	San Francisco Campus – School of Pharmacy
Checklist for use in preparing

Academic Personnel Packets for:

Lecturers
Submit materials in the order indicated. 


	Salaried Appointments
	Renewals
	Merits
	Without Salary Appts.

	I. Academic Review Addendum (Attachment A):  Includes certification statement signed by employee.  Submit original and 1 copy.
	X
	
	X
	X

	II. Summary Sheets: Signed by department chair and dated   Submit original and 3 copies, all in appropriate color.
	X
	
	X
	X

	III. Body of packet: Submit 3 assembled sets (original and 2 copies) of the following materials (A-E):
	
	
	
	

	A) Department Chair’s letter must include:
	X
	
	X
	X

	A full description/evaluation of teaching responsibilities and any other assigned duties and notice of faculty consultation
	
	
	
	

	B) Contract letter


	X
	X
	
	

	C) UC Biography Form
	X
	
	
	X

	D) Curriculum Vitae, with date prepared; must include:
	X
	
	X
	X

	Educational and employment history, with dates 
	
	
	
	

	E) Teaching Evaluations:  A total of 5 letters/evaluations from appropriate sources is suggested.
	X
	
	X
	X


	Required Documentation for Appointments of:
Regents Lecturers


	I. OLPPS Pre-Approval Form (1 copy)

	II. Summary Sheets 

Submit original and 2 copies.

	III. Body of Packet  

Submit 3 assembled sets (original and 2 copies) of the following materials:

	A) Department Chair's Letter

	B) Estimate of Expenses

	C) Curriculum Vitae
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