ARC10B 6-month Evaluation

June 1, 2002 – December 31, 2002

SAMPLE:   Purchasing Agent

Goal #1: To place all orders received from the laboratories/branches within the allotted parameters (see matrix below) equal to or greater than 90% of the time.
· Requisitions less than or equal to $2,500            2 - 3  days to process

· Requisitions:  $2,501 - $25,000                           3 - 5 days to process

· SF-44s: up to $2,500                                            2 - 3 days to process

*Exceptions to these time lines based on extenuating circumstances can be approved by one of the Lead Comprehensive Administrative Officers

I. Level of Goal:


Outstanding: equal to or greater than 95%


Above Average: equal to or greater than 90%

II.  Incentive (50% of Incentive based on Goal #1):


Outstanding = 3 -5% of base pay


Above Average = 0 -2 % of base pay

III. Measurement:


A. All orders must be date stamped upon receipt


B. The date the agent orders the item(s) must be placed on the requisition


C. Complete monthly VISA reconciliation as normal


D. Submit to AO for review and approval by the 13th of each month

Timeliness of Orders

(Results from Requisition Spot-checks)

	Month
	Total Orders Randomly Selected
	Total Orders Within Time Frame
	Percent of orders Correct
	 
	Unstamped Orders

	June
	20
	20
	100.00%
	 
	N/A

	July
	20
	20
	100.00%
	 
	N/A

	August
	20
	20
	100.00%
	 
	4

	September
	20
	20
	100.00%
	 
	2

	October
	20
	20
	100.00%
	 
	7

	November
	20
	20
	100.00%
	 
	6

	Totals
	120
	120
	100.00%
	 
	19


Goal #2: To display team “values” in all aspects of work.
· Values: Teamwork, Commitment, Respect, Integrity, Customer Satisfaction, Flexibility

II. Measurement:

Customer Satisfaction

(Results from Customer Surveys)

A. Feedback from assigned labs & branches

	Survey Number
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q8

	1
	10
	10
	10
	10
	10
	10
	10

	2
	10
	10
	10
	10
	10
	10
	10

	3
	10
	10
	10
	10
	10
	10
	10

	4
	10
	10
	9
	9
	10
	10
	10

	5
	10
	10
	10
	10
	10
	10
	10

	6
	9
	10
	8
	9
	9
	10
	9

	7
	10
	10
	7
	10
	10
	10
	10

	8
	10
	10
	10
	10
	10
	10
	10

	9
	10
	10
	10
	10
	10
	10
	10

	10
	10
	10
	10
	9
	10
	10
	10

	11
	10
	10
	10
	10
	10
	10
	10

	12
	10
	10
	10
	10
	10
	10
	10

	13
	10
	10
	10
	10
	10
	10
	10

	14
	10
	10
	10
	10
	10
	10
	10

	15
	9
	9
	8
	10
	10
	10
	9

	16
	10
	10
	7
	10
	10
	10
	10

	17
	10
	10
	5
	10
	10
	10
	10

	18
	10
	10
	9
	9
	9
	10
	10

	19
	10
	10
	6
	10
	10
	10
	10

	Averages
	10
	10
	10
	10
	10
	10
	10


· “X is the “gold standard” for efficiency in NIH administration . . . He has always been an excellent PA.”

· “He is really excellent.  I am very happy with the work that he does for us.”

· “My PA is an outstanding individual to work with.  He really cares about his job.”

· “X is excellent!”

· “X is very professional and personable.  He has taken the initiative to explain the purchasing process to us and has provided tips that make the ordering process more reliable.”

· “Mr. X’s service has been excellent and this is probably due to his great organization and efficiency.  Orders are put through seemingly with great personal care and our products get to us like clockwork.  X shares with us ways to improve the ordering/requisition process so that we get exactly what we need.”

· “X has been an excellent PA.  Items are received very quickly, which is helpful.”

· “X is always ready with a smile.  He is professional, courteous, friendly, and never complains.”

· “Everything has been great since X took over our ordering.”

· “X is easy to work with and always gets back to me quickly when I leave a message.”

· “X is the best I have ever worked with!”

B. Feedback from Lead Purchasing Agent – 

	Survey Number
	Q1
	Q2
	Q3
	Q5
	Q6

	
	10
	10
	10
	10
	10


· “X has done an excellent job of serving the PA needs of his assigned labs.”

· “His orders are timely and accurate and he is organized”

· “He does an excellent job backing other people up.”

· “X adapts well to a changing environment and demands”

C. Feedback from Administrative Officer – 

	Survey Number
	Q1
	Q2
	Q3
	Q4
	Q5
	Q6
	Q8

	 
	10
	10
	10
	10
	10
	10
	10


· “X consistently performs at a superior level”

· “I have never received any complaints concerning X’s performance”

D. Feedback from ARC10B Management Team – (optional)

· “X has performed well on projects given to him in addition to his normal duties.  X worked to produce an excellent SOP for his PA team that has improved the PA filing system.”

