	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.

Interaction with Internal/External Groups.


	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

With few exceptions:
Maintains open and continuous communication with customers; listens to their needs; provides clear, complete and accurate information.
Sets mutual realistic dates with customers for completion of assignments and projects.

Is proactive in contacting and meeting with managers to discuss their requests, offer advice, options, etc., in a way that positively markets our service as consultants.

Ensures that advice given is accurate, includes potential and reasonable alternatives, includes other partners as warranted and complies with applicable regulations and policies.  Provides regular updates and information within timeframes negotiated with the customer.

Maintains communications with internal organizations serviced and external organizations in order to promote acceptance of recommendations in compliance with necessary regulations and policies.  Is proactive in making necessary contacts and coordinates with others both internally and externally to complete projects and ensure overall (Branch/Division) perspective is accurately reflected.

If supervisor, could add:
Provides leadership, guidance, and coaching to staff in a courteous, helpful, and professional manner.  Fosters a team concept and is respectful and courteous with coworkers.  Makes adjustments to assignments as needed due to peak workload or staff shortages in order to fully utilize all staff members to manage the workload and deliver timely and accurate services.

If employee is not a supervisor, add:
Meets and deals with others and communicates program purpose and activities in a manner which ensures equal access to programs and information.  Consistently demonstrates fairness, cooperation, and respect toward coworkers, supervisors and managers, and all internal and external customers.  Written and oral communication and interpersonal relations contribute to a productive and nondiscriminatory work environment.  (Note:  Supervisors must have a stand alone CR element
	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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