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1Management Instruction EL-410-2002-1

Process for Completing EAS
Merit Performance Evaluations
and Setting Objectives
This instruction updates and replaces all previously issued on the sub-
ject of EAS Merit Performance Evaluations and the Objective Setting
Process. 

Scope
The instructions:

1. Acquaint all EAS employees, full- and part-time, with the Postal
Service’s performance management objectives and philosophy.

2. They provide the framework and guidance for managers and their
staffs to establish performance objectives at the beginning of
each year.

3. They emphasize the manager’s role in motivating EAS
employees on an ongoing basis to achieve an optimum
performance level in support of the work unit’s mission.

4. The instructions clarify the managers’ obligation to take
constructive action in improving unsatisfactory performance.

5. For merit pay purposes at the end of the fiscal year, the
instructions provide guidance for assessing employees’
contributions and performance levels.

EAS Merit Performance Evaluations

What Is the Purpose of the Evaluations?
The EAS merit performance evaluation process is aligned with the U.S.
Postal Service’s corporate objectives and practices. It builds on the
organization’s goals by motivating and rewarding employees for their
individual contributions, and defining how employees can contribute to
corporate initiatives. These instructions are designed to aid managers
and employees in understanding the process and its application.
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What Is the Goal of the Evaluations?
The evaluation process is based on understanding the broad goals of
the Postal Service and how these goals are supported by the contribu-
tions of individual employees. As the Postal Service responds to chang-
ing customer needs each unit’s mission is impacted and employees’
objectives are realigned with the new demands.

The success of the company as a whole is based on three principles:
First, how well does your unit’s targets line up with the overall goals of
the company? Second, how well does your unit achieve these targets?
And third, how well does each employee perform his/her job tasks?
Individual success is formally assessed at the conclusion of the fiscal
year (FY) by evaluating each employee’s personal contribution.

The EAS merit performance evaluation’s on-going process is for all EAS
employees. This process is administered and tracked using the PS Form
8220, EAS Merit Performance Evaluation form. The process is designed
to assist merit control unit managers, subordinate supervisors, head-
quarters’ team leaders, and employees in setting the right objectives,
developing a work plan to achieve these objectives, and tracking em-
ployees’ achievement of these objectives. Objectives are business out-
comes.

Each employee, in cooperation with his/her manager, will develop objec-
tives that are clearly in line with, and in support of, the ultimate corporate
goals. These objectives include performance indicators and tangible
measurement factors that will provide a form to judge success.

Each employee is responsible for achieving the objectives as measured
by the indicators. Objectives and indicators may differ depending on the
employee’s level and role in the organization. At the mid-year and year-
end reviews, the employee and manager evaluate the success or failure
of the work plan based on how well the objectives were met as measured
by the indicators.

Administrative Responsibilities
The Merit Pay Program will be announced on an annual basis, usually
at the close of a fiscal year. This announcement will outline the adminis-
trative rules and processing guidelines for merit pay.
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Position Responsibilities

Merit Control Unit
Managers

Merit Control Unit Managers are
responsible for monitoring the EAS merit
performance evaluation process in their
specialized area.
Only in headquarters’ units may managers
exercise their option to delegate aspects of
the EAS merit performance evaluation
program to subordinates provided there is
a direct functional reporting relationship.
However, they retain approval for merit
ratings of Far Exceeds (FE) and
Unacceptable (U), as well as approval of
the Success Improvement Plans resulting
from unacceptable ratings.

Accountable
Managers or
Supervisors

Accountable managers or supervisors are
responsible for the direct day-to-day
performance management of
subordinates.
Monitors each subordinate’s performance,
provides appropriate resources, and is the
coach and feedback provider to
subordinates.
Accountable managers or supervisors are
accountable for the performance or
nonperformance of their work units.
In headquarters and related units, may
delegate the authority to conduct the
process to subordinates provided there is
a direct reporting relationship to the
employee being evaluated. In these cases,
the accountable manager/supervisor
retains the responsibility for proper
implementation of the process, but
delegates the authority to conduct the
process to the subordinate with leadership
responsibility.

All EAS employees The purpose of FY performance
assessments is to provide the accountable
manager/supervisor with a year-end
summary of achievements against the
objectives established at the beginning of
the FY.
This summary is provided on the Narrative
of Work Accomplishments.
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How Do You Normally Complete the Form?
The PS Form 8220, EAS Merit Performance Evaluation is presented in
Exhibit 1.1, and includes the following sections:

Sections: I – III.  EAS Merit Performance Evaluation

Purpose (or Use): Rating, approval, and discussion sections list
rating categories and required signature
blocks.

Completed by: At the end of the FY, the rating manager (for
the units within headquarters’ this may be
the designee) completes the evaluation after
the manager and employee have discussed
the year’s performance.

Function (or Use): Discussions with employees rated “Met
Objectives” may take place without prior
approval from the merit control unit manager.
If the employees’ rating is “Far Exceeded” or
“Unacceptable,” these discussions can take
place only after obtaining the merit control
unit manager’s and area’s approval.
However, prior to making the rating decision,
the manager or supervisor should have
already discussed performance issues.
These sections provide the basis for
determining whether an employee’s salary
will be increased.

Signed/Approved by: Accountable manager or supervisor, merit
control unit manager; employee.

Distribution/Retention: Upon completion, the accountable manager
or supervisor should keep the original EAS
Form and provide a copy for the employee.
“Far Exceeds” and “Unacceptable” ratings
should be sent to a Human Resources
manager.

Section: IV. Personal Achievement Plan

Purpose: This form serves to formalize the
agreed-upon objectives, indicators, and work
plan.

Completed by: The employee.

Function (or Use) Both manager or supervisor and the
employee will develop the plan at the
beginning of the FY. The Personal
Achievement Plan must specify, in writing,
the specific objectives, work plan to
accomplish the objectives, and indicator(s)
used to measure each objective.
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Signed/Approved by: Both the manager or supervisor and the
employee are required to sign at the bottom
of section IV to indicate that the discussion of
objectives has taken place.

Distribution/Retention: Upon completion, the accountable manager
or supervisor should keep the original and
the employee should keep his/her copy.

Section: V. Personal Achievement Portfolio

Purpose (or Use): This section is provided as a management
tool to assist managers in tracking and
recording an employee’s progress.

Completed by: The manager or supervisor

Function (or Use): The Personal Achievement Portfolio should
be used during the FY, as necessary.

Distribution/Retention: Accountable manager.

Section: VI. Mid-Year Review

Purpose (or Use): This section documents the official feedback
and review session by evaluating the
employee’s Personal Achievement Plan and
the progress of its implementation. Although
changes to the employee’s Personal
Achievement Plan and objectives can be
made on an as-needed-basis throughout the
year, the Mid-Year Review ensures that they
are formalized and feedback is given to the
employee. In cases of substantive revisions
of objectives, a new Personal Achievement
Plan may be required.

Completed by: The employee for discussion with the
manager or supervisor at the mid-point of the
fiscal year.

Function (or Use): The Mid-Year Review may be a very flexible
process. If the local unit is meeting its
objectives, it may be a short conversation
giving positive feedback. If the goals for the
local unit changed, a mid-year review
meeting may be necessary to introduce the
changes and their implication.
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Section: VI. Mid-Year Review (continued)

Signed/Approved by: The manager or supervisor and employee,
specifically if the employee had difficulty in
successfully meeting previously established
objectives. It is the responsibility of the
manager, supervisor, or designee to lead the
employee to a higher level of achievement.
The manager or supervisor may opt for the
development of a Success Improvement
Plan in order to assist the employee in
achieving the objectives for the FY.

Distribution/Retention: Accountable manager/supervisor and
employee.

Section VII. Success Improvement Plan

Purpose (or Use): At the option of the reviewing manager or
designee, a Success Improvement Plan is
developed after an employee’s Mid-Year
Review indicates the potential for an
unsuccessful fiscal year. The plan is directed
specifically at overcoming performance
shortcomings. Its format and purpose are
similar to the Personal Achievement Plan,
emphasizing shorter time cycles in order to
allow the evaluator to measure the
employee’s progress and provide objective
feedback.

Completed by: Jointly by the manager or supervisor and the
employee.

Function (or Use): The training activity should be designed to
address the employee’s current needs for
success on the job. Periodic progress
reviews ensure that the employee receives
the consistent feedback necessary for
improvement.

Signed/Approved by: The merit control unit manager, manager
and/or supervisor.

Distribution/Retention: Upon completion, the accountable manager
or supervisor should maintain the original
with a copy provided to the employee.
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Section VIII. Narrative of Work Accomplishments

Purpose (or Use): This form provides the employee an
opportunity to present his/her
accomplishments related to the objectives
established on the Personal Achievement
Plan, as well as other significant
achievements during the FY.

Completed by: The employee.

Function (or Use):

Signed/Approved by: The employee signs and then submits to the
accountable manager or supervisor.

Distribution/Retention: The employee signs the form, gives the
accountable manager or supervisor the
original, and keeps a copy for his/her
records.

How Do Small Office Postmasters Complete
the Merit Performance Evaluations?
The EAS merit performance evaluation process is for all EAS em-
ployees, including postmasters at all EAS levels. Modifications to this
system have been made to address the issues of postmasters, EAS-15
and below, and their managers, Post Office Operations (MPOO).

The implementation method allows some flexibility for the difficulties
posed by geographic distance, number of reports to a single manager,
and other circumstances where face-to-face meetings are not easily
arranged. This modification is for small offices where no significant
difficulties have been noted and, at the start of the FY, the MPOO has
disseminated a general Personal Achievement Plan stating require-
ments and indicators. In these cases, only section VIII needs to be filled
out.

At the end of the FY, the postmaster must submit his/her Narrative of
Work Accomplishments to the MPOO. Face-to-face performance dis-
cussions are encouraged with all employees. However, should circum-
stances hinder personal discussions with postmasters who are perform-
ing well, the MPOO may use alternate means (i.e., cc: Mail, phone, or
fax) to relay the results of the performance evaluations. In this case, only
Section I needs to be completed.

However, if performance problems are noted, the MPOO must hold a
personal discussion with the postmaster. In these cases, all sections of
the PS Form 8220, EAS Merit Performance Evaluation form must be
used to address the performance issue.
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Setting Objectives

Developing Overall Goals
In preparation, the

� PCES managers are responsible for communicating corporate
goals.

� Field EAS employees are responsible for establishing FY
objectives in line with those established by area and\or
performance cluster (PC) executives.

� Headquarters EAS employees establish objectives in accordance
with the objectives of functional executives.

As corporate goals are defined, they are communicated to every partici-
pant in the goal-setting process. Headquarters, areas, and PCs develop
targets specifically aimed at the achievement of the corporate goals and
subgoals. The indicators used to measure success are those commonly
applied throughout our business system. This unity of purpose aids in
clarifying the corporate direction and direct linkage between each level’s
work and goals with the next lower level. Critical to the communication
process is conveying basic-corporate values and principles, specifically
our cultural ideals of service to the customer and respect for each other
in a diversified work and community setting. PCES managers are re-
sponsible for carrying these messages to the local units at the beginning
of a FY goal-planning cycle.

Establishing Local Unit Goals
� Unit managers, supervisors, or designee (headquarters only) are

responsible for:  1) establishing goals that support corporate
goals and area and PC sub-goals; 2) defining for each team
member specific responsibilities and activities within the unit’s
goals; 3) communicating to each team member specific
responsibilities and activities, including the indicators used to
measure success.

� Team members are accountable for their activities in support of
the work unit.

A local unit is defined as a group of employees who report to a manager
or supervisor. For example, a local unit can be a pay location, tour,
station, or an installation. Generally, a large local unit, such as a plant,
is made up of several smaller units. Unit managers/supervisors must
establish unit goals that support corporate goals, area and PC sub-
goals, indicators, and targets. Unit goals should demonstrate continu-
ous improvement and a process that provides measured feedback.
They should be based on inputs from both internal and external custom-
ers. The primary objective is to define specific responsibilities and activi-
ties that employees can accomplish within established time frames.
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To ensure that team members understand their objectives and how
success will be measured (indicators), objective setting and planning
discussions must be held.

These discussions may be conducted either individually or in groups,
depending upon which approach is operationally more effective for the
team. However, group discussions can be more advantageous because
each team member’s contribution and best practices can be shared. At
the conclusion of the discussion(s), regardless of the approach, team
members should have a clear understanding of their unit’s objectives,
specific responsibilities, and the process used to measure the unit’s
success.

Establishing Personal Goals
� Managers, supervisors, or designees (headquarters) and EAS

team members are responsible for establishing four to six specific
objectives.

Each team member is responsible for establishing specific objectives
based on the core activities of the job. When establishing individual
objectives, each team member must review both the local unit goals and
performance indicators available. Individual objectives must be:

� Ambitious

� Achievable

� Measurable

Objectives need to be structured in accordance with the available re-
sources of the local unit’s budget. Each manager needs to allocate the
required resources based on the business priority of each project. Dur-
ing the allocation process, the manager needs to allow negotiations for
optimal team member participation.

Developing an Individual Work Plan
� Each team member is responsible for developing an individual

work plan, formalized in the Personal Achievement Plan,
section IV.

After each team member has identified appropriate objectives and es-
tablished indicators linked to them, a plan for achieving these objectives
must be developed. This plan is the “how to” of the process. Each activity
in the work plan must be tied to a specific objective, which in turn is
measured by an indicator. This plan is developed through a process of
discussion and negotiation between manager or supervisor, and em-
ployee. At the required mid-year and year-end reviews, the success of
the work plan is evaluated by how well the objectives were met. Objec-
tives, indicators, and work plans are modified as necessary.
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Example

The corporate goals, area/PC subgoals, indicators, and targets are the
starting points for developing local unit and individual indicators, objec-
tives, and work plans. An example of how one of the corporate goals can
be achieved through individualized objectives is as follows:

Goal:  Improve employees’ safety, health, and well being
Indicator:  Improved OSHA Injury/Illness Rate

Performance Cluster’s Target:  7.5/200,000 work hours

⇓

 (Tour I had an OSHA Injury/Illness Rate of 8.0/200,000
work hours at the end of this FY)

Tour I Unit Objective:  Reduce the rate to 7.5/200,000 work hours.

⇓

Individual Supervisor Objectives: To meet the tour I objective of
reducing the rate to 7.5/200,000 work hours.

The following work plan is established:

Approach Steps

1. Implement a proactive
accident prevention
program.

Develop a safety checklist for the
work location.

2. Provide weekly safety
talks.

Keep records of the speakers’ names,
subjects, and dates.

3. Complete investigation
and analysis of each
accident.

1. Process accident reports
accurately.

2. Evaluate reports for correctable
practices.

3. Correct unsafe practices.

After the individual indicators, objectives, and work plans have been
developed, this agreement must be documented on the Personal
Achievement Plan. Evaluate plan and performance at mid-year and
year-end.

Midyear Review
A part of managers’ or supervisors’ responsibility is the ongoing review
of progress in the completion of agreed upon objectives. These consul-
tative contacts should take place on a frequent basis. They provide the
opportunity to guide and assist the employee in producing the desired
outcome.
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During this process, work unit leadership should utilize the Personal
Achievement Portfolio, section V, to track and record the employee’s
progress, noting the achievements and failures. These notes will be
helpful in identifying the employee’s learning opportunities and
strengths. They are useful clues in developing meaningful educational
plans and work assignments.

Approximately six months after the start of the FY, the immediate super-
visor schedules a mid-year review with each employee. The purpose is
to evaluate the employee’s progress in the work plan. Clear feedback is
provided on the progress of achieving the targets of each objective.
Objectives are formally modified as their direction has changed, re-
sources have diminished or the mission of the work unit has been modi-
fied. In most cases, the mid-year review is flexible and brief.

Generally, the approach is dictated by the severity of the events requir-
ing changes such as organizational realignments, budget curtailments,
or employee performance levels.

Mid-year reviews are formally documented by supervision on the Mid-
Year Review, section VI, and signed by both manager, supervisor, or
designee and employee after mutual discussion of achievements, priori-
ties, and new objectives for the remainder of the year.

Substantive changes may require a new Personal Achievement Plan.

Since the mid-year review is the first formal look at an employee’s
contributions to the success of the work unit, it is essential that those who
have difficulty in meeting performance expectations be advised prompt-
ly.

At the discretion of the work-unit manager, supervisor, or designee a
Success Improvement Plan, section VII, may be developed. The pur-
pose of the plan is developmental, not disciplinary in nature. It is man-
agement’s role to assist subordinates in reaching an effective perfor-
mance level. The structure of the improvement plan follows our normal
objective-setting process with:

� Objectives stated in increments

� Shorter completion indicators

� Scheduled reviews and guidance sessions.

Performance Discussion
In preparation, the accountable manager reviews the following primary
material relative to the employee:

� Current FY Personal Achievement Plan, section IV

� Mid-Year Review, section VI

� Narrative of Work Accomplishments, section VIII
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These materials provide the foundation for a performance discussion.
For employees who faced performance challenges during the FY, the
Success Improvement Plan, the Personal Achievement Portfolio, or
informal notes are relevant.

For newcomers to the work unit, it may be necessary to consult with the
previous supervision or obtain a written performance assessment of the
employee’s contribution. This information should be merged with the
current manager’s findings. After analysis of the performance data, the
manager determines a rating, obtains appropriate approvals and con-
ducts a performance review with the employee.

Administrative Processes

When Do You Hold Interim EAS Merit
Performance Evaluations?
The EAS merit performance evaluation process may be modified to
include interim evaluations for special circumstances. Any EAS em-
ployee who is new to a local unit (e.g., a new hire and/or promotion) must
establish objectives within 30 calendar days of permanent assignment.
The following are exceptions that require an interim EAS merit perfor-
mance evaluation that will be included in the year-end final assessment:

� Employees on detail with an assignment in excess of 60 calendar
days must have written objectives established. These objectives are
assessed at the conclusion of the assignment. The assessment is
forwarded to the regular manager for appending and inclusion in the
regular evaluation process at the end of the FY.

� Employees who are to be permanently reassigned must be
re-evaluated before reassignment if more than 60 calendar days
have elapsed since their last FY evaluation. The interim
evaluation is forwarded to the new manager.

� Change of a local unit’s accountable manager or supervisor
requires an interim evaluation prior to leaving the local unit.
The interim evaluation is retained in the local unit for
consideration in the final EAS merit performance evaluation.

When Is No EAS Merit Performance
Evaluation Done?
In limited circumstances it may be difficult to render a final assessment
of an employee’s personal contribution. In these cases, no EAS merit
performance evaluation is made. This situation applies to employees
who worked less than 60 calendar days in an EAS position during the
evaluation cycle.

However, employees on extended leave should be evaluated as long as
they were in a duty status at least for 60 calendar days during the FY.
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How Do Field Locations Handle Unacceptable
Ratings?
Area offices are to conduct a review of all “Unacceptable” merit ratings
prior to any meeting of the immediate supervisor and the employee. The
review is intended to reinforce the notion that objective setting, feed-
back, and evaluations are critical elements of a performance manage-
ment program. It reinforces and creates an awareness of the importance
of fair and timely feedback for the employee. It is not established to limit
immediate managers’ responsibility

For processing purposes, the unit control manager must review evalua-
tions that result in an “Unacceptable” category and have the area level
review it before the immediate supervisor holds a rating discussion with
the employee. The accountable manager or supervisor must demon-
strate to the review levels that the recommended rating was warranted
due to misconduct or performance deficiency. This recommendation
must be supported by appropriate documentation.

How Does an Employee Seek Recourse?
Employees who view their final rating as not substantively reflecting a
fair assessment of their contribution to the work unit may request a
follow-up meeting with their immediate manager. If no agreement on the
performance rating is reached during this follow-up meeting, the em-
ployee may request a review with the second-level manager. Normally,
these reviews will not extend beyond the plant or district manager. If no
agreement is reached during the second-level manager review, the
employee may prepare a rebuttal statement to be attached to the review
to formally document his/her disagreement.

How Long Do You Retain the Form?
Any original PS Form 8220, EAS Merit Performance Evaluation with a
rating of “Far Exceeds” or “Unacceptable” are forwarded to the district
Human Resources manager so that it can be retained in the local office
for a period of two years.



EAS Merit Performance Evaluation
Employee Name (Last, First, MI)

Finance No.Salary Grade

Social Security No.

Time In Current Assignment

EAS-
Title

Organization Period (MM/YYYY)

From:                       To:

Evaluate the personal accomplishments/results of the employee. Consider the objectives set at the beginning of the
evaluation period (Section IV), as well as the Narrative of Work Accomplishments supplied by the employee.

PS Form 8220, January 2002 (Page 1 of 6)

Far Exceeded Objectives/Expectations (FE)

Met Objectives/Expectations (M)

Unacceptable (U)

Not Rated (NR)

Overall contribution to the business, both functionally and organizationally,
exceeded expectations of the job. Individual consistently produced very good to
excellent results.

Overall contribution to the business, both functionally and organizationally,
met and sometimes exceeded the expectations of the job. Individual
consistently produced proficient results.

Individual’s performance relative to the basic expectations of the job was
unsatisfactory, including poor quality results and failure to meet commitments.

Experience with the individual’s performance was insufficient to determine an
appropriate performance category or other relevant contingency (attach
explanation).

Categories Definitions

Date

Date

Date

Title/Position

Title/Position

Title/Position

Authorized Designee Recommendation (If utilized)

Accountable Manager’s Recommendation

Merit Control Unit Manager’s Approval *

* Merit Control Unit Manager as defined in the Responsibilities section of instructions. Approval required for Far Exceed (FE) and Unacceptable (U) ratings.

Accountable Manager’s (Designee’s) Signature and DateEmployee’s Signature and Date *

* Employee’s signature acknowledges discussion of the final evaluation and receipt of a copy. It does not necessarily imply agreement.

Privacy Act Statement: The collection of this information is authorized by 39 USC 401 and 1001. This information is
used to assess your performance. As a routine use, the information may be disclosed to an appropriate government
agency, domestic or foreign, for law enforcement purposes; where pertinent, in a legal proceeding to which the USPS is
a party or has an interest; to a government agency in order to obtain information relevant to a USPS decision concerning
employment, security clearances, contracts, licenses, grants, permits or other benefits; to a government agency upon its
request when relevant to its decision concerning employment, security clearances, security or suitability investigations,
contracts, licenses, grants, or other benefits; to a congressional office at your request; to an expert, consultant, or other
person under contract with the USPS to fulfill an agency function; to the Federal Record Center for storage; to the Office
of Management and Budget for review of private relief legislation; to an independent certified public accountant during an
official audit of USPS finances; to an investigator, administrative judge or complaints examiner appointed by the Equal
Employment Opportunity (EEO) Commission for investigation of a formal EEO complaint under 29 CFR 1614; to the
Merit Systems Protection Board or Office of Special Counsel for proceedings or investigations involving personnel
practices and other matters within their jurisdiction; and to a labor organization as required by the National Labor
Relations Act. Completion of this form is voluntary; however, not providing the information may affect the assessment of
your performance.

I. Overall Evaluation of Individual Accomplishments/Results

II. Recommendation/Approval Required

III. Final Evaluation Discussed with Employee



Employee Name (Last, First, MI)

Salary Grade

Social Security No.

EAS-
TitleOrganization

The employee completes this section after discussion with supervisor. This section reflects the objectives, indicators,
and individual work plan set at the beginning of the evaluation period. Objectives are to address the specific job
expectations/duties that support the work unit’s mission. Include all resources that may be needed for the successful
accomplishment of the objectives. Also note training and development plans. Attach additional sheets as necessary.

PS Form 8220, January 2002 (Page 2 of 6)

Accountable Manager’s (Designee’s) Signature and DateEmployee’s Signature and Date *

* Employee’s signature acknowledges discussion of objectives. It does not necessarily imply agreement.

IV. Personal Achievement Plan



Employee Name (Last, First, MI)

Salary Grade

Social Security No.

EAS-
TitleOrganization

The manager/supervisor completes this section to assist in tracking and recording an employee’s performance
progress. Record successful achievements and/or failures to meet objectives. Attach sheets as necessary.

PS Form 8220, January 2002 (Page 3 of 6)

Accountable Manager’s (Designee’s) Signature and Title

V. Personal Achievement Portfolio

Date

Date Planned Objectives Successes/Failures



Employee Name (Last, First, MI)

Salary Grade

Social Security No.

EAS-
TitleOrganization

The employee completes the Midyear Review stating the accomplishments completed so far. The manager evaluates
the midyear progress made on the employee’s Personal Acheivement Plan. The manager/supervisor determines and
discusses with the employee the successes, failures, and progress made. If objectives need to be modified to reflect
changing unit goals, amend these changes to the Personal Achievement Plan, including changes in resource needs.
Attach additional sheets as necessary.

PS Form 8220, January 2002 (Page 4 of 6)

Accountable Manager’s (Designee’s) Signature and Date *Employee’s Signature and Date *

* Signatures signify that the midyear progress discussion has taken place between both parties.

VI. Midyear Review



Employee Name (Last, First, MI)

Salary Grade

Social Security No.

EAS-
TitleOrganization

The manager/supervisor jointly discusses and works with the employee on this section if the performance requires
improvement. Document the specific objectives in need of improvement. Specify an acceptable level of the
appropriate indicator for each objective listed. Specify training and development plans along with additional guidance
provided to assist the employee in achieving objectives. Attach additional sheets as necessary.

PS Form 8220, January 2002 (Page 5 of 6)

Merit Control Unit Manager’s Signature, Title, and DateAccountable Manager’s Signature, Title, and Date

VII. Success Improvement Plan



Employee Name (Last, First, MI)

Salary Grade

Social Security No.

EAS-
TitleOrganization

All employees are to use this section to report work accomplishments/results at the end of the evaluation cycle.
Address each of the objectives that was established at the beginning of the evaluation period, as well as
training/development goals, and all other accomplishments you want your manager to consider in evaluating your
performance. Attach additional sheets as necessary.

PS Form 8220, January 2002 (Page 6 of 6)

Employee’s Signature

VIII. Narrative of Work Accomplishments

Date

From:                       To:

Period (MM/YYYY)
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