	Performance Appraisal
	U.S. Department of Housing 

and Urban Development


	Employee Name:
      
	Employee’s  SSN:
    -  -    
	Organizational Segment: 

     
	Organization Code: 

     

	Position Title:

Funding Specialist
	Series and Grade:  

GS-12
	Date of Appraisal Period:
From       To      
	Date Rating Made: 

     

	 FORMCHECKBOX 
 GM (PMRS Term. Provisions)
	 FORMCHECKBOX 
 GS (General Schedule)
	 FORMCHECKBOX 
WG (Wage Grade)
	 FORMCHECKBOX 
 GS-AFGE
	 FORMCHECKBOX 
 WG-AFGE

	Rating Official (Signature & Date)

X
	Employee (Signature & Date)

X

	Reviewing Official (Signature & Date)

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

	Element Ratings:
	Progress Review  Employee’s initials indicate only that the progress review meeting was held.  They do not indicate agreement or disagreement with the results.

	Critical Element No.
	Outstanding
	Highly Successful
	Fully Successful
	Marginally Successful
	Unacceptable
	Date
	Supervisor’s Initials
	Employee’s Initials

	1
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	2
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	3
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	4
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	5
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	6
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	7
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	8
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	9
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	10
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	11
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	

	12
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	
	


Summary Ratings

	 FORMCHECKBOX 
 Outstanding
	 FORMCHECKBOX 
 Highly Successful
	 FORMCHECKBOX 
 Fully Successful
	 FORMCHECKBOX 
 Marginally Successful
	 FORMCHECKBOX 
 Unacceptable

	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


CORE Plan
	Date Assigned:

     
	Reviewing Official’s Initials:


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

     
	Element No.:

1

	Critical Element Description: 
Technical Competence:  Renew 100 percent of the Section 8 contracts:  1) that expire during the fiscal year (owners are to submit requests 120 days prior to the expiration date to allow time for review and funding); 2) where the owner selects renewal; 3) where the contract is for units that are decent, safe, and sanitary, and in good repair; and 4) where the Department provides funding.
Related Strategic Goal:

APP/MP HIPRS Code B.1.01.m2 -  Renew all expiring Section 8 contracts that meet HUD’s standard of housing quality.




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 renewing expiring Section 8 contracts that meet HUD’s standards as defined by handbooks and protocols:  
· Independently and accurately processes unanticipated or unusual workload within tight constraints such as Rent/Supp/RAP conversions or shortfall account funding.

· Periodically and independently reconciles project account balances with LOCCS. 

· With minimal assistance from management conducts accurate project needs analyses for projects requiring amendment funds and independently develops and/or improves systems for monitoring subsidy levels and needs.  

· Consistently and independently projects accurately office subsidy needs in a timely fashion, resulting in the basis for adequate funding allocations by Headquarters.  

· Independently identifies projects in jeopardy of default because of Departmental funding problems and advises management and the Project Managers of the need for close monitoring of the situation.    

_________________________________________________________________________________________________________
Highly Successful Performance Standards:

The standards for fully successful are exceeded.
Fully Successful Performance Standards: 
Renewal of all expiring Section 8 contracts that meet HUD’s standards as defined by handbooks and protocols:   
· Maintains accurate subsidy logs indicating vouchering levels and project account balances.

· Through the use of the Line of Credit Control System (LOCCS) and other data systems determine the availability of funds to accurately process amendments and renewals with adequate lead time to ensure funding availability and uninterrupted subsidy funds to projects.
· Accurately identifies project amendment needs.

· With supervision, responds accurately and within established time frames to periodic HQ requests for analysis of Office funding needs.
Uses LOCCS to accurately determine Section 8 contract balances and project contract amount needs (based on burn/utilization rates) for upcoming contract period.

Marginally Successful Performance Standards:

The standards for unacceptable performance are exceeded.
Unacceptable Performance Standards: 
Expiring Section 8 contracts that meet HUD’s standards as defined by handbooks and protocols are not renewed:
· Fails to maintain accurate subsidy indicating vouchering levels and project account balances.
· Frequently fails to use LOCCS and other data systems to determine the availability of funds to accurately process amendments and renewals with adequate lead time to ensure funding availability and uninterrupted subsidy funds to projects.
· Demonstrates a pattern of errors/omissions in identifying projects with amendment or renewal needs.

· Supervisor is frequently contacted by HQ concerning late submission of office funding needs or inaccuracies in submissions.
· Fails to use LOCCS to accurately determine Section 8 contract balances and project contract amount needs (based on burn/utilization rates) for the upcoming contract period.
Actual Accomplishments:       
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2

	Critical Element Description: 
Individual Work Management.  Works to accomplish tasks or special projects and provides services effectively and efficiently in support of the Agency’s mission.

Related Strategic Goal:

Strategic Goal E:  Embrace High Standards of Ethics, Management, and Accountability

      Strategic Objective E.3:  Improve accountability, service delivery, and customer service of HUD and its partners.

	


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:
· Effectively works with difficult situations, resolving issues in a collaborative and proactive manner, resulting in needs of Multifamily Housing being met; and/or,

· Takes leadership in issue resolution – working in a collaborative and creative way to provide and implement options and solutions – meeting the needs of the customer and enhancing the reputation of Housing as a credible and competent trusted advisor in meeting Housing’s needs; and/or,

· Takes leadership in training customers and peers which results in a faster, better and/or quicker, more effective/efficient process; and/or

· Effectively executes the most complex or difficult initiatives in support of Housing’s mission and goals; and/or,

· Is sought by peers and others for help in identifying solutions; and/or

· Exceeds customer’s expectations of work product or services; and/or

· Exceeds the specific goals assigned by the supervisor (attachment) 

· Utilizes all available tools, including data systems, to enhance productivity and monitor workload.
___________________________________________________________________________________________________________

Highly Successful Performance Standards:

Fully Successful Performance Standards: 
CONSISTENTLY:

· Maintains current knowledge and technical expertise of subject matter area(s); and,

· Assists all customers in defining their needs and requests and proactively seeks and implements options and solutions in response to identified needs and requests; and, 

· Works in collaboration with peers across the Department as well as within own office,  to ensure seamless and timely delivery of products and services to customers; and,

· Works proactively to resolve all issues – identifying options/solutions and ensuring team peers are educated to promote zero repeat errors on the same issue; and, 

· Uses good professional judgment in keeping management advised of issues that may affect the quick delivery of service and escalating issues at the appropriate time; and, 

· Accurately articulates issues/needs based on analysis of situation and customer and/or management and peer discussions and determines appropriate response/solution; and, 

· Takes ownership of all assigned tasks, ensuring closure of issues and proactively follow-ups until ensured of the completion of the assigned work product or service; and

· Proactively and professionally carries out the duties outlined in the Position Description; and, 

· Meets goals assigned by the supervisor (attachment)

· Demonstrates expertise in the use of Departmental systems and databases (e.g., LOCCS, TRACS, PAS, and ACCESS) and participates in data quality exercises.
Marginally Successful Performance Standards:

Unacceptable Performance Standards: 
· Provides inaccurate or incomplete advice and guidance to peers, customers or management; or

· Fails to understand needs of customers or management and fails to provide solutions to meet customer or management needs; or

· Fails to provide seamless and timely delivery of products or services to customers or management; or,

· Fails to provide solutions in resolution of issues; or,

· Fails to keep peers, management or customers informed of issues that affect provision of work products or services, resulting in management having to request follow-up or resolve; or

· Fails to ensure closure of all issues resulting in needed work product or service not being provided in a timely way; or

· Fails to meet the specific goals assigned by the supervisor.
· Does not avail themselves of tools or technology to support management of their workload.

Actual Accomplishments:       
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3

	Critical Element Description: 
Communication.  For both Written and Oral communication, communicates in a timely, accurate, professional manner.  Interacts in a customer service-focused manner with clients, colleagues and superiors, demonstrating a high degree of tact and respect.

Related Strategic Goal:

Strategic Goal E:  Embrace High Standards of Ethics, Management, and Accountability

      Strategic Objective E.3:  Improve accountability, service delivery, and customer service of HUD and its partners.




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: 

· Written communications are consistently clear, concise, results-oriented and generally require no revisions.

· Independently sources departmental policy or procedures as basis for written materials and verbal communications.

· Displays expert ability to negotiate resolution and facilitate problem-solving.

· Communications consistently display a high degree of tact, diplomacy and sensitivity.

· Develops and delivers effective presentations at seminars and conferences.

___________________________________________________________________________________________________________

Highly Successful Performance Standards:

Fully Successful Performance Standards: 
· Written communications are clear, accurate, and require minimal supervisory assistance and revision.
· Accurately communicates the department’s positions, based on research and knowledge.
· Communicates to supervisor in a timely fashion any issues that may require intervention to reach an acceptable solution.

· Formulates positions, prepares relevant materials and effectively engages in stakeholder meetings.
_________________________________________________________________________________________________

Marginally Successful Performance Standards:

Unacceptable Performance Standards: 
· Written communications are incomplete, inaccurate and consistently require supervisory revision.

· Does not research departmental policies or procedures to use as a basis for communications.

· Neither communicates problems to supervisor, nor keeps supervisor apprised of status of work assignments, necessitating either continual follow up on the part of the supervisor or significant intervention.

Actual Accomplishments:       
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	Critical Element Description: 
Customer Service.   Provides professional and responsive service within mutually agreed upon timeframes; treats internal and external customers and stakeholders with courtesy and respect.  

Related Strategic Goal:

Strategic Goal E:  Embrace High Standards of Ethics, Management, and Accountability

      Strategic Objective E.3:  Improve accountability, service delivery, and customer service of HUD and its partners.




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: 

· Consistently demonstrates a positive demeanor toward all job functions; assists and encourages co-workers.

· Feedback from customers and staff is positive and reflects favorably on the department.

· Demonstrates exceptional initiative, cooperation, teamwork and problem-solving skills.

· Deals effectively with all stakeholders to facilitate proactive decisions and compromises.

___________________________________________________________________________________________________________

Highly Successful Performance Standards:

Fully Successful Performance Standards: 
· Demonstrates a positive demeanor toward all job functions.

· Valid complaints are seldom received requiring supervisory intervention.

· Demonstrates cooperation, teamwork and problem-solving.

· Follows up with stakeholders to ensure rapid resolution of issues.
_________________________________________________________________________________________________

Marginally Successful Performance Standards:

Unacceptable Performance Standards: 
· Performs duties in an uncooperative manner.

· Demonstrates negative behavior, which generates complaints that reflect adversely on the office or the department.

· Fails to cooperate, and does not engage in teamwork or problem-solving, but erects barriers to resolution.

· Deals ineffectively with problems and stakeholders, resulting in unsatisfactory resolution or significant delays.

Actual Accomplishments:       
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