
 

Process initiated by Divisional 
Administrator 

Administrator submits required 
documents to DOM Faculty Affairs 
office (Tonya Adams and Jasmine 
Young) via email for initial review 
and System Chair’s signature. 

1. Updated CV (Required Format) 
2. Chairman’s Statement  
 

DOM Faculty Affairs 

Once documents are finalized, Jasmine will 
then initiate promotion request in the Dean’s 
Office APT Tracker in Sinai Central. 

 

 

 

1 Week 

 

 

 

1-Day Process 

Dean’s Office Tracker 
 
 
 
 
 
 
 
 

The APT system will send the 
candidate a system-generated 
email advising to upload their CV. 
Then, Jasmine is notified to 
upload the Chair Statement and to 
finalize request. 

 
 
 

1 month  
 

 

Dean’s Office Tracker 

The candidate is then placed on agenda 
and presented to the A&P Committee. 
After A&P Committee approves, the 
request is reviewed by Dean Charney 
for final approval within the same 
month 

Candidate and System Division 
Administrator has full access to review 
request throughout the process for 
tracking purposes   

2 months 

 

 

Dean’s Office sends list of approved A&P requests to the 
Department Chairs. 

Tonya sends electronic notification of approved 
candidates to the site’s Division Chief and 
Administrator. The Administrator will then submit 
title/salary changes in Sinai Cloud. 

 

 

Overall Estimated Process Timeframe:  3 months 
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