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Faculty Activity Report Guide 2009 
 
General Information 
 

Personal and Contact Information: Please check for accuracy. 
 
Administrative Data (prepopulated):   Your Permanent Data should not change unless you were 
promoted in the last year.  Your Yearly Data is pre-filled from last year and should be checked for 
any changes in rank, tenure status, or leave status.  Note that you would enter a 2009-2010 Faculty 
Fellowship here as a leave with a length of: fall, spring, or calendar year and below under 
Contracts, Grants, and Sponsored Research, Internal.  A 2008-2009 Fellowship should have been 
entered last year.  
 
Administrative Assignments: Please list any new administrative assignments that you started 
during the past year (Department Chair, Associate Dean, Area Chair, Program Director, etc.).  
These positions are generally compensated by a stipend or course reduction and have oversight 
responsiblilities.  Please edit any administrative assignments that ended during the past year to 
reflect the end date.  On-going assignments that you entered previously, for example in the second 
year of a three-year term as Department Chair, can be left with no end date and the Activity report 
will include them automatically in the current year.  Compensated and uncompensated positions 
such as chair of a college or university committee, advisor, or member of a program committee 
should be listed under Service. 
 
Education (Prepopulated): Please review for accuracy. 
 
Licensures and Certifications:  Please check for accuracy and update. 
 
Awards and Honors: These will be used not only for your faculty activity report, but also for other 
reports (e.g. the fall President’s letters) so we recommend that you update these regularly.  The 
semester and year of the award must be reported.  If you were elected president of a professional 
society, give the date that your term begins; other positions (e.g. vice president, treasurer) should 
be listed under Service.  If an Artistic/Creative Merit award, please provide complete information 
on the work that was cited.  If the status is nominated, please provide information on the 
selectivity of the nomination process (e.g. one of five finalists out of 200 nominations).   
 
Honors and awards that include a monetary component should be included here if the honor is 
most important (e.g.: Fulbright, Nobel) or under Contracts, Grants, and Sponsored Research if the 
monetary component is most important (e.g.: NSF young investigator award, MacArthur 
Fellowship).  If you list the award here, we ask that you provide a monetary estimate of the 
research value of your award.  For example, salary and travel expenses to pursue research abroad 
would count while a monetary prize to you that you can spend on anything would not. 
 
Professional Memberships: Please check for accuracy and update. 
 

Teaching 
 
Academic Advising: List your Freshman, Sophomore, and Major advising duties.   
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Note: Any of your 2009 tutorials and advising classes that received an entry in Banner or SIS 
were uploaded into the database with your scheduled teaching for your reference, however, due to 
differences between the schools, we are unable to import tutorials and advising directly into your 
activity report.  You will need to manually re-enter this information here in order for it to appear 
in your activity report. 
  
Directed Student Learning: (e.g. theses, dissertations, tutorials, internship advising, etc.)  
Involvement types of “Directed Individual/Independent Study” and “Tutorial” should only be used 
for teaching duties that appeared in Banner (SIS) with credits awarded to the student.  If this is a 
non-Fordham student please note the school in the comments.  (Also see note under Academic 
Advising.) 
 
Scheduled Teaching: These will be entered automatically.  Note that all of your teaching 
assignments from previous years will also be listed to provide you with a historical record, but 
only regular courses from the current year will appear in your Activity Report.  Please review for 
accuracy. 
 
Non-Credit Instruction Taught (Fordham Only): (e.g. Certificates, Continuing Education, Guest 
Lecture in a class, Workshop, etc.)  Only include instruction at Fordham that is not captured in the 
above categories.  All instruction outside of Fordham should be listed under Service if 
uncompensated or Outside Employment or Consulting if compensated. 
 
Course Reductions: Please enter each course reduction that you qualified for in the last year. 
 

Scholarship/Research 
 
Artistic and Creative Works: This would include for example, novels, poems, plays, paintings, and 
other works of a creative nature. Please include the original publication date, first performance 
date, or initial showing date. 
 
Intellectual Contributions: All scholarly works should be listed here including books or chapters 
written or edited, articles, reviews, commentaries and any other works based on your technical 
expertise.  Also include textbooks, works intended for the public, and other similar publications 
with the original publication date.  Please fill in all fields necessary for a standard citation (e.g. 
publisher, year, city, and state for books, journal, volume, year, and pages for a journal) Works in 
progress, submitted, or accepted can be entered here but only those with a publication date in the 
current year will be included in your activity report. 
 
Intellectual Property:  This would include all protected works not listed above.  Examples would 
be inventions whether patented or not, trademarks, and copyrighted materials such as computer 
programs. 
 
Presentations:  This would include all talks, posters, and other presentations made to an audience 
of your professional peers.  (Other presentations would go under Service or Media Contributions.)  
Please include the date, location, and event. 
 
Contracts, Grants, and Sponsored Research:  This is a critical category for a number of reports.  
We ask that you list all new monetary and in-kind awards that you received whether internal or 
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external.  It is especially important that you list all those awards that occurred outside of the Office 
of Sponsored Research, for example, a fellowship awarded directly to you or a sub-contract on an 
award administered by another institution.  

For continuing grants, you will need to edit the entry you made previously to update the 
status, and to provide information on grant amounts for the current Academic Year.  The 
Academic Year amounts should be the amount of the award for the grant year that begins during 
that academic year.   

Note that grants with a status at the end of 2009 of: “Funded - New Award”, “Funded – 
Ongoing Award”, and “Pending – Currently Under Review” will appear in the Faculty Activity 
Report.  New grant proposals submitted in 2009 will also appear even if they were not funded.  
Example: You receive a one year grant with a start date between September 1, 2008 and August 
31, 2009.  You would report the full amount in the 2008-2009 Academic Year.  Your grant will 
appear in your 2009 Faculty Activity Report if the start date of the grant is between January 1, 
2009 and August 31, 2009 because its status at the end of 2009 is “Funded – New Award”.  In 
2010 you would edit the grant entry and change the status to “Concluded” or “In Extension”.   
Example: You received a three-year grant that began in September of 2008.  You should have 
already entered this grant last year with both the total award amount, and the first grant year 
amount under the 2008-2009 Academic Year.  This year you would edit the existing grant entry 
and use the “add another academic year button” to report the award amount for the second grant 
year in the 2009-2010 Academic Year.  Both Academic Year amounts will be reported in your 
2009 Faculty Activity Report but, depending on your departmental rules, the merit committee may 
only consider the 2009-2010 amount. 
 
Guest Appointments and External Connections: If you have an un-paid position such as Research 
Professor at another institution designed to give you access to their facilities, list it here.  If the 
connection involves research funding, for example as Investigator or sub-contractor under a grant 
at another institution, list it under External Contracts above.  If the Connection can be viewed as 
uncompensated service, list it under Professional Service. 
 
Conferences, Seminars, and Faculty Development Activities Attended: List any outside 
professional activities that you attended here if your sole role was as attendee.  If you made a 
presentation, list it under Presentations in Scholarship/Research.  If you served as session chair, 
list it under Service – Professional. 
 
Media Contributions: List only those contributions that involved your professional expertise and 
noted your Fordham affiliation. 
 

Service: 
 
Department, College, University:  List all new service not noted above according to category.  Edit 
your previous entry for any service that ended in 2009 to include an end date.  For on-going 
service, your previous entry will continue to appear in the activity report if it contains no end date. 
This would include committee service, student research advisor, letter writer, seminar chair, etc. 
 
Professional: Update all uncompensated or nominally compensated service to your profession not 
listed above.   
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Public: Update all uncompensated or nominally compensated public service.  Examples might 
include: town council member, church cantor, youth group leader, coach, etc.  Make note of the 
location of service especially if it is in the local (near campus) community. 
 
Other Outside Activities: 

 
Professional Positions and Outside Employment (Long Term Compensated Positions): List each 
outside compensated position, including consulting, that you held during the previous year with 
duration of one month or longer.  List all short term non-recurring positions under Consulting.  
Also include work you performed for a business entity that you own in whole or part whether 
directly compensated or not if it regularly exceeded eight hours per week. 
 

Examples that should be included here:  
1. You are paid hourly to work in a tutoring center on an on-going basis. 
2. You have a consulting contract or series of contracts with a company to write computer 

code with an aggregate duration of at least one month. 
3. You are a managing member/partner/owner of a corporation, LLC, or partnership and you 

spend more than 8 hours per week in this endeavor (e.g., maintaining the books and directing 
the staff). 

4. You are compensated to serve on the Board of a local non-profit – If the compensation is 
near market rate for your time it should be listed here.  If the compensation is substantially 
less than the value of the duties you perform it should be reported under public service 
(compensated).   

 
Examples that should not be included here: 
1. You are compensated as an expert witness in a one-week court case – should be reported 

under Consulting. 
2. You are compensated as an external program reviewer for a 3-day visit to a department in 

another university – should be reported under consulting. 
3. You serve on the board of a professional organization and receive compensation for travel 

expenses – should be reported under Professional Service (pro-bono). 
 

Consulting (Short term compensated positions): Please list any short term (less than one month) 
paid outside employment here.  For example: paid to run a one-day workshop, paid for 3 days as 
an outside reviewer for a program at another university, paid to testify for two days as an expert 
witness.  Pro Bono consulting should be listed under Service. 
 

Narratives: 
 
We have added functionality this year to allow you to submit an electronic version of your 
Curriculum Vitae as a Microsoft Word, RTF (rich text format), or PDF file.  The merit narrative 
can be cut and pasted into the text entry box from any word processing program.  This is done so 
the merit narrative can be included directly in your Activity Report. 
 
 


