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Information Bulletin No. UT 2003-075
To:

AFOs

From:

State Director

Subject:
Closeout FY 2003 Performance Appraisals



DD:  11/28/03

Supervisors should soon begin the process of evaluating and documenting employee performance for the appraisal cycle of FY 2003 which will end on September 30, 2003.  These one-on-one discussions with employees represent some of the most meaningful times we spend as supervisors, and are particularly critical when providing feedback to employees who are in need of performance counseling.  

I want to ensure that all employees receive the information needed to achieve successful performance in their positions and an opportunity to discuss performance-related issues with their supervisors.  I consider the responsibility for evaluating employee performance one of the most important aspects of every supervisor’s obligations.
I direct all supervisors and managers to conduct performance closeout meetings with each employee no later than November 28, 2003.  Each employee must receive a copy of his/her completed Employee Performance Plan and Results Report (EPPRR), Form DI-2002, at that time.  The original DI-2002 should be forwarded to the Human Resources Branch by this same date.  This report will be filed in the employee’s Performance Folder.  In order to follow up, I am requesting that the Human Resources Branch provide to me a list of all EPPRRs not received by December 12, 2003.  

Please arrange to conduct these important discussions with your employees in the next few weeks.  
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