MEMORANDUM FOR SUPERVISORS OF APPROPRIATED CIVILIAN EMPLOYEES

FROM:  14 MSS/DPC

SUBJECT:  Rendering Civilian Appraisals Upon Departure Supervisors

1.  Listed below is the requirement on submitting performance appraisals on appropriated civilian employees.  


a.  If the supervisor departs between 1 April to 1 January and has supervised the employee for any length of time the supervisor prepares the information concerning performance and leaves it and the employee's performance plan for the new supervisor. 


b.  If the supervisor departs between 2 January and 31 March and has supervised the employee for less than 90 days, the supervisor is not required to render an appraisal.  The appraisal will be accomplished by the reviewing official.


c.  If the supervisor departs between 2 January and 31 March and has supervised the employee for more than 90 days. The departing supervisor prepares the annual rating and leaves it for processing by the reviewing official.  (NOTE:  The close out date will still be 31 March).

