NATSCI NUMERICAL STUDENT EVALUATION SUMMARY TABLES
(completed by unit)

Append SIRS and SPLS tables (available for download in the NatSci website). Comparable COMP scores are optional.
IVB. RESEARCH AND CREATIVE ACTIVITIES 
(completed by faculty applicant)

1. List of Research/Creative Works (full citation record with annotations[footnoteRef:2]) [2:  Peer-reviewed or refereed items (*), works with a significant outreach component (**), candidate’s trainees (e.g., undergraduate studentU, graduate studentG, postdocP), lead author (e.g., underlined or in bold), disciplinary context and/or explanations (e.g., authors in alphabetical order, candidate’s specific contributions and/or leadership in collaborations)
] 

2. Quantity of Research/Creative Works Produced
3. Number of Grants Received
4. Other Evidence of Research/Creative Activity (e.g., seminars, colloquia, invited papers, conference presentations; works/grants in progress or under review; patents; etc. – annotate peer-reviewed/refereed items1)
NATSCI FUNDED GRANTS
(completed by faculty applicant)

Append Funded grants table (available for download in the college website). Fill out all the information, including total amount awarded to the candidate, whether this amount includes direct or indirect costs, and candidate’s contributions/roles to proposals with a different PI. 
WORK-INTERRUPTION IMPACT STATEMENT 
(completed by faculty applicant)

New for 2026-2027!

Optional statement for reporting disruptions to research, teaching, and/or service activities due to federal actions and executive orders since the spring semester of 2025 (e.g., stop-work orders, grant cancellations, restricted access to federal databases, travel interruptions, reductions in programmatic funding, constraints due to heightened scrutiny on specific topics/areas). Candidates may also include their ideas/solutions to address these challenges, including mentoring or other support measures.
IVC. SERVICE 
(completed by faculty applicant)

1. Service within the academic community
a. Service to Scholarly and Professional Organizations
b. Service within the University
2. Service within the broader community
IVD. ADDITIONAL REPORTING 
(completed by faculty applicant)

1. Evidence of Other Scholarship
2. Integration across Multiple Mission Functions
3. Other Awards/Evidence
IVE. GRANT PROPOSALS 
(completed by faculty applicant)

Report ALL proposals submitted during the reporting period, whether they were funded, not funded, or are pending. The candidate may choose instead to attach a Proposal and Award report. ( See Job Aid for Form D – RA028 for proposal reporting, and Job Aid for Form D – RA026 for award reporting.)
REFLECTIVE ESSAY
(completed by faculty applicant)

Maximum 5 pages. NOT a narrative of the CV, but an evidence-based reflection of how accomplishments in research, teaching, and service represent excellence and how the candidate will build on these efforts to further develop their scholarship.
CURRICULUM VITAE
(completed by faculty applicant)

Full record of scholarship with sections listing:
· Education, appointments, and honors/awards.
· Research and creative works, showing at a minimum funded grants (with total $$ amounts and candidate’s $$ allocation), publications, and contributed and invited presentations.
· Instructional activities, including research mentoring (listing trainees supervised, career placement, awards received) and teaching (formal classroom instruction, student guidance committees, etc.).
· Service and leadership activities (internal at MSU, and external).
EXTERNAL REVIEW LETTERS
(solicited by chairperson, confidential)

Minimum of 4 and maximum of 6 letters from peers; at least two must be from the candidate’s list, but all can be from this list of recommendations. On letter head and signed. See MSU Faculty Handbook for specific requirements and guidance on how to solicit External Letters of Reference.
EXPLANATORY LETTERS 
(optional, solicited by chairperson) 

For individuals who work in smaller interdisciplinary research groups funded by shared external grants or in collaborative teams, NatSci allows for the inclusion of up to two Explanatory Letters. These letters are not evaluative. Accordingly, they do not provide promotion recommendations. Rather, they focus on contextualizing and/or clarifying unique contributions (e.g.,  technical expertise or intellectual leadership) of the candidate to collaborative efforts and their significance.  See additional information in the NatSci RPT Guidelines.
ANNUAL PERFORMANCE REVIEWS
(appended by the unit)

Copies of the annual performance review reports during the reporting period (since last personnel action (hiring, reappointment, or promotion).
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