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	Note:  Employee signature indicates only that the rating has been discussed with the employee and does not signify agreement or disagreement with the rating.
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	Employee Comments

     



Rating Official/Reviewing Official Comments

     
Sensitive Information:  The information collected on this form is considered sensitive and is protected by the Privacy Act.  The Privacy Act requires that these records be maintained with appropriate administrative, technical, and physical safeguards to ensure their security and confidentiality.  In addition, these records should be protected against any anticipated threats or hazards to their security or integrity which could result in substantial harm, embarrassment, inconvenience, or unfairness to any individual on whom the information is maintained.

	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

     

	Critical Element Description: Embrace High Standards of Ethics, Management and Accountability by Providing Effective, Responsive and Courteous Customer Service


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 fully successful performance requirements, to meet this standard the following requirements must be met:

Employee demonstrates an extraordinary degree of initiative and self-reliance in identifying and resolving problems; 

No more than 1-2 substantiated instances of customer complaints per rating period, as determined by the supervisor;
No more than 1-2 instances of taking  inaccurate messages and promptly forwarding them to the appropriate person within the hour per rating period, as determined by the supervisor;
No more than 1-2 deficiencies when answering routine questions accurately and independently per rating period, as determined by the supervisor;
No more than 1-2-deficiencies when referring technical questions and those of a non-routine nature to the appropriate staff per rating period, as determined by the supervisor.

Fully Successful Performance Standards:  To meet this standard the following requirements must be met:  

Customers, internal and external, are treated with respect and courtesy - No more than 2-3 substantiated instances of customer complaints per rating period, as determined by the supervisor;
Telephone calls are answered promptly in a business-like, professional and friendly manner within the three rings;
No more than 2-3 instances of taking inaccurate messages and promptly forwarding them to the appropriate person within the hour per rating period, as determined by the supervisor.

No more than 2-3 deficiencies when answering routine questions accurately and independently per rating period, as determined by the supervisor.

No more than 2-3-deficiencies when referring technical questions and those of a non-routine nature to the appropriate staff per rating period, as determined by the supervisor.

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:

More than 3 substantiated customer complaints per rating period, as determined by the supervisor.

More than 3 instances when taking messages and failing to forward them or refers them to the correct staff per rating period, as determined by the supervisor.

More than 3 instances when answering  routine questions inaccurately or does not know the answers per rating period, as determined by the supervisor.
More than 3 instances when referring technical questions and those of a non-routine nature to the inappropriate staff per rating period, as determined by the supervisor.

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

     

	Critical Element Description:  Logs, tracks, and/or distributes correspondence, maintains files, and operates office equipment.


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 fully successful performance requirements, to meet this standard the following requirements must be met:

No more than 1-2 deficiencies when receiving, processing and logging controlled correspondence within the two business day timeframe of receipt per rating period, as determined by the supervisor;
No more than 1-2 deficiencies when distributing correspondence utilizing the most cost effective method (express mail or overnight shipping, regular mail, certified and return receipt, facsimile, etc.) per rating period, as determined by the supervisor;
No more than 1-2 deficiencies when maintaining the file system in a neat and organized manner, reviewing and purging files of unnecessary/obsolete materials per rating period, as determined by the supervisor;
No more than 1-2 deficiencies requiring technical assistance when operating copiers, printers and fax machines per rating period, as determined by the supervisor. 

Fully Successful Performance Standards: To meet this standard the following requirements must be met:

No more than 2-3 deficiencies when receiving, processing and logging controlled correspondence within the two business days of receipt per rating period, as determined by the supervisor

No more than 2-3 deficiencies when distributing correspondence utilizing the most cost effective method (express mail or overnight shipping, regular mail, certified and return receipt, facsimile, etc.) per rating period, as determined by the supervisor.

No more than 2-3 deficiencies when maintaining the file system in a neat and organized manner, reviewing and purging files of unnecessary/obsolete materials per rating period, as determined by the supervisor

No more than 2-3 deficiencies requiring technical assistance when operating copiers, printers and fax machines per rating period, as determined by the supervisor. 

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:

More than 3 instances during the rating period that received, processed and logged controlled correspondence within three business day of receipt were late as determined by the supervisor.

More than 3 instances during the rating period that distribution of correspondence utilizing the most cost effective method (express mail or overnight shipping, regular mail, certified and return receipt, facsimile, etc.) was not utilized, as determined by the supervisor.

More than 3 instance during the rating period that files were disorganized and logs were not consistently up-to-date and could not be depended on as an official source of reference, as determined by the supervisor.  

More than 3 instances during the rating period when technical assistance was requested when operating copiers, printers and fax machines, as determined by the supervisor. 

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

     

	Critical Element Description: Prepare, Generate and Distribute Correspondence and Reports; Follows up on suspense dates.


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 fully successful performance requirements, to meet this standard the following requirements must be met:  
No more than 1-2 substantiate instances that typed and proof read correspondence did not accurately following established rules of grammar, spelling and punctuation; did not assemble correspondence in a proper manner, did not identify all required distribution points in correspondence; was late in preparing correspondence per rating period, as determined by the supervisor. 

No more than 1-2- substantiated instances that the supervisor and/or appropriate staff was not reminded  of items requiring a response within three days prior to due date per rating period, as determined by the supervisor. 

No more than 1-2- substantiated instances that maintained logs were not consistently up-to-date and could not be depended on as an official source of reference per rating period, as determined by the supervisor. 

No more than 1-2- substantiated instances that prepared correspondence reports, including the number of correspondences completed within the due dates, number of 

outstanding correspondences, and number of past due correspondences were late per rating period, as determined by the supervisor. 

Fully Successful Performance Standards: To meet this standard the following requirements must be met:

No more than 2-3 substantiate instances that typed and proof read correspondence did not accurately following established rules of grammar, spelling and punctuation; did not assemble correspondence in a proper manner, did not identify all required distribution points in correspondence; was late in preparing correspondence per rating period, as determined by the supervisor. 

No more than 2-3- substantiated instances that the supervisor and/or appropriate staff was not reminded of items requiring a response within three days prior to due date per rating period, as determined by the supervisor. 

No more than 2-3- substantiated instances that maintained logs were not consistently up-to-date and could not be depended on as an official source of reference per rating period, as determined by the supervisor. 

No more than 2-3- substantiated instances that prepared correspondence reports, including the number of correspondences completed within the due dates, number of outstanding correspondences, and number of past due correspondences were late per rating period, as determined by the supervisor. 

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:

More than 3 substantiate instances that typed and proof read correspondence did not accurately following established rules of grammar, spelling and punctuation; did not assemble correspondence in a proper manner, did not identify all required distribution points in correspondence; was late in preparing correspondence per rating period, as determined by the supervisor. 

More than 3- substantiated instances that the supervisor and/or appropriate staff was not reminded  of items requiring a response within three days prior to due date per rating period, as determined by the supervisor. 

More than 3 substantiated instances that maintained logs were not consistently up-to-date and could not be depended on as an official source of reference per rating period, as determined by the supervisor. 

More than 3 substantiated instances that prepared correspondence reports, including the number of correspondences were not completed by the due dates, number of outstanding correspondences, and number of past due correspondences were late per rating period, as determined by the supervisor. 

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

     

	Critical Element Description: Requisitions supplies, repairs, and equipment.


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 fully successful performance requirements, to meet this standard the following requirements must be met:

No more than 1-2 instances when office staff is not canvassed on office supply needs per rating period, as determined by the supervisor. 

No more than 1-2 instances when maintains of office supply inventory is depleted so that shortages or duplications occur per rating period, as determined by the supervisor. 

No more than 1-2 instances when prepared requests for equipment (e.g., toners), furniture, repairs, service calls, etc., is not completed in a timely manner per rating period, as determined by the supervisor. 

Fully Successful Performance Standards: To meet this standard the following requirements must be met:

No more than 2-3 instances when office staff is not canvassed on office supply needs per rating period, as determined by the supervisor. 

No more than 2-3- instances when maintains of office supply inventory is depleted so that shortages or duplications occur per rating period, as determined by the supervisor. 

No more than 2-3- instances when prepared requests for equipment (e.g., toners), furniture, repairs, service calls, etc., is not completed in a timely manner per rating period, as determined by the supervisor. 

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:

More than 3 instances when office staff is not canvassed on office supply needs per rating period, as determined by the supervisor. 

More than 3 instances when maintains of office supply inventory is depleted so that shortages or duplications occur per rating period, as determined by the supervisor. 

More than 3 instances when prepared requests for equipment (e.g., toners), furniture, repairs, service calls, etc., is not completed in a timely manner per rating period, as determined by the supervisor. 

Actual Accomplishments:       
	Elements & Standards
	U.S. Department of Housing 

and Urban Development


	Date Assigned:

     
	Reviewing Official’s Initials:


	Supervisor’s Initials:
	Employee’s Initials:
	Rating Date:
     
	Rating:

     
	Element No.:

4

	Critical Element Description: Embrace High Standards of Ethics, Management and Accountability through Recording and Maintenance of Time and Attendance (T&As)


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 fully successful performance standards, to meet this standard, the following requirements must be met:
Material related to the T&A function is filed in a binder or folder and kept in a well thought out and comprehensive manner;

Complies with T&A reporting procedures and independently resolves T&A issues with no more than two calls made to the ESC every six months;

Alerts supervisor in a timely manner of any T&A problems and recommends sound solutions that demonstrate a superior knowledge of the system and its policies and procedures;

Receives no more than two (2) T&A error reports per year due to negligence or carelessness.

Fully Successful Performance Standards:   To meet this standard the following requirements must be met:
Demonstrates a comprehensive knowledge of Departmental Time and Attendance (T&A) process, procedures and regulations;

Accurately files T&A reports and is able to retrieve information within 60 minutes of the request;

Retains all supporting documents of each assigned employee’s T&A folder and establishes and maintains good security and privacy controls;

Posts leave whenever leave is taken and records T&A worksheet entries daily 80% of the time;

Timecards and transmit information is correct and are submitted on time and in accordance with the office-wide schedule.  One or less errors are made within a month.  On no more than four occasions is the transmitted data submitted late;

Time and attendance records are kept secure in a locked drawer or cabinet;

Alerts managers to problems regarding time reporting as soon as problems arise;

Receives no more than five T&A error reports per year due to negligence or carelessness.

Unacceptable Performance Standards: To meet this standard two or more of the following requirements must be met:
Prescribed policies are not followed in preparing and submitting T&A reports and transmittal requirements are not met;

Timekeeper frequently provides incorrect information regarding departmental T&A procedures 20% or more of the time;

Leave slips are not recorded when received or recorded inaccurately resulting in more than twice in a pay period;

Is late with submission of T&A on more than six (6) occasions during a six month period;
Time cards are left alone, out in the open work area, and not secured;

Receives seven or more T&A error reports per year due to negligence or carelessness.

Actual Accomplishments:       
