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	Critical Element Description: Embrace High Standards of Ethics, Management and Accountability. 

· Through assessing risk and monitoring for compliance




Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards: In addition to the standards for fully successful, the employee meets the following criteria. 

· At least 90% of monitoring reports (with supporting exhibits) are submitted for management review within 30 days of the close of the monitoring to allow time for corrections and additional information.  All correspondence dealing with monitoring issues is prepared in accordance with CPD monitoring guidance and policies.    

· 90% of grantee monitoring visits and/or technical assistance visits are completed within the scheduled quarter, except for circumstances beyond the control of the CPD Representative.

Fully Successful Performance Standards: Performance consistently meets the following criteria, except where explicitly excused by the Director:

· At least 75% of monitoring reports (with supporting exhibits) are submitted for management review within 30 days of the close of the monitoring to allow time for corrections and additional information.  All correspondence dealing with monitoring issues is prepared in accordance with CPD monitoring guidance and policies.    

· All grantee monitoring visits and technical assistance visits are completed prior to the end of the fiscal year, except when excused by the Director for circumstances beyond the control of the CPD Representative.  Management is to be notified within three workdays of the Representative becoming aware of the impediment.  All modifications to original monitoring and technical assistance schedules must be approved in advance by management.

· All GMP entries for monitoring, review, processing and technical assistance actions are entered into the system within 15 workdays of approval of the work product.  
· Develops a complete, coherent monitoring strategy according to the guidance provided by Headquarters, within the prescribed timeframe.  All information is to be recorded in GMP within 5 days of management approval of the strategy.
· Grantees are to be notified in writing of scheduled monitoring visits at least 7 days in advance of the visit.
___________________________________________________________________________________________________________
Unacceptable Performance Standards: 

Performance meets one or more of the following criteria:

· Assigned monitoring is not completed within the fiscal year and no acceptable reason has been approved by the Director.

· Less than 70% of monitoring letters are submitted for management review within 45 days of the close of monitoring, except with express concurrence from CPD director.

· Fails to enter information into GMP within 45 days of completion of the work products.
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	:        Critical Element: Promote Decent Affordable Housing

              through expanding access to affordable rental housing


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

Outstanding Performance Standards:  In addition to the standards for fully successful, the employee meets 3 or more of the following criteria. 

· Completes 90% of reviews of assigned technical submissions within 10 working days of receipt as evidenced by a letter requesting additional information or a grant award letter. 

· Diagnoses, prescribes, and delivers technical assistance to at least one CoC or HOME PJ designed to improve its long-term strategies to expand the supply of decent affordable rental housing. 

· Prepares a letter, as appropriate, to assigned PJs within 30 days of issuance of the HOME Snapshot Report, acknowledging areas of superior performance as well as performance significantly below the national and/or local average.  A letter, addressing deficiencies, will include recommendations for recording accomplishments, modifications in program design or implementation, or any other programmatic or organizational changes intended to improve performance.  A letter acknowledging superior performance may request the provision of additional information on the activity/program to facilitate the development of model for replication.  

· Based on a quarterly review of data in IDIS for CDBG, HOME, ESG or HOPWA activities designed to provide affordable rental housing, identifies the factors resulting in superior performance or inadequate progress.  As a result of this research, develops recommendations for specific actions designed to improve performance or, as appropriate, evaluates high performing activities and develops and shares models for replication with management and grantees.
Fully Successful Performance Standards: Performance consistently meets the following, except where explicitly excused by the Director:

· Completes reviews of assigned applications from Continuum of Care applicants at least 5 days before the deadline established by Headquarters.  

· Completes 90 % of reviews of assigned technical submissions within 25 working days of receipt as evidenced by a letter requesting additional information or a grant award letter. 
· As appropriate, identifies a need for TA and takes steps to see that it is provided.  Records action in GMP within 15 days.

· On a quarterly basis, reviews and analyzes HOME Snapshot Reports and information on open HOME activities.   For any PJs with HOME activities open over 120 days after the final draw or having two or more “red flags” on the Snapshot Report, a letter is to be sent identifying specific corrective actions within 30 days of the availability of the Snapshot Reports.  

·  Prepares Annual Community Assessment letter, utilizing information from the CAPER, IDIS and the HOME Snapshot Reports, which acknowledges areas of superior performance, as well as performance below the national and/or local average.  The letter will also evidence an evaluation of grantee performance toward meeting the goals established in the Consolidated Plan. 

Unacceptable Performance Standards: Actual Accomplishments:  Performance is indicated by two of the following criteria:

· Submits reviews of Continuum of Care applications that are incomplete or late relative to the deadline provided by HQ.  

· The review of two or more technical submissions, as evidenced by a letter requesting additional information or a grant award letter, is not completed within 40 working days of receipt and no reason acceptable to the Director is provided.

· Fails to prepare a letter within 45 days to assigned PJs which, for two consecutive quarters, had HOME activities open over 120 days after the final draw and/or had two or more “red flags” on the Snapshot Reports.  
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	   Critical Element – Strengthen Communities through Managing a Grant Portfolio for assigned grantees


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.  

Outstanding Performance Standards: In addition to meeting the standards for fully successful, the employee meets 3 or more of the following criteria:

· Within 30 days of receipt, the grant award letter or a letter disapproving the Plan is prepared in final, properly vetted and ready for the appropriate management signature for 75% of assigned grantees.
· With management concurrence, communication with a grantee results in an otherwise unacceptable Plan being brought into full compliance with the submission requirements, and an award letter is ready for signature within 45 days of receipt of the original submission.  

· 100% of CAPERs are accepted for processing within 5 workdays of receipt and 85% of letters requesting additional information are transmitted to the grantee within 40 days and/or Annual Community Assessment letters are prepared within 60 days.
· 90% of all Annual Performance Reports from competitive grantees are accepted for processing and the program assistant notified within 5 workdays of receipt, and a letter to grantee is prepared within 30 days of receipt.
Fully Successful Performance Standards: Performance consistently meets the following, except where explicitly excused by the Director:
· Thoroughly reviews all Consolidated/Action Plan submissions from assigned communities in accordance with the requirements established at 24 CFR Part 91.
· Within 40 days of receipt of a Consolidated/Action in the Office, the grant award letter or a letter disapproving the Plan is prepared in final, properly vetted and ready for the appropriate management signature.

· All letters disapproving a Consolidated/Action Plan specifically and concisely identifies the deficiencies and clearly establishes the actions necessary to achieve compliance.

· 90% of CAPERs are accepted for processing within 5 workdays of receipt and 75% of requests for additional information are transmitted to the grantee within 40 days and/or Annual Community Assessment letters are prepared within 60 days.

· 80% of all Annual Performance Reports from competitive grantees are accepted for processing and the program assistant notified within 5 workdays of receipt, and a letter to grantee is prepared within 45 days of receipt.
· All CAPER information, documenting the review and approval process, is recorded in GMP within 15 days after action is completed.
Unacceptable Performance Standards: Performance meets two or more of the following criteria

· A grant award letter or letter disapproving the Consolidated/Action Plan is not drafted for management review within 45 days of receipt of the Plan in the Office.

· Subsequent to the 45 day statutory review period and in the absence of a written notice of disapproval, a Consolidated/Action Plan is found to be inconsistent with the purposes of the Cranston-Gonzalez National Affordable Housing Act, or substantially incomplete.

· 50% of  CAPERs letters requesting additional information or transmitting the Annual Community Assessment are prepared more than 75 days after receipt.

· 50% of all Annual Performance Reports from competitive grantees are not accepted for processing and the program assistant notified within 10 workdays of receipt, and/or the letter to the grantee is not prepared within 60 days of receipt.
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	Critical Element Description:  Written Communication

	Writes reports, reviews and briefing papers for internal HUD use.  Writes letters and reports to local or nonprofit officials, Members of Congress, or the general public.

	


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

   Outstanding Performance Standards: In addition to the standards for fully successful, the employee meets 3 or more of the following. 










· No more than 2 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.  Any revisions to an initial work product are considered separate, discrete work products under this element.
· No more than 4 written work products require revision to correct multiple grammatical or organizational/structural deficiencies.  Any revisions to an initial work product are considered separate, discrete work products under this element. 
· 90% of non-routine correspondence (i.e. citizens complaints, FOIAs, etc.) is submitted for management review within the established deadlines, except when excused by the Director for circumstances beyond the control of the CPD Representative.
· Written work products consistently interpret and clearly state complicated issues clearly and accurately, handle sensitive issues persuasively and/or address adverse comments tactfully.   
Fully Successful Performance Standards: Performance consistently meets the following criteria, except where explicitly excused by the Director:

· No more than 6 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.  Any revisions to an initial work product are considered separate, discrete work products under this element. 
· No more than 10 written work products require revision to correct multiple grammatical or organizational/structural deficiencies.  Any revisions to an initial work product are considered separate, discrete work products under this element. 
· All GMP entries for review, processing and technical assistance actions are entered into the system within 15 workdays of completion of the work product.
· Written work products consistently reflect HUD and Office policies and evidence adequate and appropriate research. 

  Unacceptable Performance Standards: Performance meets two or more of the following criteria:
· More than 10 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.  Any revisions to an initial work product are considered separate, discrete work products under this element. 
· More than 15 written work products require revision to correct multiple grammatical or organizational/structural deficiencies.  Any revisions to an initial work product are considered separate, discrete work products under this element. 
· 50% of non-routine correspondence (i.e. citizens complaints, FOIAs, etc.) is not submitted for management review within the established deadlines, except when excused by the Director for circumstances beyond the control of the CPD Representative.
· Fails to enter information into GMP within 45 days of completion of the work products.
· Written work products do not reflect HUD and Office policies and fail to evidence adequate and appropriate research. 
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	Critical Element Description: PROGRAM KNOWLEDGE

Exhibits a knowledge of program authorities, regulations, policies, and procedures regarding all assigned CPD programs.


Employee’s initials indicate only that critical elements and performance standards were communicated to him/her.  They do not signify agreement or disagreement.

   Outstanding Performance Standards: In addition to the standards for fully successful, the employee meets three or more of the following:

· No more than 2 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.  Any revisions to an initial work product are considered separate, discrete work products under this element.
· Guidance or advice presented at meetings with internal or external partners, and attended by CPD management, is accurate, concise and appropriate.  Management is not required to correct a statement made by employee for technical or programmatic accuracy.

· Attends at least 75% of available and appropriate training opportunities to improve program knowledge and performance.

· Coordinates and presents at least one (1) training/technical assistance session that is technically correct, well designed, encourages input and is well prepared.

Fully Successful Performance Standards:  Performance consistently meets the following requirements, except where explicitly excused by the Director:
· Correspondence dealing with assigned CPD programs accurately reflects the requirements of the appropriate statute, regulations and Departmental policy.  No more than 6 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.
· Guidance or advice presented at meetings with internal or external partners, and attended by CPD management, is accurate, concise and appropriate to the audience.  On no more than 2 occasions, is management required to correct or amend a statement made by employee for technical or programmatic accuracy. 

· Attends at least 50% of available and appropriate training opportunities to improve program knowledge and performance.

· Provides advice, recommendations or assistance on routine matters that is consistent with applicable statutes, regulations and policies.

· Shares program knowledge and skills (e.g. computer skills) for the benefit of fellow employees and grantees.

· If approved by a CPD manager, the CPD Representative represents CPD in meetings with various client groups. 

Unacceptable Performance Standards: Performance meets two or more of the following criteria
· CPD Program guidance presented at meetings with internal or external partners is inaccurate and requires clarification/correction by supervisor on 4 or more occasions.

· Conducts two or more training sessions that are unclear, inaccurate, and/or poorly organized.
· More than 10 written work products contain programmatic errors such as improper citations or inappropriate/incorrect application of statute, regulation or Departmental policy.  Any revisions to an initial work product are considered separate, discrete work products under this element.
· Representation of CPD and the Department results in supervisor receiving three or more distinct negative feedback reports.
