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File Preparation
Candidate or Alternate(s) submits 
review file materials such as:

Biography
Bibliography
Personal statement
Course syllabi
Committee service letters

Department (Chair or Staff) adds 
materials to review file such as:

Department course evaluations
CAPE reports
Course/patient load forms
Employment history

Candidate certifies the review file (Departmental Review Certification).  By 
electronically signing this certification, Candidate formally submits file for 

departmental review.  
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AP On-Line Phase I: Normal Merit files: Workflow Flowchart

Outside APOL for Phase I:  Department notifies Candidate that he or she is 
due for review.

Department determines that all required documents are in the 
review file and notifies Candidate 1) to inspect non-confidential 
materials, and 2) that they may request confidential materials 

(future phases). 

A

B

Candidate inspects the review file and can add a 
written response to any file materials.

C

D

Departmental Review  workflow continued on next page

Departmental Review
Department 

Ad Hoc 
review?

Department notifies Ad Hoc Committee that the review file is ready for 
review.  Ad Hoc Committee reviews file and prepares and signs final ad 

hoc report, which is added to the review file.

Yes

No E

Reference points to Workflow 
Requirements Document
and Phase I status points

electronic file created File Prep

Dept Rev Cert pending

Dept Rev Cert signed

Departmental Review

Department Ad hoc Review

Departmental Review
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Departmental Review, continued

Voting 
Faculty 
review?

Yes

Department notifies Voting Faculty to review the review file.  
Voting Faculty review the review file and vote (offline for 
Phase I), and vote is entered into APOL by department.

Chair reviews the review file, and departmental recommendation letter is 
written.  (If Chair submits a personal letter, the review file will be printed and 

processed outside the online system for Phase I.)  Summary form is prepared 
and added to file.  Chair electronically signs departmental recommendation 

letter.

No

Department notifies Candidate that departmental recommendation letter is available.

Department verifies the review file is ready for Dean’s review and 
submits it to Dean.

When applicable, Department notifies Voting Faculty that departmental 
recommendation letter is available for review, and they may upload dissenting 

letters.

Departmental Review  workflow continued from previous page

H

I

J

Outside of APOL, Department notifies Candidate that recommendation 
has been made and invites Candidate to meet with Chair.

K

workflow continued on next page:  Final Authority

L

Candidate certifies the review file (Certification 3).

M

N

Department notifies Candidate that ad hoc report has been added to the 
review file and that he/she can request access to the redacted report and 

submit a written response. 

Candidate certifies that he/she has had the opportunity to request 
and inspect the ad hoc report and submit a written response 

(Certification 2).  

F

G
Candidate 
requests 

ad hoc rpt?

Yes

Department verifies that properly redacted ad hoc report 
has been uploaded and grants Candidate read-only 

access.  Candidate is notified.

No

Continued from page 1 – no dept ad hoc
Continued from page 1 – dept ad hoc

O

P

Department is notified that Candidate has requested 
access to the ad hoc report.

Reference points to Workflow 
Requirements Document
and Phase I status points

Dept Ad Hoc Cert Pending

Dept Ad Hoc Cert signed

Voting Faculty Review

Departmental Review

Dept Recommend     
Cert pending

Dept Recommend     
Cert signed

Departmental Review

Dean Review Pending
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workflow continued from previous page

Final Authority

Dean 
accepts 

file

Yes
Dept/Candidate are 

directed to make 
necessary corrections.  

The review file re-enters 
process at step of workflow 
where correction is needed 

and proceeds as before.  
Certifications 1, 2, and 3 

are replaced as necessary.

Annotations?

No

Dean/Dean Staff 
prepares annotations

Yes

No

Q.1

Q.2

Q.3

return to step of workflow 
where correction is needed

Dean reviews the review file and the final action letter is drafted. R

Final action letter uploaded and appropriate data entered.  Dean 
electronically signs final action letter.  Department notified of final action. 

S

Outside of APOL, Department notifies Candidate that decision 
has been reached and invites Candidate to meet with Chair.

T

Department notifies Candidate that final 
action letter is available. U

Post Audit APO post-audits the review file and places it in storage area.  
If errors are found, APO may grant access to appropriate office to correct the 
data or to add annotation(s) to the departmental recommendation or final action 
letter.

V

Accepted for Dean review

Accepted with annotations 
for Dean review

File returned to Dept. by 
Dean’s Office

Final Action

Post Audit and Store

Stored
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