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Step-by-Step Guide for Administrators
Requesting an External Evaluation Letter Outside of Interfolio

All information regarding the policies and procedures of the External Evaluation process can be
found in the “Internal Sections” area in each Interfolio case by scrolling past all of the Candidate
Packet sections:

Internal Sections
These pections see available to commities members reviewing e case and canncd be viewed by the candidate Please note that some materish sdded to internal sections can
b shied with the candicibe by b5 SFMrsSirascy OF OOl Mgt

» External Evaluations: General Instructions Edel

» Ewternal Evaluations: Materials Provided to External Reviewars E
» Bwternal Evaluations: Template Letter E
» External Evaluations: Log of Cormmundcations E
» BEnternal Evaluations: Method of Selection and Qualifications [E:
» External Evaluations Request Evaluation 1 [ Ak File ]

Please review these instructions before requesting evaluations.

e These instructions can be accessed on the resources page if you want to review them
before logging into Interfolio (https://tiny.utk.edu/interfolio).

e Note that you can solicit external evaluation letters outside of Interfolio. Just be sure to
provide all the additional required documentation about these transactions.

e Instructions about soliciting letters outside of Interfolio are included in the resource
document referenced above.


https://provost.utk.edu/tenure-promotion-unit-head-resources/
https://tiny.utk.edu/interfolio
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Important! Required: Log of Communication

Keep in mind! When soliciting external evaluations outside of Interfolio, you will be REQUIRED
to maintain a log of communication. The instructions for completing this are as shown in
Interfolio below:

v External Evaluations: Log of Communications [ Edn || asarie |
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An example log can be found here.

Requesting External Evaluations
Once a list of potential external evaluators has been compiled, the department head, dean, or
designate can reach out to the potential evaluators to request that they submit an evaluation.

A template letter can be found at this link as well as at the link in the corresponding section in
Interfolio. This template can be copied and pasted into the email sent to the potential external
evaluators.

Please be mindful of customizing the appropriate highlighted parts of the template.

If this template is used, the following section titled “Uploading a Template Letter” is not
applicable to you.

Uploading a Template Letter (Only applicable to those who do not use the UTK template
letter)

If you DO NOT use the UTK template linked above, you will need to upload a copy of the letter
that was used to the External Evaluation: Template Letter section boxed in orange below.


https://provost.utk.edu/wp-content/uploads/sites/10/2020/11/Log-of-External-Letters-of-Assessment_5.13.21-1.pdf
https://provost.utk.edu/wp-content/uploads/sites/10/2021/05/template_external_reviewer_promotenure-3.docx
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Internal Sections
These sections ae avaslable o commttes memibers reviewing The case and cannct be viewed by the candidate. Please note a1 some maberials ackded bo intemal sections can
B shaedd wrth the Candigdiite by’ BN SSrmaraFIraser O COMMm i muardger

3 External Evaluations: General Instructions
> External Evaluations: Materials Provided to External Reviewers
> External Evaluations: Template Letter I
3 External Evaluations: Lag of Communications
> External Evaluations: Method of Selection and Qualifications =23

> Extornal Evaluations [ mequest vatuation | [ acd Fite |

To add a file containing the template that you used, select “Add File” boxed in orange below.

Note that the “Add File” button can be accessed with or without expanding the section by
clicking the blue “>” button.

w  Exteérnal Evaluations: Template Letter m [

The template lether can be found at this link. You can copy and paste it into the email request you send Trom the interfolio interiace
You are encouraged to use the template letier when requesting reviews. If you use the provided template, you do not need to do anything in this section

& If you use pour cwn lether and do mot w52 Interfolio 1o solich extemial reviews, then you ane REQUIRED to upload a copy of this kefler in this section
= |1 o use your cvn bether and sclich extemad reviews Wi irierTolo, then you do ot need o upload 8 copy of your ketier since (f will b capbuned in the log

Batesials

Ma fikes hayve been sdded o This section.

You will receive a pop-up that is pictured below. Within that pop-up, you will select “Browse to
Upload,” boxed in orange below, to view files saved on your device or from another storage
location to which you have access.
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Add File X

oy + 35

Drag & Drop your files anywhere or

| Browse To Upload

Upload Video Webpage

Select the appropriate file and select “Open” to continue upload. As an example, a successful
upload will look like this:

Add File X

Add New File Previous Reviews
Upload Video Webpage

Name

Interfolio Test ‘ X

3 23

Select “Save” to save your upload. The saved and uploaded document will now appear under
the section to which it was uploaded.

This file upload procedure can be followed for all of the sections into which you will need to
add files.
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Materials Provided to External Reviewers
Pictured below are the instructions that accompany the “External Evaluations: Materials
Provided to External Reviewers” section in Interfolio.

w External Evaluations; Materials Provided 1o External Revresers
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This section serves solely as an instructional section and documents should not be uploaded to
this section.

DO NOT upload entire works to this section, as it inserts them into the candidate’s dossier.
Instead, we encourage the use of the “Link to External Repository of Scholarly/Creative Works”
section in the candidate packet. This allows the candidate to provide links to their work without
whole works being inserted into the dossier. This also allows the external reviewers to choose
what and how many works they wish to view before completing their review.
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When You Receive Evaluations
When you receive an evaluation, it will be added to the “External Evaluations” section, boxed in

orange below.

Internal Sections
Thete sections afe aralable bo commsttes members reviewing Te case and Cannmcd be viewed by the candidate Please nole Bl some mabterials added 10 intemnal sectons can
s st verth The Candeddle By’ BN SSTEteRIrance of COMMalisg Mg
3  External Evaluations: General Instroctions
» External Evaluations: Materials Provided to External Reviewers
» External Evaluations: Template Letter
» EBxternal Evaluations: Log of Cornmasndcations
» External Evaluations: Method of Selection and Qualifications Edit |
I »  External Evaluations |_ Request Evaluation ] [ Add Fille ] I

As above, click the “Add File” button and follow the same procedure. Important! Please upload
each separate external evaluation in a separate file.

Log of Communications

Because letters have been solicited outside of Interfolio, you are REQUIRED to keep a log of
communication with all external reviewers. You will upload this log to the “External Evaluations:
Log of Communications” section, boxed in orange below.

Internal Sections
These sections ae svaslable o commties members reviewing e case and canncd be viewed by the candidate. Please note 5197 some maberials added bo intemal sections can
B ghaeed with the Condidte by’ BN ESTMiriFrasoe OF COMME s mandger

> Extornal Evaluations: Genersl Instructions
» BExternal Evaluations: Materials Provided to External Reviewers
» Bxternal Evaluations: Ternplate Letter
» BEwemnal Evaluations: Log of Commundcations

% External Evaluations: Method of Selection and Qualifications Edit l

3 Extornal Evaluations [ mequest Evatuation | [ add Fie |
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When the section is expanded (by clicking the blue “>” located on the left of the words of the
section you wish to expand), you will see instructions for both those who choose to solicit letter
within Interfolio and outside of Interfolio.

The instructions for what is required for those who choose to solicit outside of Interfolio are
boxed in orange in the picture below.

s External Evalustions: Log of Communications
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See this link for an example log. An example log is also pictured below.

Log of External Letters of Assessment
Example
Name Source of Form of and Date of Date of Entry
Recommendation Date of Reguest Receaipt into Dossier
Prof. Rosemary Tong Department Head | Email 7/23/2020  9/15/2020  9/20/2020
Davidson College Email 8/1/2020
Prof. Howard Brody Faculty P&T Email 7/23/2020 | 9/20/2020  9/22/2020
Michigan State University Committee | Email 8/5/2020
Prof. Mary Mahowald Candidate Email 8/2/2020  9/30/2020 @ 10/1/2020
University of Chicago Email 8/5/2020
Prof. James F. Childress Department Head | Email 9/15/2020 | 9/27/2020 | 10/2/2020
University of Virginia Email 9/20/2020
Prof. Thomas Akerman Candidate Email 8/5/2020 Not
University of Kentucky Email 8/10/2020  received
Email 9/1/2020



https://provost.utk.edu/wp-content/uploads/sites/10/2020/11/Log-of-External-Letters-of-Assessment_5.13.21-1.pdf
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Your completed communication log can be uploaded to the “External Evaluations: Log of
Communications” section by clicking the “Add File” button and following the procedure
detailed in the “Uploading a Template Letter” section above.

Method of Selection and Qualifications
This section is required for everyone, regardless of how one chooses to solicit external
evaluations.

The section is boxed in orange in the picture below.

Internal Sections
These sections ae svaslable o commties members reviewing e case and canncd be viewed by the candidate. Please note 97 some maberials adided bo intemal sections can
B ghaeed wrth the condidae by BN SSMErigiraser o COMME s mungger

» External Evaluations; General Instructions
» External Evaluations: Materials Provided to External Reviewers
» External Evaluations: Template Letter
» External Evaluations: Log of Communications
H IE-mmJ Evaluations: Maethod of Selection and Qualifications Ei ||

3 Extornal Evaluations rlh-queul Evaluation | | Add m]
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The instructions for this section can be accessed by expanding the section (clicking on the blue
“>” button next to “External Evaluations: Method of Selection and Qualifications.”) They are
also pictured below.

» External Evaluations: Method of Selection and Qualifications | Add File !

RECUIRED FOR ALL
Mlethod of Selection. The depaitment hesd should include s descripbon of the procedure used for selecting extemasl evaluaton

Evalustor Qualifications. The deparimenl head o designate s responsible for prowiding and including in the candidale’s dossier a brief bBisgraphical statemant shout The
credentials and qualifications of each external evaluater, special sbention ahsuld be given Lo dacurmsenting the evalasioss slardng in their disciplrse & patl of the
biographacal stalement

See hnk for example Method of Selection and Guslifications

Felaterialy

Mo fies have been added o this section

The link of an example Method of Selection and Qualifications can be found here: Method of
Selection and Qualifications. Important! Do not upload evaluator CVs to Interfolio as they will
appear in the middle of the candidate’s dossier.



https://provost.utk.edu/wp-content/uploads/sites/10/2023/03/method_of_selection_qualifications-1.docx
https://provost.utk.edu/wp-content/uploads/sites/10/2023/03/method_of_selection_qualifications-1.docx

