Proposed Changes/’Quick Fixes’ to the MPPAS

Note:  this is a follow-up to Shirley Porter’s e-mail dated 02/09/06 soliciting comments from the field on concerns/questions with the Revised MPPAS, Revised Precepts and the forms in current use (ITA-723, 724, 726 and 738).  OFSHR compiled extensive comments from the field and from Regional Directors here in headquarters.  The following proposals take these comments into account:

1. Appraisal Period for ITA-738, Memorandum of Performance

Section of the MPPAS proposed for revision:

Section 8.01.b:

 “If the employee has been in the assignment for between 30 and 119 days the rating official must prepare Form ITA-738, Memorandum of Performance.  Form ITA-723, Foreign Commercial Service Performance Plan and Appraisal, is only to be used after the employee has been in the position for 120 days.  The employee must receive a copy of Form ITA-738 and sign it indicating that he/she has received a copy prior to submission to the Office of Foreign Service Human Resources.  This evaluation does not have to address each critical element, but should describe the employee’s performance in the context of the work plan and the generic performance standards.  Once this form is prepared, the employee has the option of submitting comments.  The narrative cannot exceed the space provided in the form.  No form except the ITA-738 will be accepted for periods of assignment or TDY of less than 120 days.”

Proposed change:

“Preparation of Form ITA-738, Memorandum of Performance, is not required for employees who have been in the assignment for between 30 and 60 days, and both the rated employee and the rating official agree.  For periods between 61 and 119 days, the rated employee should provide documentation of significant accomplishments and the rating official must prepare Form ITA-738. ”   

2. Due Dates and Tardiness/Delinquencies

Sections of the MPPAS for proposed revision:

Section 5.02.m (Responsibilities of Rating Officials):

“Preparing a statement justifying the tardiness of performance appraisals submitted more than two weeks late.  If the justification for submitting a late appraisal is unacceptable, a notification to the selection boards may be placed on the top of the responsible employee’s performance file.  The notification must indicate why the justification was unacceptable.  The responsible employee may be precluded from receiving promotion or award consideration by the Board, and may be subject to discipline from the Director General…”

Section 8.02.d:   

Due Dates.  The performance year ends on May 31.  Performance appraisals are to be completed and received by OFSHR by July 15, or within 45 calendar days after a rating official or employee leaves post, if departure is prior to May 31.  The appraisal should be completed and discussed before the employee leaves post.  Please note that the rating official must prepare a statement justifying the tardiness of performance appraisals that are submitted more than two weeks late (see Sections 5.02.m and 11.01.e). 

Proposed Changes

Due Dates.  The performance year ends on May 31.  Performance appraisals are to be completed and received by OFSHR by July 15.  :

In cases where the rating period ends before May 31, the appraisal must be submitted within 75 days after the ending date of the rating period.

The rating official must prepare a statement justifying the tardiness of performance appraisals that are submitted more than two weeks after the above deadlines.

NOTE:  Guidance should be given to the Delinquency Committee that:

In cases where a rating official is responsible for preparing 10 or more appraisals for a given rating period, the Committee should consider these exceptional circumstances when any or all of these appraisals are submitted more than two weeks after the pertinent deadline.

In such cases, the Committee should review the justifications for any late appraisals collectively, so that the rating official is not held responsible for each individual one.

3. Length and Format of Narratives for ITA-723

Proposed Changes:

--Shorten the length of the Rating Official’s Summary of Performance Statement (pp. 4-5 of ITA-723) to 1-1/2 pages instead of 2 pages.  No change in other narratives.

--place the Reviewing Official’s Statement (Block 18) and the Rated Employee’s Comments (Block 19) on separate pages so that each new page only requires one signature.  This would obviate the need to obtain new original signatures if changes are made in one or the other narrative.

--obtain authority and set up system to use electronic signatures for wherever required on forms.  

