[bookmark: _GoBack]General Instructions for Completion of Executive Performance 
Agreement Form

Part 1. Consultation.  This is completed at the beginning of the process (October) when the supervisor and employee review and collaborate on the specifics of the agreement.  The executive and rating official must sign here at the time. 
 
Part 2. Progress Review.  This must be completed at the midpoint of the appraisal cycle (March-April).  The executive and rating official must sign at this time.

Part 3. Summary Rating.  This is completed at the end of the performance cycle (October) after the rating official has a one-on-one meeting with the executive.  The rating official and executive must sign at this time.

Higher Level Review (HLR).  If the executive chooses to request a HLR of the proposed rating, he must sign and date at this time.  This must be done within 5 calendar days after the rating has been received.  When the HLR is completed (within 5 calendar days from receipt of the rating), the reviewer must sign and date here at this time.

Performance Review Board Recommendations.  After the Performance Review Board (PRB) meets to review initial summary ratings, the Chair of the PRB indicates the board recommendations to the Appointing Authority and signs and dates at this time.  After receipt of the recommendation, the Appointing Authority indicates his decision on the summary rating, signs and dates at this time.

Part 4. Derivation Formula and Calculation of Annual Summary Rating.  This is completed by the rating official when completing the initial summary rating.  If the Appointing Authority makes any changes to the element ratings or the final score, that would be shown under “Final (if changed)”

Part 5. Critical Elements.

Agency-Specific Performance Requirements under each critical element (except Results Driven) must be documented at the beginning of the process.  They may be expressed as competencies or as results/commitments associated with the element.  The Department reserves the right to add performance requirements for all Commerce executives.  A bureau and/or rating official may add performance requirements at their discretion.

Rating Official Narrative under each critical element may be completed by the rating official but it is not required.

Critical Element Rating under each critical element must be completed by the rating official.  This element rating will also be shown in Part 4. Derivation Formula and Calculation of Annual Summary Rating.

Critical Element 5. Results Driven.  The performance requirements (measures) and the location of the strategic alignment (cite relevant goals/objectives, page numbers, from the Strategic Plan, Congressional Budget Justification/Annual Performance Plan, or other organizational planning document) for each of the measures.

Part 6. Summary Rating Narrative (Mandatory).  This is where the rating official must document the executive’s accomplishments for each of the critical elements.  This is the basis for the overall rating. This narrative may not exceed two pages.

Part 7. Executive’s Accomplishment Narrative (Optional).  The executive may document his accomplishments here.  It is not required.

Part 8. Agency Use.  DOC may insert additional requirements here.
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