ANNUAL WORK PLAN
 
(This template should be put on departmental letterhead.)   
Rev. Sept 2016
Dear Dr.__________

The Redbook requires that each faculty member collaborate with his or her departmental chair to develop an annual work plan which will be submitted to the dean for approval. The work plan shall specify the responsibilities of the faculty member for teaching, research, service, other institutional obligations, and other activities or requirements for the faculty member’s presence on campus. I am writing to confirm that your annual work plan as a percentage of your full-time equivalent (F.T.E.) for the [YEAR] calendar year is:
__________% Teaching (Probationary faculty must have a teaching work assignment) 

Your teaching activities will include …
In addition, ________ hours of interdisciplinary or cross-disciplinary teaching, taught inside or outside the department.  If a member of the graduate faculty, include responsibility for graduate education.

__________% Research (Probationary faculty must have at least a 20% research work assignment)


Your research activities will include …
__________% Service (Probationary faculty must have a service work assignment) 


Your service activities will include …

% Service must be split into these areas:




__________% Clinical Service






Your clinical service activities will include …



__________% Service to Research






Your service to research activities will include...



__________% Non-Clinical Service (School/Community Service)





Your non-clinical service activities will include…
__________ 100% Total (regardless of F.T.E.)  
Select ONE area of annual work plan that meets or exceeds 20% that will require excellence for next promotion: 

Teaching 
__________
Research 
__________
Service 

__________
If faculty member has an active Conflict of Interest Management Plan include the statement below that applies:
This letter will also serve to document that we have discussed your Conflict of Interest Management Plan and have determined that no change is needed.

OR
This letter will also serve to document that we have discussed your Conflict of Interest Management Plan and have determined a change is required. You will revise your declaration of Conflict of Interest within 30 days at http://research.louisville.edu/researchintegrity/sfi
Your approved “Anticipated Absences from the University” form is attached. Please complete and return it with a copy of the signed annual work plan.
Sincerely,                                                                                             I am in receipt of this annual work plan:
__________________________________


________________________________________

Department Chair Signature



Faculty Signature


Date
cc:  Vice Dean for Faculty Affairs and Advancement
NOTE:
Administrative activities should be assigned to the area in which they apply.  For example, administrative responsibility for an educational activity (e.g., residency director; course director; Associate Deans for CME, GME, or Curriculum) should be considered part of the teaching effort and evaluation.  Administrative responsibility for a clinical activity (e.g., clinic director, clinical program director, chief of service) should be considered part of the clinical effort and evaluation.  Administrative responsibility for a research activity (e.g., departmental vice chair for research, departmental research coordinator, associate dean for research) should be considered part of the research effort and evaluation.
