	PERFORMANCE STANDARD
	INSTRUCTIONS: Refer to FSIS

 Directive 4430.1
	1. APPRAISAL PERIOD

   From:                    │     To:  

	2.  NAME (Last, First, Middle)

	3. Official Position Title


	4. PAY PLAN/OCCUP. SERIES/GRADE/STEP

   

	5. PMRS FUNDING UNIT

   
	6. ORGANIZATION

   
	7. DUTY STATION (City, State)

   


	8. PERFORMANCE ELEMENT Enter element name up to 35 characters. The duty or responsibility for which employee is responsible may also be briefly described.

Customer Service and Teamwork
	9. Check one
 CRITICAL (If critical, must be reflected  in employee's position description.)
   NON-CRITICAL



10. STANDARD (Describe the level expected for Fully Successful performance. Description of Exceeds or Does Not Meet fully successful levels is optional.)






FULLY SUCCESSFUL

Ensures that all customer needs are responded to promptly and effectively.  Service provided is accurate, technically competent and complies with Agency regulations and policies

Develops good customer relations by providing regular communications on changes and clarifications to procedures, invites input and feedback from customers to monitor levels of customer satisfaction and implements suggested changes that will improve functions and processes. 

Fosters teamwork by coaching, guiding and leading employees in a professional and courteous manner.

Coordinates and works with others to complete projects and assures overall program perspective is accurately reflected.                                                                                             

	11. EMPLOYEE'S SIGNATURE AND DATE


	12. SUPERVISOR'S SIGNATURE AND DATE


	13. REVIEWER'S SIGNATURE AND DATE



	14. PROGRESS REVIEW (Initial and date.)
    (One mid-cycle review is required.)
	EMPLOYEE                     │  SUPERVISOR


	EMPLOYEE                    │  SUPERVISOR




15. ELEMENT RATING (At the end of rating period, compare the employee's performance with standard and assign element rating.)
      EXCEEDS                                                MEETS FULLY SUCCESSFUL                    DOES NOT MEET

16. DOCUMENTATION OF ACCOMPLISHMENTS (Document accomplishments for elements rated Exceeds or Does Not Meet. No documentation is needed for elements rated               Meets Fully Successful. Documentation can be recorded on a separate sheet and attached.)
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