2007-2008 Recommendation for Staff Merit Award 
Due to HR by March 31, 2008
Employee Name: _______________________________________________________________
Title: _________________________________________________________________________  

Department: ______________________________  Supervisor: __________________________

Is this a new position for employee?  ( Yes – not eligible within first 90 days     ( No 
List any formal disciplinary action taken during past 12 months:        ( NA    
Provide offense, date and outcome:   ________________________________________________

______________________________________________________________________________
	Factor
	Points
	Weight
	Direct

Supr

Rating
	Next Supr Rating
	Pres/

VP

Rating

	Professional Competence:  

From Overall Annual Evaluation 
· Outstanding –4 points

· Exceeds – 3 points
· Meets Requirements – 2 points

· Needs Improvement – 1 point

· Unsatisfactory – 0 Points
	_______
	X .60
	=

(Rating is based on the evaluation completed 9/07 or later revision.)

	Customer Service:  

Point Assignment - 0 to 4 points
· Delivers friendly, courteous service to both internal and external customers

· Listens carefully and responds to customer requests and problems

· Communicates in a clear and effective manner that is understood by the recipient

· Demonstrates commitment to increasing customer satisfaction

· Looks for opportunities to improve processes, procedures or other operations 

Performs with accuracy, thoroughness and effectiveness
	_______
	X .20
	=
	=
	=

	Leadership:

Rating Assignment - 0 to 4 points

· Builds commitment to mission and priorities of department and college
· Shares knowledge with coworkers, fostering spirit of teamwork and cooperation
· Sets example of appropriate behavior

· Seeks out opportunities to serve others
· Seeks out opportunities to develop leadership skills for future growth
	_______
	X .10
	=
	=
	=
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	Internationalization / Diversity / Community:

Rating Assignment - 0 to 4 points

· Establishes and maintains respectful and cooperative working relationships

· Demonstrates respect for individuals in all forms of communications

· Seeks opportunities to gain knowledge of the culture of others
· Serves the community or others, above and beyond job requirements (committee work, volunteerism, etc.) 
	_______
	X .10
	=
	=
	=

	TOTAL RATING

Recommendation of Immediate Supervisor
Signature:                                                        Date:
	
	
	

	Review/ Modification of Supervisor Next Level Up (if applicable)

Signature:                                                        Date:
	
	
	

	Review/ Modification of President / Vice President 
(Route to President if division does not report to Vice Pres.)
Signature:                                                         Date:
	
	
	


Comments: ____________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(Attach additional pages for comments if needed.)
Route to HR; Original to be filed in employee’s personnel file
