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Education, Employment, Honors & Awards, Service are all to be in reverse chronological – that is the newest to the oldest. Publications, Presentations and Grants are all in chronological order with oldest to newest.

In the service section when you have been a reviewer of publications it is helpful to include the number of articles reviewed. If it was a large curriculum you may even want to include the number of pages. Some measure of the amount of information reviewed.

Put this statement at the end of the Service Section
This candidate is a faculty member of Arizona Cooperative Extension, college of Agriculture and Life Sciences, whose primary responsibility is outreach educational programs. These outreach programs are presented in Section 7.

Publications:
Under the refereed section put refereed journal articles.
The electronic publications section is meant for refereed online journals, not publications that are available online.

Place an * to left of title of any publication substantially based on work done as a graduate student.

All publications and presentations need to be properly and consistently cited. Most common citation styles are Chicago, APA, or MLA. Choose one and consistently use it throughout. Do not assume you know how to cite a specific resource. Use software to format or look each resource type up in a style guide. Consistency is more important in bibliographic style than the style itself.

A good resource is 
http://www.library.arizona.edu/search/reference/citation.html#software
Includes links to software sites to use for help in creating citations.

If Peer Reviewed, add peer reviewed to the end and then also include your percent credit at the end.
As with the Cooperative Extension guidelines for printed materials, you may use the Chicago (Author Date System),
APA, or MLA style of citations. Consistency is more important in bibliographic style than the style itself.

Examples Journal article – 3 authors 

APA Style 
Author's last name, First and Second Initial., Author’s last name, First and Second Initial., & Author’s last name, First and Second Initial. (Year). Article title. Journal title, volume number (issue number*), page 

Chicago Style
Author's last name, First name, Author's First name and Last name, and Author's First name and Last name. "Title of the Article." Journal Title italics Volume number, no. issue number (Month or season (if given) Year): page numbers.

MLA Style
Author's last name, First name and Initial, Author's first and last name, and Author's first and last name. "Title of the article." Journal title in italics Volume number. Issue number (date): Article page numbers. Print.
It is useful to number each type of publications.

What to do with Conference Proceedings – Abstracts – Presentations

Conference Proceedings
Use this heading when you have a paper published as part of a professional association meeting or conference that is published as part of the conference proceedings.

(Note - Change in Recommendation) Abstract and Presentations for the same item. Only list once with abstracts, then bold the presenter(s). Then in scholarly presentations include a note referring to abstracts.

Abstract – a brief description of your work to be presented. Only include abstracts that have been peer reviewed. Use the following heading and description. 

Abstracts – All abstracts were submitted and peer reviewed. (Note: for each of the abstracts listed below a scholarly presentation was given at a professional meeting. Author in BOLD indicates presenter.)

Scholarly Presentations (Note: Also See Abstracts Above)


The “Work in Progress” is not a place to identify current activities or projects. It is a place to identify writing or similar output not yet accepted for publication. Something that has been ‘submitted’.

“Community Presentations” should be those presentations that are not a part of your planned Extension Educational Programs. Program presentations should be included in the Outreach section as part of program implementation.

Grants and contracts should be clearly designated as to the candidate’s participation... a table with funding level and agency, duration, candidate’s participation, etc., could usefully display the information

Grants and Contracts Example

	
Title/Year
Initiated
	

Role
	
Source/Funding Agency
	

Year
	% Effort/
Time Committed
	%
Budget
	

Amount

	Federal

	My Favorite Grant
	Collaborator
	United States Department of Agriculture

	2012-2013
2011-2012
2010-2011
	3%
3%
3%
	15%
15%
15%
	$200,000
$150,000
$150,000

	Greatest Extension Program
	PI
	United States Department of Agriculture

	2012-2013
2011-2012
2010-2011
	5%
5%
5%
	75%
75%
75%
	$800,000
$600,000
$600,000

	State

	Extension Programs for AZ
	Co-PI
	State of Arizona
	2012
	1%
	 50%
	$  12,400

	TOTAL FUNDED
	$2,500,000

	TOTAL DIRECTED TO MY PROGRAM (% Budget)
	$1,581,200



Total Gifts and In-Kind Separately, Include value of volunteers with in-kind

Make sure your role and responsibility in collaborative efforts is clear throughout your packet.
Definitions for roles with grants can be found at http://www.sps.arizona.edu/documents/departmentheadguide.pdf
Principal Investigator
The principal investigator of a sponsored project is the individual who bears primary responsibility for technical compliance, completion of programmatic work, fiscal stewardship of sponsored funds, and compliance with administrative requirements of the project. Department heads or directors determine eligibility for those who may serve as principal investigator within their departments or units, consistent with the eligibility requirements of the sponsor. Considerations include, but are not limited to: type of appointment, level of education, technical competence in the field of study, and time availability.

For obvious reasons, the percent effort devoted to the proposed project must be greater than 0%. The department head agrees to adjust the investigator’s workload, if necessary, if the project is awarded. The academic unit must have a mechanism in place to ensure that an investigator is not committed over 100%. 

Signature on the Proposal Routing Sheet for the Principal Investigator may not be delegated.

Co-Investigators
Co-investigators share responsibility with the Principal Investigator for technical compliance, completion of programmatic work, fiscal stewardship of sponsored funds, and compliance with administrative requirements of the project. The same considerations for Principal Investigator apply to Co-Investigators. Signature on the Proposal Routing Sheet for the Co-Investigators may not be delegated.

Collaborators
Collaborators are University or non-University faculty, assuming responsibility for a narrowly-defined task of the project. Collaborators are not responsible for the programmatic aspects of the project as a whole. Level of effort is not reported on the application. The sponsor may require a signed “Letter of Collaboration” to be submitted with the application. Collaborators’ signatures are not required on the Proposal Routing Sheet.


Use the following format for the list of collaborators.


	LIST OF COLLABORATORS
(last five years)

	
	
Name:  Candidate Name

	
	Instructions:
· List alphabetically – with last name first -- the full names of the following individuals:
- All co-authors on publications within the past five years, including pending publications and submissions
- All collaborators on projects within the past five years, including current and planned collaborations
- All thesis or postdoctoral advisees/advisors
- All persons in your field with whom you have had a consulting/financial arrangement/other conflict-of-interest in the past five years
· Indicate the person’s relationship to you (Co-Author, Collaborator, etc) with an “x”.  

Additional pages may be used as necessary.

Note:  Other individuals working in the applicant's specific area are not in conflict of interest with the applicant unless those individuals fall within one of the listed categories.
	

	
	
	
	
	
	

	Name
	Institution/Organization
	Co-Author
	Collaborator
	Advisees/
Advisors
	Other – Specify Nature

	Glenn, Joe
	
	X
	
	
	

	Murphy, Kim
	Note: this column is new
	X
	
	
	

	Smith, Samantha
	
	X
	
	X
	

	
	
	
	
	
	








Your signature should appear at the end of your candidate statement with the following statement: 
Sections 4 and 5 are true and accurate statements of my activities and accomplishments. I understand that misrepresentation in securing continuing status and promotion may lead to dismissal or suspension under ABOR Policy 6-301 I.2.b.
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