COST CENTER:


AMERICAN PERSONNEL SERVICES (6441)

DISTRIBUTION FACTOR:

Number of USDH Americans served - modifiable.

	SERVICE OFFERED
	SAMPLE PERFORMANCE STANDARD
	POSSIBLE ASSESSMENT FACTORS

	· Research and draft response to employee allowance questions (education allowance, COLA, Foreign Transfer Allowance, Home Service Transfer Allowance, and Temporary Lodging Allowance.

· Manage and oversee evaluation cycle; ensure work requirements prepared within 45 days of arrival or new rating period, and upon departure of rating officer; provide guidance to raters, reviewers, and review panels on proper preparation and timing of EERs; track and submit EERs to PER/PE (State and ICASS employees only)

· Provide information regarding training opportunities.


	· The HR section will respond to employee questions within X business days.

.

· Upon receipt in the Personnel Unit, EER’s will be processed and forwarded to Washington within X weeks.

· Personnel will be available within X days of request, to meet with employee to discuss training needs and opportunities.
	· Was the customer responded to within the timeframes?

· Was the EER processed within the X weeks specified in the standard?

· Was HR personnel available within the X days?




