
 

RE-SUBMISSION CHECKLIST 
 

Make sure that all sections that need to be re-done include: 
 

 Re-submissions follow all of the same guidelines as original submission. 
 Intent to resubmit forms are required 30 days in advance of submission  
      no exceptions. 
 All sections are complete: organized and clear narrative, citation, and 

documentation. 
 You will need to address at least one indicator under each competency. 
 Reviewers will be able to identify where you have addressed each competency. 

These are to be referenced in parenthesis directly after you have addressed that 
competency. 

 All documentation is clearly labeled and mentioned in the narrative. 
 Reviewers will clearly understand how each document relates to your 

narratives. 
 You have the appropriate header on each page (your job category, the portfolio 

section, the date submitted, and your APS ID number.  Do not include your 
name). 

 All student, parent and school identifiers have been blacked out. 
 You have used 12 point type, New Times Roman, with one inch margins and 8 

1/2” x 11” white paper. 
 The portfolio has been proofread, checked for spelling, grammar and 

punctuation errors. 
 Your portfolio is in 1.5” black binder.  All materials are securely fastened and 

well labeled.    
 You have four copies of your portfolio—3 for review and one for you to keep 

on file. 
 You have a check for $110.00 for each section to be re-submitted, payable to 

the ATF Leadership Foundation. Fees will not exceed $320. Fees can be paid 
online or in person at the ATF Office. 

 Signed release(s) to be kept with the submitter. 
 Portfolio Submission form must be completely filled out, signed and attached 

to the submitting portfolios. 
 In a separate envelope 1 copy of the following documents: 

 CEU certificates from current or past year 
 State licenses for your profession 
 Supervisor Verification Form 
 Degree certificate 
 PED licensure 

 
If you have checked all of the above, you are ready to submit your portfolio online at 
cps@atfunion.org. 
 


