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From Internet Explorer go to the DIR web page at http://arpsdir.a.state.gov
Select Forms Listings then Evaluation forms

Scroll down to the Word section

Steps to select the template:

1) Left click the link (DS-1829 or DS-5055)

2) Right click on the link and select 'Save Target As'

3) Choose a location to save the file to

4) Open the template from the location it was downloaded to

5) After opening the template you should be prompted to 'Enable Macros' 

If not follow these steps to enable your macros in Office:

1) Open Word and go to tools

2) Choose 'Macro'

3) Choose 'Security'

4) Select medium or low and close. You must leave Word and reopen it before the macro function will work.

Usage instructions:

Tab (sequential function) or simply click into any fill-in field. Use the arrow keys to navigate the cursor within a fill-in field.

Spell Check - The spell check only checks the longer narrative sections. It skips proper name fields and date fields. To use the spell check use this icon [image: image1.png]


 generally located to the right of the printer icon.

Styling features  – special steps to use for bolding, italicizing and underlining: Use a caret symbol (Shift +6 key) in front of and at the end of any text to be formatted [e.g., (inserted caret symbol) Text (inserted caret symbol) ^Text^].  Then click on the styling Icon (B for Bold, U for underline, and I for italic) to apply that formatting.  If you wish to undo styling simply backspace over the words or sentences or use the delete key and then retype the change that will appear as normal text. Styling is best done when the fill-in field is in its final draft.  Use the arrow keys rather than the mouse to move the cursor around within a fill-in field. 

Moving text - Moving sentences or paragraphs in a narrative section can be done with the following steps: You will notice that the entire fill-in field is highlighted even when trying to choose a small section of a fill-in field. Highlight the entire field and click on copy, minimize the document and paste the fill-in field into a new blank document. Move text around to its desired location and then copy and paste the changed fill-in field in its entirety back into the proper section of the EER.

Saving and sending as e-mail - Save the EER as a regular Word document. Use the normal procedures to send as an attachment in an e-mail.
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JAKARTA PLEASE PASS DILI

1.  One of the central contributions of each year's Selection Boards is their recommendations on improving policies and procedures for the performance evaluation system.  This year's Boards devoted enormous thought and care to that effort, and I want to pass along to you the key themes they have identified with respect to the EER process.  From their collective experience of reviewing nearly 5,000 official performance files, the Boards have offered sound advice on how each of us -- rated employees, raters, and reviewers -- can best approach this vital process.  In the months ahead, we will be looking closely at the management issues the Boards have raised, and will keep you posted on the HR web site as we move toward next year's Boards.  The Boards' conclusions, however, carry immediate counseling benefits for us all, and I strongly commend them to your attention.

A continuing dialogue:

2.  The Boards confirmed that the strongest EERs are those reflecting a long-term dialogue between rated and rating employees, beginning with the establishment of meaningful, measurable work requirements.  Your work requirements necessarily serve as the foundation for your EER: you can expect the Selection Board to refer to them frequently in assessing the narrative that follows and in judging how well you have done your job.  Ideally, they should afford sufficient scope of action, independence, and authority that you can demonstrate the fullest range of your skills and abilities and your mastery of the competency skills that the Boards use to assess each file.  (These are available in E-Forms -- DS 1829 PR.)  You need to review these carefully with your supervisor.  Bear in mind that long lists are hard for Boards to track.  Shorter lists of more general requirements allow greater latitude in writing about performance and are easier for a Board to recall when reading evaluations.  Specific objectives should be keyed to the rating period -- not repeated year after year.  With four-year assignments increasingly the rule, it is important to draft work requirements that demonstrate real growth over time.

3.  Counseling is more than a cosmetic requirement for the EER cover page, and it is more than a one-way street.  The Boards expect rated employees to take an active role in reviewing progress and ensuring that performance is on track with raters' expectations and work requirements. Discussion of weaknesses and areas for improvement remains one of the most difficult aspects of the evaluation process.  Employees who seek advice and constructive criticism and raters who elicit thoughtful self- assessments can lay the basis for the kind of solid, professional teamwork that shines through in a strong, persuasive EER.

Raters and Reviewers -- Getting it down on paper:

4.  The best EERs are succinct, well-documented, and credible.  The precepts and decision criteria are a good place for raters to start -- not in adhering ritually to an arbitrary checklist, but rather in identifying and bringing to life successes and achievements that provide clear evidence of skills in key competencies. EER instructions recommend that all parties leave white space in the narratives, and the Boards back that up.  The typical mid-level Board has more than 5,000 pages to digest; and densely packed narrative can only work to the rated employee's disadvantage.  The 2002 Boards stressed that well-chosen examples of achievement, telling why they were important and what the employee accomplished, are far more effective than a margin-to-margin, adjective-swollen recitation of an entire year's activities.  Space devoted to describing how busy, hectic, frantic, overworked, or overwhelmed the office is can best otherwise be used describing concrete accomplishments.  An initial positive statement carries far more impact than one buried later in the rating text.

5.  Board SFS-III (OC Generalists - all cones) noted that too many raters and reviewers are not giving sufficient attention to rated employees' supervisory responsibilities and achievements, an essential component in judging competitiveness to perform at even higher levels. At the senior levels, the Boards are looking closely at the employee's ability to manage and lead others to accomplish the organization's goals.  Seniors whose EERs focus primarily on drafting skills, analytical abilities, programming skills, and public speaking ability do not help the Board see the employees' leadership potential.

6.  At all grades, personnel management experience should be documented if the employee has supervisory responsibilities.  Make sure, as well, that SEP/hardship/hard-to-fill/danger service is documented under special circumstances in the work requirements. Precepts call for the Boards to factor in such service, but they may not otherwise be aware of it.  The Boards agreed that, for an employee who is not a supervisor or manager, there is no need to include a pro forma statement on EEO sensitivity or security awareness unless there is a problem or substantive comment.

7.  The bottom line is that poor drafting and lack of thought by raters and reviewers can seriously disadvantage rated employees.  Failure to describe clearly what an individual did -- how she or he made a difference -- remains a fundamental flaw in reports across all grades and cones.  Too often, raters and reviewers fall back on weak verbs, like "monitor" and coordinate," to describe achievements.  At the other extreme, superlatives have become so overused that their impact has been severely eroded.  Extravagant praise, unsupported by concrete examples of performance, undermines the credibility of a report, especially when junior and mid-grade officers are credited with spectacular achievements on the national or world stage.  Again at the other extreme, one OMS Board called attention to the number of reports that, rather than describe the employee's performance, went on at length about the rater's/reviewer's own importance, busy schedule, and significant achievements.

8.  The Boards were of one voice on the "Areas for Improvement" box.  Raters need to take it more seriously, to avoid throwaways, and to focus on skill-related problems that need to be addressed -- both in the interest of honesty and in terms of helping individual employees to overcome weaknesses that will otherwise make them progressively less competitive for promotion.  As the EER instructions state, no employee is perfect; but the Boards are not looking exclusively for criticism of performance. Even the best employees can improve in some way that is genuinely related to one or more of the competency groups. Raters need to emphasize those areas where improvement would most enhance the employee's overall effectiveness in the present job or better prepare the employee for advancement to greater responsibilities, and they need to explain what the employee realistically would be expected to do to improve.  Having identified a weakness in an earlier report, a rater should be sure to revisit the issue in subsequent reports to establish how the employee responded to the counseling and to help the Board assess the employee fairly.

The rated employee:

9.  Employees should read draft evaluations carefully to ensure that raters/reviewers have adequately documented achievements and positive qualities with concrete examples that differentiate the current report from prior reports, particularly if an employee has been a number of years in the same job.  It helps at this point to review prior EERs, particularly to be sure progress on past "Areas for Improvement" is addressed in the current report.  It can also help to ask a friend or mentor to look at the evaluation with a fresh, objective eye that might offer insights into performance weaknesses or help to negotiate a more accurate appraisal.

10.  The rated employee's statement -- Section VII of the EER -- carries tremendous weight with the Boards. Sometimes derided as the "suicide box," the statement offers an important window into each employee's thinking and aspirations, not conveyed in the rating and review statements.  Boards read this section carefully, as an opportunity to get a sense of who the employee is, what is important to her/him, and how the employee views herself/himself in the larger Foreign Service.  Follow EER instructions and exercise judgment.  The statement should relate accomplishments to performance plans, providing additional context for Boards to understand how employees saw performance in terms of supporting overall goals. Avoid covering the same ground as raters and reviewers, however, unless there is a different and significant perspective to be offered.  Single out achievements that illustrate the context of performance during the rating period.  Employees who write only a line or two signal to the Boards a lack of interest or disengagement. Retirement-bound seniors should bear in mind that they are considered for performance pay even if the review comes after their retirement, assuming the member has not reached her/his TIC and retirement occurs after the end of the rating period.  They should be careful, in their own statements, not to divert attention from their accomplishments of the rating year.  The Boards encourage rated employees to have someone else read the statement for tone, message, and coherence.

What not to write:

11.  The Boards have made clear their impatience with statements that suggest arrogance or outsized egos -- "promote me now" -- pointing out that, when an employee calls for his or her own promotion, it comes across as an indirect challenge to the Board's competence.  In challenging areas for improvement, some seek to criticize raters' judgment or aggressively to take on management, and the Boards have made clear that such statements only reflect negatively.  Don't whine.  Employees who use their statements to argue grievances disadvantage themselves. Acknowledging the need for improvement in the specified area and remarking on plans for addressing it are almost always helpful.  The Boards have noted that, despite clear instructions, too many inadmissible comments about family, health, age, education, and prior experience still find their way into EERs, most often in the rated employee's statement.

Contents and appearance do matter:

12.  Raters and reviewers are responsible for EER quality and clarity, and the Boards encourage rated employees to seek to improve poor or ambiguous language.  Each rated employee should proofread the entire report for typos, grammatical errors, and inadmissible statements, pointing out deficiencies to raters and reviewers.  Such mistakes remain a problem and reflect negatively on the employee, rater, reviewer, and review panel; but it is the employee who, in the Boards' eyes, has ultimate responsibility for ensuring an error-free EER.  Mistakes can hurt, if only by suggesting indifference or sloppiness, and militate against the employee in terms of promotion.

13.  The Boards have stressed that employees are not well- served by murky references, mixed metaphors, double meanings, malaprops, and shopworn cliches that leave the Boards wondering about the writers' intentions.  Hit the ground running, can-do, go-to, consummate, unflappable, stellar, astute, deft, nuanced, myriad, alacrity, aplomb, utility fielder, team player, on top of his/her portfolio: all are now used so often that they have lost meaning. Extraordinary, exceptional, and superb mean just that: beyond ordinary.  Unsubstantiated superlatives ("world's second busiest American embassy") are distracting and unhelpful.  Misuse of acronyms slows the Boards down and distracts from the task at hand, and the Boards urge very cautious use of bolding and capitalization for emphasis.

14.  Finally, each rated employee should review the record version of the EER, after it has been signed off by the review panel and is ready for submission to HR/PE, to ensure that nothing has been cut in the process of any corrections.  Bear in mind that any memo, e-mail, or cable authorizing someone else to sign an employee's EER is retained intact in the Official Performance Folder.  These are not the place to include editorial comments.

Review panels:

15.  The Boards this year have cited a number of review panels for failure to identify inadmissible comments -- most frequently, discussion of retirement plans in the rated employee's statement.  The Boards were also concerned over the number of chiefs of mission who fail to submit EERs on other than their DCMs for panel review.

Assignments:

16.  To the extent that any Board recommendations touch on assignment issues, HR/CDA will be following up appropriately.  There were some common themes, however, that we can all bear in mind.

17.  At the mid-levels and above, variety in assignments strengthens competitiveness, particularly for those employees who serve in successively more challenging positions, in a range of conditions overseas and in Washington, including successful tours at hardship posts and in jobs with management responsibilities.  One mid- level Board commented on the surprising number of employees who have either not served in Washington or have not served overseas, and whose corresponding lack of experience has limited the breadth of their knowledge and exposure.  At the O-2 level, the Boards saw greater opportunity to demonstrate skills needed for promotion when assigned overseas, rather than in successive Washington assignments of many years' duration.  Mid-level specialists were in certain cases judged less competitive after serving out of cone for several tours.

18.  In the senior ranks, the Boards found it helpful to see an employee's skills and abilities exhibited in several venues and environments.  Competitiveness for classwide promotions depends on broadened experience and perspective: demonstrated policy management skills for consular and administrative officers; significant personnel and resource management experience for political, economic, and public diplomacy officers.  At the same time, long service out of cone can limit a senior's competitiveness for conal promotion.  The strongest files for specialists at the O-1 and OC levels reflected a variety of progressively more responsible assignments, including overseas tours, Washington program management positions, excursion tours, and leadership/management training.

Your Official Performance File:

19.  A consistent theme from this year's Boards was that rated employees need to take much more active responsibility for their evaluations and performance files.  Your CDO can help obtain your OPF for review, and this is a crucial opportunity to ensure that your file is complete, current, and accurate and that it includes all relevant material, including award nominations, training reports, and gap memoranda.  The Boards nonetheless caution against including too many marginally relevant, pro forma commendation letters that give the appearance of padding the file.  You should also check your Employee Profile Report (EPR -- formerly known as the PAR) annually for accuracy.  The Senior Threshold Board noted three categories who should pay special attention to possible omissions or errors: public diplomacy officers, multifunctional officers, and those with more than five languages.

20.  The Boards drew one other conclusion -- unanimous praise for the high achievement and exceptional public service of the Foreign Service.  Both in their final reports and in their meetings with me, they paid tribute to the extraordinary, dedicated service that Foreign Service employees render every day in postings around the world, often in dangerous and trying circumstances, and to their commitment to the American people.  I want, in turn, to commend the exceptional contributions of the Boards themselves, both Foreign Service members and the public members who generously devoted their time and experience to this important effort.

MINIMIZE CONSIDERED.

POWELL  

NNNN  
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SUBJECT: PREPARATION OF EMPLOYEE EVALUATION REPORTS:

SUGGESTIONS FROM THE 2003 FOREIGN SERVICE SELECTION BOARDS

1.      The 2003 Foreign Service Selection Boards have once again offered useful observations on how to write effective Employee Evaluation Reports (EERs).  Many of their comments echo those made by previous Boards. Employees are, therefore, encouraged to read this cable carefully to avoid the same pitfalls and improve both the quality and appearance of EERs prepared this year. Comments are offered section-by-section, following the format of the DS-1829, the applicable form for ALL Foreign Service members EXCEPT tenured FS-01s and members of the Senior Foreign Service. Nevertheless, the comments apply as well to those using the pilot DS-5055, i.e., Tenured FS-01s and SFS. Those employees and drafters will find additional information on the DS-5055 in a helpful multimedia web briefing found at http://hrweb.hr.state.gov .  Drafters will also want to review the final paragraph of this cable, with additional tips on what is likely to engender criticism or commendation from the Boards.

2.      Review Panels:  Boards continue to be concerned by the number of inadmissible comments that appear in EERs.  Review Panels should review 3 FAM 2815.1 and screen reports carefully for inadmissible comments. They should also enforce uniform formatting standards. Review panels should not simply state that reports contain errors without noting what, if anything, was done to correct them.  They also should seek to resolve differences in content with rating, reviewing, and rated officers before final reports are submitted to HR/PE.  Further instructions for Review Panels, a key part of the EER process, are provided septel.

3.      Format:  a good EER is reader-friendly.  Board members notice - and not to the rated employee's favor -- typographical errors, technical mistakes and poor writing.  Jargon should be avoided and unfamiliar abbreviations should be explained.  This has been a particular problem for specialists and those who deal with technical issues in trade, arms control and the environment. The general appearance of the report also is important.  Covering every inch of space can do the rated employee a disservice because the report is hard to read.

4.      Content:  failure to comply with the EER instructions and the Precepts disadvantages the rated employee.  Raters and reviewers who are criticized by the Boards for writing poor EERs should seek guidance in effective EER preparation and in counseling and managing employees.  Many EERs are filled with descriptive adjectives and adverbs, but the best ones include concrete examples of the accomplishments of the rated employee. The best examples indicate not only what the employee did, but how difficult it was and what impact it had.  A recommendation for promotion should be supported by examples of promotion-worthy performance. Unfamiliar expressions, quotations and clever phrases may seem witty but are subject to misinterpretation.  If there is any doubt about how a word or phrase might be interpreted by readers of the report, change it.

5.      Evaluation of Performance (Section IV of DS- 1829): performance should be discussed in connection with the objectives of the job in question.  Employee work requirements - and performance that goes beyond those requirements - constitute a relevant standard of performance.  Mention must be made if there is evidence of a lack of concern for security, from personal security to the protection of classified documents.

6.      Evaluation of Potential (Section V of DS-1829): the employee's potential for advancement must be measured against each of the six core competencies (DS-1829cp), supported by concrete examples.  The opening or closing of this section should be consistent with the content of the section.  An inadequately supported recommendation for promotion raises more questions than it answers.  Employees such as DCMs, principal officers, officer directors, deputy office directors, and human resources officers are responsible for EEO program leadership and administration. The manner in which they meet these responsibilities must be reflected in their EERs, with specific examples.  Boards carefully consider these examples, or the lack thereof.

7.      Areas for Improvement (Section V.C of DS-1829): meaningful areas for improvement can be a valuable counseling tool and lend credibility to the EER. Mundane or irrelevant comments have the opposite effect.  To be credible, the area for improvement should be internally consistent with the remainder of the report.  The area for improvement should never be a surprise to the employee, nor simply recommend training.

8.      Review Statement (Section VI of DS-1829):  this section adds an important second assessment of the employee and his or her performance and potential. Boards have repeatedly criticized reviewers who fail to comment adequately on the relationship between rated and rating officers, particularly where there are apparent conflicts and/or contradictions.

9.      Rated Employee Statement (Section VII of DS- 1829): rated employees should take ownership of their own EERs by checking them carefully for appearance, typographical errors, and grammar.  They may wish to use this section to discuss significant accomplishments that have not been covered by the rating or reviewing officers elsewhere in the report. Failing to respond to criticisms made by rating or reviewing officers may be construed as a lack of interest in improving performance, though any comment should be carefully considered.  A positive tone is generally most helpful; arguing is not at all helpful. Likewise, it is generally not useful simply to repeat the accomplishments already mentioned by others. Striking the right tone in this section is important because it gives Board members a direct insight into the officer being reviewed.  It is not helpful for rated officers to recommend themselves for promotion.

10.     Criticism and commendation of rating and reviewing officers:  Foreign Service Selection Boards also criticize and commend rating and reviewing officers for the quality of the EERs they prepare. Narratives unsupported by specific examples were the most frequent cause of criticism.  Other shortcomings, in terms of frequency, involved technicalities (excessive and distracting use of acronyms, inappropriate comments, inadmissible comments), content (failure to link accomplishments to performance or to indicate the value of the accomplishments), and communications (inadequate discussions about performance, personality differences, and conflicting styles of work).  Boards have commended drafters of reports that give them a full understanding of the employee's performance and its impact on the office and/or Department and also for the willingness to address difficult issues head- on in a professional and constructive manner.  In accordance with 3 FAH-1 H-2321 and the Procedural Precepts, the Board's criticisms will be placed in the Official Performance Folders of rating or reviewing officers for two years.  Officers who were criticized by the Boards may add comments to their folders through HR/PE.  Letters of commendation are also placed in the Official Performance Folders of those raters and reviewers. Commendations remain in the recipient's OPF throughout his/her career.

11.      Minimize considered.
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SUBJECT: PREPARATION OF EMPLOYEE EVALUATION REPORTS: THE ROLE OF REVIEW PANELS

REF: A) 3 FAM 2810, B) 3 FAH-1 H-2810 C)DS-1829I

INSTRUCTIONS FOR PREPARATION, D) DS-5055I INSTRUCTIONS FOR PREPARATION

1.  Summary: This message covers the responsibilities of review panels in the preparation of Employee Evaluation Reports (EERs) for U.S. Foreign Service employees.  Please ensure that all members of the EER review panel at post read this message.  Review panel members are also urged to review carefully the guidance in the referenced regulations.  End summary.

2.  Review panels play a critical role in ensuring that EER instructions are applied properly and that EERs are corrected as necessary.  Service on the review panels is an excellent example of "community service" that contributes to the welfare of other employees and strengthens the Department as an institution.  The following instructions, drawn from the references cited above, are presented in consolidated form to assist post/bureau review panels in their work.

3.  All bureaus and posts with ten or more Foreign Service employees must establish EER Review Panels. All evaluation reports should be submitted through such panels.  The only exceptions are reports prepared by or on Chiefs of Mission or by Assistant Secretaries or their equivalents on their deputies, which the rater may elect not to submit to a review panel.

4.  Reports from posts or offices with fewer than ten Foreign Service employees must be reviewed by the appropriate Executive Director or Principal Officer or their deputies.  Constituent posts that are too small to establish review panels should submit their reports to the Embassy's review panel.

5.  Review panels should return to the rating officer for revision any EER that does not meet the following standards.

- a. Reports must be internally balanced, consistent, and adequately documented with illustrative examples to substantiate comments on performance.  The performance narrative in Section IV of DS-1829 and Section VII of DS-5055 (the form for tenured 0-1 and SFS employees since September 2003) must be based on at least three of the work requirements, including continuing responsibilities, described in sections III A and B of DS-1829 and sections VI A and B of DS-5055.

- b. The "Evaluation of Potential" section (DS-1829) and "Evaluation of Performance and Potential" section (DS-5055) must draw on specific examples of the rated employee's performance in each of the six Core Competency groups.

- c. The "Areas for Improvement" section must be credibly addressed and should provide specific recommendations for improvement.  Area(s) for improvement must be linked to one or more of the Core Competency groups in section V B, of DS-1829 and section VIII A of DS-5055 (see EER instructions).

- d. Inadmissible comments (see 3 FAM 2815 and EER instructions) cannot appear in any section of the EER.

- e. EERs must be free of stereotypes, group assumptions, or sexist or ethnic comments (please see list of inadmissible comments in 3 FAM 2815, reference C or reference D above).  The following are types of statements which are improper, or, when taken out of context or in the absence of supporting examples or explanation, could be viewed as having a double meaning:

Mr. X is surprisingly articulate. (ambiguous)

Ms. Y thinks like a man.

Ms. Z's cheery personality has been an important asset.

Ms. Z is pert.

Ms. Z is vivacious.

- f. All jobs, at all levels, require attention to Equal Employment Opportunity (EEO).  EERs should comment on supervisors' and managers' sensitivity to, and furtherance of, EEO principles with specific examples. Any indication of less than full support for EEO objectives must be discussed (see reference A).  As stated clearly in the Core Precepts, commitment to EEO principles is an important managerial skill.

- g. EERs should spell out fulfillment of any management or internal control responsibilities, and, if applicable, the rated employee's effectiveness as a supervisor.  All employee work requirements statements must include the proper management of classified material and information. Rating Officers must comment on any pattern of failing to ensure that classified material and information are safeguarded properly.

- h. Rated Officer's Statement(s): review panels may advise employees to consider rewriting their section(s) if they appear to be self-prejudicial.  Please note that instructions for DS-1829 specify that rated officers must comment on their most significant accomplishments.  Also note that the DS-5055 has two separate sections available for the rated officer to make a statement.  Section VII requires the rated officer to describe his/her accomplishments using at least three examples from the work requirements.  The rated officer also has the option to add additional comments in section X.  If the rated officer does not sign section II Certification of Position, Work Requirements and Counseling, he/she must explain why in section X.  These statements are also governed by the same rules on inadmissible comments.

- i. On the technical side, review panels should check for typographical and other errors and ensure that the EERs are prepared on the current EER forms dated 08/2002 for DS-1829 or 08/2003 for DS-5055 using A/RPS/DIR approved software (unclassified Intranet FormFlow, eForms CD-ROM and MS-Word Template). EERs must be prepared using the CG Times WN font and 12 pitch type. EERs should not be prepared using InfoForms.

6. While the review panel responsibility is advisory only, (panels can suggest but not demand rewriting), it is critically important that review panels exercise quality control authority and request that deficiencies be corrected.  If such efforts are unsuccessful, the panel should note its suggested revisions and any reasons for rejection in section II C of DS-1829 and section V C for DS-5055.  A continuation sheet may be used.  Panels are empowered on their own authority to delete inadmissible comments.  Please remember that the review panel chairperson may be criticized by the Selection Boards for failing to correct EERs that do not comply with regulations and instructions.

7. Any revision to the EER by the rater should be shown to the reviewer, if possible, and must be shown to the rated employee; a revision in the reviewer's statement also must be shown to the employee.  The employee may then revise or supplement section VII of the DS-1829 (Statement by Rated Employee) or section X of the DS- 5055.

8.  If the rated member's statement (DS-1829, Section VII or DS-5055 Section X) contains negative or pejorative comments concerning the rating or reviewing officer, or raises significant questions of fact central to the evaluation, the review panel (or HR/PE) may invite the rating or reviewing officer as appropriate to comment on those aspects of the statement.  Any such comments will be shown to the rated employee, who will then be given an opportunity to make a final statement.  These supplemental statements will be attached to the evaluation report. The review panel has the primary responsibility to check for negative or pejorative comments.  HR/PE also may solicit comments by the rating or reviewing Officer in cases where the bureau or post review panel did not do so.

9.  If an evaluation is submitted after the due date to HR/PE, the panel should indicate in section II C of the DS-1829 or section V C for DS-5055 who is responsible for the delay.  Finally, the chairperson of the panel should sign section II B of DS-1829 or section V B for DS-5055 and indicate the date the evaluation was returned to the post or bureau Human Resources Office for forwarding to HR/PE.

10.  Per 3 FAH-1 H-2819, in those instances where the officer responsible for a delinquent EER is not identified, the file of the Principal Officer of the post or the Executive Director/Officer within the Department who was responsible for submitting the report will be annotated.  In the case of late reports where review panel action might impede timely submission of the EER to a Selection Board, the appropriate Executive Director or Principal Officer or their deputies will conduct the review.

11.  Minimize considered.
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SUBJECT: 2004 EER PREPARATION: TECHNICAL TIPS ON PROPERLY

COMPLETING THE FOREIGN SERVICE EMPLOYEE EVALUATION REPORT

1. Summary: This is an action message that provides technical guidance on the preparation of evaluation reports for U.S. Foreign Service employees for the 2003-2004 rating cycle that ends Thursday, April 15, 2004.  These reports are due in HR/PE by Saturday, May 15, 2004. Please read this cable carefully.  It will answer many of your questions and help avoid frustration.  A point of contact for help with the forms is provided in paragraph 6.  Please distribute the text of this message promptly to all U.S. Foreign Service employees.  End summary.

2.  The forms: For tenured FS-01s and Senior Foreign Service employees, form DS-5055 dated 08/2003 must be used. For all others the current EER form (DS-1829) and its instructions (DS-1829i), dated 08/2002 should be used. There have been no changes in the DS-1829 form during the rating cycle.

3.  Sources for forms: EER writers have three choices for forms: 1) unclassified Intranet http://arpsdir.a.state.gov , 2) eForms CD-ROM (dated 2nd Quarter 2004), and, new this year, 3) Class Net (http://arpsdir.state.sgov.gov ).  Users may access all evaluation forms (DS-1829 EER form, DS-1829i EER instructions, DS-1829cp Core Precepts, DS-1974 Counseling Certification Form, DS-5055 EER form for tenured FS-01 and Senior Foreign Service employees only, and DS- 5055i EER form for tenured FS-01 and Senior Foreign Service employees only Instructions for Preparation) at each of these sources, under "Forms Listing, Evaluation Forms". All versions are maintained by A/RPS/DIR (Records and Publishing Services Directives Management Staff).

4.  Details on forms: instructions on how to use the eForms Formflow program are provided on the forms web page and eForms CD under "Instructions and Help Steps 2 and 3" and in section 8 of this message.  Please take time to follow the instructions carefully.    Please note that to use Bold, Italic and Underline or run the spell check with the word template, you must follow the instructions posted on the A/RPS/DIR web site or CD-ROM, which are also described in sections 6 & 7 of this message.  To repeat, EERs for the 2003-2004 rating cycle must be prepared only on the forms using A/RPS/DIR software.

5. Technical specifications and suggestions: Both DS-1829 and DS-5055 forms, regardless of their source, have a pre- set CG Times WN 12 font which cannot be changed.  The MS- Word Templates were produced and distributed by A/RPS/DIR with a CG Times WN 12 font to allow the user to get virtually the same amount of text in each form.  Users who wish to work from home or while on travel can use the MS- Word templates and cut and paste into FormFlow if they desire to use FormFlow.  The A/RPS/DIR MS-Word Templates are locked to prevent changes to the pre-set font and line spacing, but the drafter can use bold, italicize, underline, and spell check features that are also available on the EER FormFlow version.  Instructions for acquiring Word templates for the EER forms are found in section 10a.

6. Word Spell Check: the spell check only checks the longer narrative sections.  It skips proper name fields and date fields.  To use the spell check use the "ABC check icon" generally located to the right of the printer icon.

7. Word Styling features: special steps to use for bolding, italicizing and underlining: Use a caret symbol (Shift +6 key) in front of and at the end of any text to be formatted [e.g., (inserted caret symbol) Text (inserted caret symbol) ^Text^].  Then click on the styling icon (B for Bold, U for underline, and I for italic) to apply that formatting.  If you wish to undo styling simply backspace over the words or sentences or use the delete key and then retype the change that will appear as normal text.  Styling is best done when the fill-in field is in its final draft.  Use the arrow keys rather than the mouse to move the cursor around within a fill-in field.

8.  Help: users experiencing technical difficulties with any of the A/RPS/DIR EER software products should contact A/RPS/DIR for assistance, preferably by e-mailing Glen Dixon at dixong@state.gov or by telephone at 202-312- 9608). FormFlow users please review Help and Instructions before calling for assistance.  Most common problems may be answered by following steps 2 and 3 of the instructions.

9.  How to convert the old to the new: Data from previously approved FormFlow DS-1829 EER form (dated 08-2002) will automatically open into this year's form. Bootleg versions of EER forms created by staff other than A/RPS/DIR should not be used because of fonts and line spacing and will not be accepted by HR/PE.  An important point to keep in mind is that all DS-1829 and DS-5055 EERs submitted for the 2003-2004 rating cycle must use the CG Times WN 12 type font.  EERs written with any type face other than CG Times WN 12 will be rejected by review panels.  InfoForms DS-1829 EER versions are not acceptable, but the text from these forms can be cut and transferred into the new EER software versions, although some editing may be required if a different font or line spacing was used.  Because WORD does not work with a database, the data in last year's template will not automatically flow into the new template.  You can cut and paste the data from one word template to another if necessary.

10.  The following step-by-step instructions are provided by A/RPS/DIR to ensure that using eForms is easy and fast.

a.  To use the FormFlow version of the forms you must have FormFlow loaded on your PC.  The software is available from any version of the eForms CD and at the A/RPS/DIR website:

http://arpsdir.a.state.gov/work/formflow.html 

You may request a CD via email from Glen Dixon at dixong@state.gov (please provide either a pouch address or a mailing address with telephone number). The WORD templates are available under "Forms Listings, Evaluation Forms."  Instructions are available for downloading the templates on that page.

b.  For FormFlow make sure that you create a C:\FormData folder.  You can tell by looking at "My Computer" and clicking on C:\.  Detailed instructions are available on the A/RPS/DIR web site on the main forms web page.  See step 1 under Help and Instructions.

c.  Go to the Directives Management site (http://arpsdir.a.state.gov ) and select "Forms Listing". Then select "Evaluation Forms". From the list of forms, select the EER form that is appropriate (DS-5055 for FS-01 and SFS, DS-1829 for all others).  Please note that there are two different sets of form listings on this page.  The top is for the Formflow version of the forms.  The bottom is for the MS-Word templates.  When you select the correct form, it will ask if you want to open or save to disk.  You must SAVE TO DISK.  The first time you download the form you will have to select the C:\FormDate folder.  The computer will remember the folder for any subsequent forms you download.  If it asks if you want to overwrite existing form, you should say yes.   This is just the blank form and not your data.  If you do not follow this procedure, you may get a DFFILL.EXE error when you print.  If you run into trouble while attempting to download the forms, you need to refer to step 3 under Help and Instructions on the Forms listing page.

d.  After download is complete it should give you the choice to open.  Select open and it should open the form with FormFlow.

e.  If you have never opened the form, it will ask you to create a database and you want to select yes.  If you have previously created your database, it will open your data automatically.  It will save data to the C:\FormData folder.  If you have moved your data to a network drive, you may need to reset the default data to look for your data.  To do that, you open the Date menu and select Default Data.  Then hit browse to find your data on the network drive.  Select your file (DS1829.DBF or DS5055.DBF and it will become the default file. We recommend moving your data to a network drive using the instructions under Instructions and Help called "saving to a network drive".

f.       Always save your EER data using the blue Save/Update Button before printing.  We recommend the following:

DO NOT USE THE SEND FEATURE IN FORMFLOW!!!!

The correct way to package and route a form is to fill and save your form. Next use the package feature on the Tools menu to save your package and name it with no more than 8 characters in a folder.  Open and address your email and use the attach feature in Outlook to attach the package. The person receiving the email needs to save the package to a folder before editing the file.  To do this they should right click on the file and "save as" to any folder or disk they wish to save the file before working on it.  Outlook will not allow you to save the data you typed in the document if you open it from the email.  Detailed Instructions are available on the DIR forms site under Help and Instructions.

Following these instructions will normally allow you to use successfully the forms program.  Please note that if you receive a DFFILL.EXE general protection error and the EER form in question does not print, it is normally due to the fact that you opened and did not save the form to disk.

11. Special Instructions for network support staff for WINDOWS 2000 and XP workstation installation for FormFlow: network administrators building Windows 2000 and XP workstations should go to the Windows 2000 site and look at "Known Problems/Resolutions" and scroll down until you see the eForms instructions.   You may have to make the security settings manually if the template does not work on your system.  Refer to the printed copy for the settings. The reference is:

http://enm.irm.state.gov/nlm/windows2000/win2kpro.html.

12.   This cable has been co-drafted and cleared by A/RPS/DIR.

13.  MINIMIZE CONSIDERED.
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UNCLAS STATE 062181

INFORM CONSULS, UNEP, ICAO, FODAG, NESCO, USREP

E.O. 12958: N/A

TAGS: APER, KPER

SUBJECT: PREPARATION OF EMPLOYEE EVALUATION REPORTS: THE TIMELY SUBMISSION OF FOREIGN SERVICE EMPLOYEE EVALUATION REPORTS

REFERENCE: 3 FAH-1 H-2819

1.  Prompt submission of Foreign Service Employee Evaluation Reports (EERs) is critical to the proper functioning of the Performance Evaluation system.  Late reports and incomplete files hamper the work of Selection Boards that base critical decisions on tenure, promotion, Meritorious Service Increases, performance pay, and other actions on performance evaluation records.  Timely submission of EERs, moreover, is a key managerial skill outlined in the Core Precepts. Penalties published in 3 FAH-1 H-2819 (TL:POH-71, August 20, 2001) for failure to meet this requirement will be enforced by HR/PE during the 2004 rating cycle.

2.  As noted in the instructions for EER preparation (DS- 1829i and DS-5055i), post/bureau human resources offices should transmit the original, signed evaluation report and one copy to HR/PE by May 15.  Please remember that Review Panels are an essential part of the process and must be given sufficient time to do their work within this deadline.

3.  To assist those involved in EER preparation and to highlight the requirement for timely submission and management's role in meeting it, relevant sections of 3 FAH-1 H-2819 are repeated below.

4. 3 FAH-1 H-2819.1-2 Certification of Submission.  Begin quote:

a. Each post abroad and each bureau in the Department will transmit to HR/PE on the due dates shown in 3 FAH-1 H-2814 a certification stating that all required evaluation reports have been submitted to HR/PE or, if this is not the case, identifying those members on whom evaluation reports have not been submitted and indicating explicitly and unequivocally who is responsible for the delinquency.

b. These certifications, which may be transmitted by memorandum or telegram, should be in accordance with the following format:

TAGS: APER

SUBJECT: SUBMISSION OF EMPLOYEE EVALUATION REPORTS

This is to certify that as of (appropriate due date, month, day, year) all required Employee Evaluation Reports have been submitted to the Office of Performance Evaluation (HR/PE), except as noted below:

Name of Rated Member; Name of Rating Officer; Name of Reviewing Officer; Reasons for Non-submission.

In the case of posts abroad, a copy of the certification should be forwarded to the executive director of the appropriate regional bureau. End quote.

5. 3 FAH-1 H-2819.1-3 Delinquent Reports.  Begin quote:

a. Executive Directors and/or officers and principal officers will take appropriate action to expedite the submission of delinquent evaluation reports.  HR/PE will promptly inform the respective executive/directors/officers and principal officers of those evaluation reports certified by them as having been submitted which have not been received.

b. Executive Directors and/or officers and principal officers are responsible for informing HR/PE of officers responsible for delinquent evaluation reports in accordance with 3 FAM 2810 and this subchapter.

c. HR/PE shall annotate the file of any member (rating officer, reviewing officer, and rated member) participating in the evaluation process who is identified as delinquent in preparing and forwarding evaluation reports to HR/PE. Such delinquencies will be brought to the attention of the Selection and Tenure Boards.  In those instances where the officer responsible for a delinquent evaluation report is not identified, the performance file of the principal officer of the post or the executive director/officer within the Department who is responsible for submitting the evaluation report as required by 3 FAH-1 H-2819.1-1 paragraph a will be annotated.

d. A copy of any memorandum of delinquency to be included in a member's performance file will be provided to the member.  The member may submit comments relating to the memorandum, which also will be included in the performance file.

e. Any member responsible for a delinquent evaluation report will not be eligible to receive a Presidential Award, Performance Pay or Meritorious Service Increase during the 12 months following the due date of the delinquent evaluation report.

f. Inspectors will also be informed of those posts and bureaus that are delinquent in submitting evaluation reports and will make special inquiries into the circumstances surrounding the delinquency during the next visit to the post or inspection of the bureau. End quote.

6. Your assistance in facilitating the timely submission of EERs by May 15 is greatly appreciated.  Please direct any questions you may have concerning the policy quoted above to HR/PE (202-663-2060).

7. MINIMIZE CONSIDERED.
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E.O. 12958: N/A

TAGS: APER

SUBJECT: NEW EER FORM FOR SENIOR FOREIGN SERVICE AND FS-01 TENURED EMPLOYEES

For all State Employees from the Acting Director General

REFERENCES: A) STATE 171390, B) STATE 251458

-------

SUMMARY

-------

1.      The Department and the American Foreign Service Association (AFSA) have agreed on a new EER form for Senior Foreign Service and FS-01 tenured employees.  The new form has several improvements over the existing EER, including a leadoff section where employees describe their accomplishments.  We will pilot the form for one year, and then seek comments on next steps.  The new form, DS-5055, goes into effect September 30, 2003.  Additional information about the new form is on the HR/PE website http://hrweb.hr.state.gov/pe .  AFSA has cleared this cable. End summary.

------------------------------------

DEPARTMENT AND AFSA AGREE ON NEW EER

------------------------------------

2.  The Department and AFSA have agreed on a one-year pilot of a new EER form for Senior Foreign Service (SFS) and FS- 01 tenured employees.  The form has been assigned the number DS-5055.  Employees who are class FS-02 and below, and all untenured employees, will continue to use DS-1829.

3.  The DS-5055 should be used for evaluations of SFS and FS-01 employees beginning on September 30, 2003. Memorandum form EERs for qualifying employees should follow the format of the DS-5055 (please see EER instructions for details).

4.  Prior to the end of the pilot year, in mid-2004, the Department and AFSA will solicit comments from employees on the new form.  We will ask whether the new form has been effective in evaluating performance and for an assessment of its advantages and disadvantages.  Based on employee comments and our analysis, the Department and AFSA will decide on next steps.  Options will include keeping the new form for the SFS and FS-01s only or extending the new form to additional grades.

-----------------------

WHAT'S NEW IN THE FORM?

-----------------------

5.  Here are the key improvements and innovations in the new EER form.

-- Rated employees describe their accomplishments in a one- page leadoff essay.  For the first time, employees have the "first word" in the EER.

-- Raters have one-page to evaluate performance and potential based on the six core competencies.  (NB. The six core competencies remain leadership skills, management skills, interpersonal skills, communication and foreign language skills, intellectual skills and substantive knowledge.)

-- Reviewers have a smaller section than in the existing form.  As before, they are required to assess performance and potential using examples.

-- The final statement for rated employees is now optional.

6.  The other changes to the form, as noted in ref b, are technical and should make the form easier to complete.  For example, all signatures are now on the first page of the EER form.

-------------------------------

WHAT'S NEW IN THE INSTRUCTIONS?

-------------------------------

7.  We have changed the EER instructions (DS-5055i) to reflect modifications to the form.  In addition, we simplified the language in the instructions and made other small but significant changes.  Here are three examples.

-- In the work requirements, we changed the term "specific objectives" to "specific projects".  We believe the word "projects" more clearly reflects how employees use the section and we do not intend a substantive change to the work requirements.

-- On EEO, we clarified that when raters include a statement about an employee's commitment to EEO that it must be supported by at least one example.

-- In the certification of counseling, employees are not required to sign if they believe they have not been counseled.  Employees who decline to do so, however, must explain why in the rated employee's statement (Section X).

8.  We urge employees to review the instructions before completing the new EER form.

-------------------

WHY A NEW EER FORM?

-------------------

9.  Department managers want the best possible performance evaluation system.  Here are some of the advantages of the new form.

-- The new form is in line with "best practice" in the business and academic world today.  It increases the input of employees into the process while requiring supervisors to evaluate performance and potential.

-- Requiring rated employees to draft the accomplishments section will allow Selection Boards to evaluate directly an employee's communication and intellectual skills.  It will reduce the dependence of employees on the writing skills of their supervisor.

-- Asking employees to describe their accomplishments will encourage a focus on what has been achieved.  It will discourage the use of "over-the-top" adjectives and adverbs.

-- The form should encourage a more robust and honest dialogue on performance between employees and raters.  It will require supervisors to improve their leadership and management skills.

-- The new form will reduce some of the EER drafting demands on raters and reviewers.

---------------------------------------

WHERE TO FIND THE FORM AND INSTRUCTIONS

---------------------------------------

10.  The EER form and instructions are published by the A Bureau's Directives Management Staff (A/RPS/DIR) and are available in FormFlow on these eForms websites: unclassified - http://arpsdir.a.state.gov  and classified - http://arpsdir.state.sgov.gov .  The form and instructions will also be on the next eForms CD ROM distributed quarterly to posts and offices that do not have access to the Intranet.  (NB. The next eForms CD ROM will be dated fourth quarter, 2003, and will be shipped in early October to post ISOs.  If a post needs the form sooner, we will make special arrangements.)  Please send technical questions on the form by e-mail to Glen Dixon (dixong@state.gov) or call the A/RPS/DIR staff at (202) 312-9608.  Additional information about the form and a link to the A Bureau's website are on the HR/PE website http://hrweb.hr.state.gov/pe .

11.  The Department plans a brief multimedia presentation on the new EER form.  When completed it will be available on the HR website and on CD-ROM.

---------

THANK YOU

---------

12.  The Department appreciates the valuable input of AFSA and the thoughtful comments of employees on the proposed new EER forms.  Management believes the new EER will improve Foreign Service performance evaluation.

13.  Please send questions about the new EER form to the Chief of the Policy Division in HR/PE, Cheryl R. Hodge, by cable or unclassified e-mail (hodgecr@state.gov).

14.     Minimize considered.

POWELL
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FOR ALL STATE EMPLOYEES FROM THE ACTING DIRECTOR GENERAL

E.O. 12958: N/A

TAGS: APER

SUBJECT: Status of negotiations on a new form for Employee Evaluation Reports

REFERENCE: STATE 171390

1.  Summary.  The Department and the American Foreign Service Association (AFSA) have been working together to produce a new EER form for the evaluation of certain categories of Foreign Service employees.  This message, which has been cleared by AFSA, provides a summary to date.  We have made good progress over the past two months, and have agreed on a new form to replace the current DS-1829 for employees at grade FS-01 and above. Details follow.  End summary.

2.  Reftel provides the background for the Department's proposal and refers readers to the Department's original drafts of two new EER forms, one for the Senior Foreign Service (SFS) and one for tenured Foreign Service employees at grades FS-01 and below.  The Department and AFSA solicited and received thoughtful comments from employees on both forms.  In response to those comments, we have modified the original proposal in several important ways.

-- We agreed that our goal should be to have one form for all tenured employees.

-- We agreed to test the new form on more senior employees, defined for this purpose as FS-01s and above, for a one-year pilot project.  The new form, if successful, would be extended to all tenured employees in the future.

-- We agreed that the existing EER is still a valid instrument for the evaluation of untenured employees and should not be changed at present.

3.  The starting point for discussions was the Department's original proposal of a new form for the SFS. In response to employee input, we agreed to several modifications to that draft.

-- The space for work requirements has been expanded to a full page.

-- The special circumstances section has been restored.

-- The space for the review statement has been enlarged.

-- An areas for improvement section has been included.

4.  The main points of the new form are three:

-- Rated employees describe their accomplishments in a one-page essay.

-- Rating employees prepare a one-page essay to evaluate performance and potential with reference to the six competency groups.

-- Reviewers provide an independent comment.

5. Other changes are technical in nature (e.g. a rationalization of the submission controls section on the first page of the form).  As before, the rated employee may provide an optional final statement at the end of the form even though the employee already will have described his or her accomplishments earlier in the relevant section of the form.

6.  We are encouraged by the progress we have made to date and are in the final stages of preparing narrative instructions for presentation to AFSA.  These instructions also require AFSA's agreement.  Our goal is to launch the pilot for FS-1s and senior officers as soon as possible. We will keep employees informed of our progress on this important subject.

7.  The Department appreciates the thoughtful comments employees submitted.  They were crucial to discussions on the shape and content of the new form.

8.  Minimize considered.
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New EER Forms Proposals 
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INFORM CONSULS; FOR USREP, ICAO, NESCO

E.O. 12958: N/A

TAGS: APER

SUBJECT: PROPOSALS FOR NEW EER FORMS

FODAG, UNEP; FROM THE DIRECTOR GENERAL

1. We are working to make the form for the Employee Evaluation Report (EER) a better and simpler document for  the evaluation of Foreign Service employees.  We have developed two new forms, one for members of the Senior  Foreign Service (SFS) and one for tenured employees in the Foreign Service Schedule (FS-01 and below).  We do  not at this time envision changes for the current EER form for untenured members of the Service.  I encourage you  to review and comment on our proposals.

2. It is important to note that both forms retain the essential connection between the evaluation of potential and the  six core competencies as the basis for decisions on promotion.  Our goal has been to simplify preparation, not the  criteria for promotion, while giving Selection Boards adequate information upon which to base their decisions.  I  trust that you will agree with our approach.  

3. We believe that the proposed two new forms have many advantages.  Each is half the length of the existing form  (3 versus 6 pages).  The form for the SFS first asks rated employees to describe their own performance and  accomplishments.  Rating employees then evaluate the potential of the rated employee with reference to each of the  six previously established competency groups in the Core Precepts.  Reviewing employees comment on relations  between the rated and rating employees and the rater's assessment of potential.  Reviewing employees also may  explain any difference that they may have with the rater's assessment.  The form provides at section IV rated  employees with an opportunity to comment on the statement of the rating and reviewing officers.

4. The form for tenured employees at grades FS-01 and below asks rating employees to prepare a single essay on  potential linked to the six competency groups in the Core Precepts and to indicate areas for improvement.  The role  of reviewing employees parallels that for the SFS form. The form provides rated employees with an opportunity to  provide statements at the end of the report.

5. The two new forms may be reviewed on the main page of the HR intranet site,  HTTP://HRWEB.HR.STATE.GOV/. Final changes to EER forms will be subject to negotiation with the American  Foreign Service Association (AFSA). Employees are invited to send their comments and suggestions to DG Direct  and/or AFSA (CRANELK@STATE.GOV) by Thursday, July 3.

6.      Minimize considered.

POWELL
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Proposed new EER forms for tenured Foreign Service employees: summary, samples, and opportunity for comment

Summary: we are working to make the form for the Employee Evaluation Report (EER) a better and simpler  document for the evaluation of Foreign Service employees. We have developed two new forms, one for members of  the Senior Foreign Service (SFS) and one for tenured employees in the Foreign Service Schedule (FS-01 and  below). The proposed forms are shorter than the existing EER (3 versus 6 pages) and maintain potential linked to the  six core competencies as the criterion for promotion. We do not at this time envision changes for the current EER  form for untenured members of the Service. 

Continuity: it is important to note that both forms retain the essential connection between the evaluation of potential  and the six core competencies as the basis for decisions on promotion. Our goal has been to simplify preparation, not  the criteria for promotion, while giving Selection Boards adequate information upon which to base their decisions.

Opportunity for comment: please use DG Direct for comments on the new forms by Thursday, July 3. Your  comments will be reviewed carefully even if we do not plan to send individual replies to the messages we receive.  Changes to EER forms are subject to negotiation with the American Foreign Service Association (AFSA). 

Summary of SFS form: the SFS form is half the length of the existing form (3 versus 6 pages). The form for the SFS  first asks employees to describe their performance and accomplishments. Rating employees then evaluate the  potential of the rated employee with reference to each of the six previously established competency groups in the  Core Precepts. Reviewing employees comment on relations between rated and rating employees and the rater’s  assessment of potential. Reviewing employees also may explain any difference that they may have with the rater’s  assessment. The SFS form provides rated employees with an opportunity to provide statements at the end of the  report. 

Summary of form for tenured employees (FS-01 and below): the form is half the length of the existing form (3  versus 6 pages). It asks rating employees to prepare a single essay on potential linked to the six competency groups  in the Core Precepts and to indicate areas for improvement (instead of an essay on performance, an essay on  potential, and an area for improvement). Reviewing employees comment on relations between rated and rating  employees and the rater’s assessment of potential. Reviewing employees also may explain any difference that they  may have with the rater’s assessment. Finally, the form provides rated employees with an opportunity to provide  statements at the end of the report. 

Note on sample forms: please note that the attached sample forms are models and are not useable form-flow  documents.
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JAKARTA FOR DILI; INFORM CONSULS, FOR USREP, ICAO, NESCO,

E.O. 12958: N/A

TAGS: APER

SUBJECT: PREPARATION OF EMPLOYEE EVALUATION REPORTS: SECURITY AWARENESS

REFERENCE: STATE 53169

FODAG, UNEP

1.  This message reminds rated, rating, and reviewing officers of the requirement in Employee Evaluation Reports to comment on any pattern of failure to ensure that classified material and information was safeguarded properly during the period under review.

2.  The instructions for the preparation of Employee Evaluation Reports (EERs) state that all jobs include the responsibility for safeguarding classified material and information and that rating officers must comment on any pattern of failure to ensure that classified material and information is safeguarded properly (page 6, DS-1829i). The Decision Criteria for Promotion (Core Precepts) also include the management of classified material and information as an important managerial skill (page 3, DS- 1829cp).  The Department enjoins the members of Foreign Service Selection Boards to take the security performance of employees seriously into account as they make their recommendations.  Finally, the message under reference summarizes how the security record of employees influences not only decisions on promotion but also assignments, awards, and discipline records.

3.  Bear in mind that the requirement and the Precepts encourage positive as well as negative statements about the security record of employees whose performance and potential are being described in the EER.

4. Minimize considered.
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