i U.S. Department of Housing
Performance Appraisal and Urban Development
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Employse Comments ™ -
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Sensitlve 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 1o ensure their security and confidentiality. In addition,
thesa records should be protected against any anticipated threats or hazards ta their security or integrity which could result in substantial harm,
embarrassment, inconvenience, or unfaimess 10 any individual on whom the information is maintained.




U.S. Deparntment of Housing
Elements & Standards e, Urtn Devetogthont

Date Assigned: Reviewing Official's Suparvisor's [nitials; Emplayes’s Initlals: Raling Date: Element No.;
{nitials:
1
Critical Element Description: Embrace High Standards of Ethics, Manager "e ountability.
¢  Through assisting the division in management of workload ;
Employee’s initials indicate only that critical elements and performance standards we They do not signify

agreement or disagreement.

the following criteria,
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85% of assigned GMP entries for review and proceSsing actions aie:inpiit into the sy
Filing systems for the division are maintainéd. - Files ure rmewed ; puried and disgy

ivocords disposition procedures
or are prepared (oe microfiche or the wmrds ccmcr

days of request.

g. mailing, ctc.),
ism within 10 days,

séd of in accordance with records disposition procedures

q« 8 ¢ @

e Assigned wrrespondencc,, repons emd mc:morandum arc regularly not farwarded to rccnp:ent.

»  less than 60% of administrative dutiés are carfied.out. mdependcnuy and accurately (copying, filing, mailing, cte.).

¢ Less than 60% ei'assigned; GMP entrigs: Tor rcview arid, prppbssing actions are input into the system within 10 days.

»  Tiling systems forthc dw;snon are nop nppropnately maintained, Files are nol reviewed, purged and disposed of in accordance with records
disposition prqccdures or are:hot properly prepared; 161 microfiche or the records center,




U.S. Departmaent of Housing
Elements & Standards and Urban Devalopment

Date Assigneq: Reviawing Official’s Supervisar's Inilials: Employas's initials: Rating Date: Rating:- - * Element No.:
Initiaks:

Critical Element ~ Strengthen Communities
through assisting representatives manage their Grant Portfolios

Employee’s initials Indicate only that critical elements and performance stant

to him/her. They do not
signify agreement or disagreement. :

Outstanding Performance Standards: Performance consistently mects 3 or. mum of the Eollomng
= Assists CPD Represcntativeys with retrivval of IDIS reports (o allow the division-to et its: oal of pmcesmng.ss% of CAPERs to
completion and assessment communicated to grantee within 60; days oi reccipt.

Assist CPPD Representatives in the review of Anmml l’orform'.
wnthm 60 days from dm,e of rccelpt o llUD

o Assist CPD mpreeematwes m the’ cloe;ng of compet\twc grznts Documéntarion is complete and technically accurate at Jeast 75% of the

time. .

»  Assist CPD; chrescntatrves with th fisk ana!.
aclive grants’ to meet the deadlm

_mmsmlauaw the division 1o mest its goal of completing the process for 100% of
adquarters,

Unucceptable l’erformnnce Standﬂrds' Pcriorm.ance is indicated by two or more of the following criteria:

e Fails 10 assisis CPD Representanvcs ‘with retrieval of IDIS reports and the division processes less than 60% of CAPERSs to completion and
assessment communtcatcd 10 grantee: ‘within 60 days of receipt.

* Failsto as:.xstCPD ‘chresentauves in the review of Annual Performance Reports and the division processes less than 60% of APRs within
60 days from: dawof ‘Feeeipt to HUD.

e Tails to ussist: Cl’b represcnlatives in the closing of competitive grants. Documentation is complete and technically accurate less than 60%
of the lime, .

«  Fails to assist’CPD Representatives with the risk apalysis process 1o allow the division to meet its goal of completing the process for 100%
of active grants to meet the deadline established by hcadquarters.



U.S. Department of Housing
Elements & Standards and Urtian Dovelopmont

Element Na.:

3

Date Assigned: | Reviewing Officiul’s Initials: | Supervisor's Initials: Employec's lnitials: | Rating Date:

Critical Element Description: REPRESENTATION

UD Strategic Goal; STRENGTHEN COMMUNITIES: Represents: ;
development programs to a variety of customers which mcludes
and other governmen _personnel

“and its community
rantees, the public

Outstanding Perfurmance Standards: Consistently meets 3 or more af the followmg reg)
o In-house division and team meetings ure attended at least 90% of ehe tlmw ‘When <chcdu
) Conmbulet 10 thc reporl.mg rcqunremcntq of the D.m 3 'Qn by prcparlng ¥

CUSTOMErS. :

e Telephone calls are answcred on an avcrage wnthm‘3. nngq No mom than Wo vahd Ol
during the rating period.. . e

= Promotes cooperative. wonkmg rdatlonsbwps/tcamwork within lhg:.of’ﬁge,' and sgggeb
more efficient dnd cﬂ‘ectwc operatiun m the ot’f‘we

Jaints are received from internal of external customers

vative approachcs of suflicient merit that result in

Fully Successful Performance Stnndards Conslstentty meets the fouowmg req) remems

v In-house division and. team mectings aré afrended. at Icgst 5% of the time Whei schedule ailows.

»  Contributes to theirgporting raqwremcnts sof the Dmémn by prcparmg monthly reports from the homeless grunts database, The reports are
distributed to C PD Repn,scntatwcs and: -siperviso in 15.days of the beginning of the month.

e Tclephone culls ate qnqwm:d abi.an avemga avithi; ngs Ncrmorc than three valid complamts are received from intecnal or extemnal
customers during thie'rating period.. v i

a  Promotes woperanvc workmg tclauonsl:ups/wamwork wuhm the office, and :.ug.gc.sts approsaches to increase cfficiency and :ﬁecnvencsa of
operations in tha oﬂ’ice ; .

Unacceptable Perfarivance. Standards: Performance is indicated by two or mere of the following critcria:

e In-house division and wam: meetings are attended less than 6(1% of the time when schedule allows.

»  Does not contributes’ 10°the reporting requirements of the Division by preparing monthly reports from the homcless grants databasc. The reports
are not distributed to CPI) Representatives and supervisors within 15 days of the beginning of the month.

= ‘Tclephone calls are answered on an average within 3 rings. Morc than three valid complaints are received from internal or external customers
during (he rating period..

*  On more than one octusion fails to promote caoperative working relationships/teamwork within the office, and fails to suggests approaches to
increase efficiency and effectiveness of operations in the office.



