How Do I Know When I Am Ready to Submit My Document?
· I know my tenure timeline.  I know the dates for submission of letters and documents.
· I have done quality program work.  I have identified county needs, developed programs to address the needs, and evaluated the programs to show the impact of my work as it relates to the identified needs.    
· I have kept and recorded information that documents the quality of my scholarship.  I have kept and recorded my professional development, roles on committees/teams, materials I have authored/co-authored, and occasions when I have shared my work in a presentation or in a publication, and of grants I have secured.
· My materials have been reviewed by a variety of people throughout my career.  They have read, reacted to, and responded to my plans, reports, and support documents.  I have revised my materials as needed.
· I have checked the grammar, spelling, punctuation, sentence structure, etc.  I have requested that an outside person read my documents for these aspects.
· I am submitting a completed document, not a draft.  It is my best possible work and, in my opinion, should be ready to go to the next level without any changes.
