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AORANDUM FOR

FROM: William I Flemi
Acting Deputy C
Acting Director f o |

ce Tor Senmor Executive and Senior

S

UBJECT:

o~
34

f‘i}%ﬁ;ﬁezﬁ‘mmm of iL ommerce’s (Department) record of making meaningful
‘ >s based on ;’@hime mff@s“mmlcg the Department has full

cation f*}if its ‘x enior % xecutive ’"mﬁv e ﬁ gement systems t th smég%z
1strate ﬂ %@%f

Calendar Year 2010. Full certification is im

i i ‘zg held accountable for indi

3 performance cycle and the lack

s, we “g‘%g‘}mm h the upcoming performance mﬁmg;‘

mmi sertification dé?ﬁ}; =yvable, /R% we move forwar
ss and apy ’ ibuti

H }m

&z s process,

® iﬁz& ﬁﬁﬁa?ém@m“’a appraisal process makes meaningful distinctions based on relative

® ii"iig“s%%‘i‘s ézf gi%‘%'“»m%&aé process take into accoun %Ei@g—r bure aus” assessments of their
rmance u;n nst m;@g*a ssment results; anc

s and overall compensation accurate
anizational performance.

,m
o

4

As a result of the manner in which pe Ma?i?‘ﬁ Ance was &%ﬁg‘%@’@ <m<f§ rewar
the Department’s posture with respect to fut
his year hz *h will enhance the Deputy

ﬁﬁgmn full certification status

The Departmental and bureau Perfor e Review Boards (PRB) are essential to ensuring that
eaningful ﬁiééi??& ons in relative m:m ) %“ﬁ e are made, They must ensure if at the above

mentioned criteria is met, and atford espec Eui} ¢ scrutiny to cases in which C 11

ratings and performance-based pay adj mimgi; the rate of Level 11T of the

v
i z%hmé h



“xecutive Schedule are recommended. Guidance on the activities, responsibilities a
composition o i??fﬁf«;f }%‘mfgdm n m achment A of thi lis memoran dum. Please 1

nencareer executive g ‘Q’;g“‘éﬂ{‘:ﬁ%i"i on each PR @é will be required and the size of p

R’ 3‘€}“‘j ng
ﬁﬁm in and to ﬁ‘g

1
S
i

3 E éé is q::,ei%fisai ‘éﬁéﬁ }ff;zaz convey throughout the manageme
> summarie “ g%gf mpfpmi im“

s of recor éxw any recommendation for zgs@z formance %mc;;
ve summaries muxs also express the specific nature and g

nance results and unambiguously convey %Z:ggf;?‘ﬁ%i‘" contrit mmm
Narrative summaries must be submitted in the format contained
memorandum, may not exceed two p
record, not by the employee whose §;¥§

1 , f this

ses, and must be written and si g ned by EE’%«; supervisor of
formance is being appraised. In stating that the ratings
st az*g% y supported, it means the assigned rating must closely comport to the applicable
‘hrsimm@ ratin g level definitions contained at the back of the CD-518 Senior
fu?mff%ﬁ*wéczﬁ nal Performance Agreement, and are provided as Attachment |
memorandum,. sequences of failure to meet performance requirements are outlined in
Attachment C.

A

1or to commencement of their work, PRBs will be provided with copies of applicable PRB
z i

>

charter(s) and they will be sm’iﬁ,ﬂ:é@"é to critically examine performance appraisals :;zi%a{%};mm:
with strategic goals, results gm accountability. In accordance with Departmental pfﬁz\m d ii ing

September the Departm
(ST/5L) performance management g‘?“m: S
12 0 émz}& PRB members and human resources liaisons. The briefi ings are tentatively

reviewin
scheduled to be held September 17, 10:00 a.m. m 11:00 am., September 21, 10:00 am. to 11:00

nt will conduct information briefings on the SES and senior professional

8, wnh special focus on the fﬁ%?;‘%& for all rating and

Jm., and ;f‘;éa:spmm%m* 23, 10:30 am. to 11:30 p.m.. in HCHB Room 5201.

o

lic inanc
’5; {?L FU‘} will ’f’ﬂg the m*%‘éé«i.:a? element, "’“;i*‘éﬂzme;;};h @@a}mﬁ 1ons smf“ ?‘%ﬁm i@‘x‘zi ” the Chief
210) will rate the critical element, “Information ic: “hnology Management,”

Ei formation Officer (CI

I the %@p&i} Chief Human Capital {}ﬁi&;i and Director |
‘ critical element, “Human Ca @fﬂ: % \Eaﬁ‘:& ement
‘ zzmﬁ; Resources Manage g

there is a Departmental e

i

o

for Human Resources Management
£ (hud mg on the CF ii} CIO, and

TS
3w~~g§wv»:m
Coutive

Please advise your management h:&’g ‘ecom ‘%isg;zzg%a% ons must 3%@ mac
Departmental Pay P@ii{:y ; immary contained at Att

, he hig ‘mers shall receive the hi
m}mm% ion 1o the E}?@pa :

ensure that all submissic any discre g“si cies. fz
documentation submissior pal Human 2 esources Managers
under separate cover. 'ﬁé“%zﬁ:}f W gég be f*c,,aix;r@@ m review a‘fﬂa‘f @%{3@% %‘; cand certify that all

submission requirements have been met.



Subject: ear Guidance for Senior Executive and Senior Professional
Page 3

erformance Act of 2008 established a new pay ébs? Eﬁ?iﬁ?i?“i mance system

t t provides pay ranges comparable to the SES and eliminates automatic

ammgz? compa %E“\sz%ﬁv increases. In 2009, the Department obtained gﬁ%‘@‘m&mm@ certification aé
ST/SL performance management system, effective through the end of the current i&a:aé year.
: 1

S,ahi %m aggregate compensation ceiling has applied.

118

<

Therefore, as w sﬁ: the SE

compensation y continue to apply contingent upon the outcome of the Department’s
2010 ST/SL certification request, which is pending with OPM.

While OPM has not vet finalized its g
changes to the guidance are an éi};%;f}a‘i: 1
nominations in accordance with the

OPM’s official guidance, additional i in

As always, please remind rating and reviewing officials that
bonus and other related recommendations are not final unti]

Commerce. Bureau/operating unit recomm uﬁfa‘ﬂw}\} are not
feedback may be provided to executives until

"

retary of
o ﬂ%m@ &(C% ne written or ver!
e Secretary’s approval.

£

The timetable for end-of-ve

ar activities is contained at f‘m %}ﬁm . Of note, the bonus payout
date will be in Tax Year 201 ‘;

I
%Nm*gé“aazaﬁf@gih@ I;?Li '% @ézmr}i@z ﬁ@m” yity. Please
:‘i M e

Attachments:

Attachment A — Operating U hwm

Apprai 1
Attachment B — Narrative Smammw Form _evel Definitions
Attachment C — Adverse Action Procedurss for ii, reer i%é‘;. : Members Who Fail to Meet

Performance Requirements
it D — Pay Policy Summary
E Presidential Rank ,z%wm*i
it F — Timetable for End-of-Yea

Attachmes
f%“s‘;’i%:? T
ttachme

rogram Instructions and ?%mag?%@ Formats
r Senior Eﬂpéa;@sf Activities
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Attachment A
Operating Unit/Bureau Performance Review Board (PRB) Guidelin

1ts the PRBs’ role in performance management and the processes they
the Civil Service Reform Act, the Chief Human Capital Officers Act of

2002 mﬁ % tional Defense Authorization Act of 2004, Office of Personnel Management
u"p’“ﬁrwm,ﬁ“ ing re ‘%““giﬁ ons, and Departmental requirements. These guidelines are supplemented

by applicable operating unit/bureau PRB charters.

PRY Membershin Restrictions

o

While @géﬁi?%imzﬁ restrictions may be listed in applicable PRB charters, at a minimum, a member
shall not participate in a specific performance appraisal review aﬁ@z he/she is:

1. The senior executive Vd*g serformance is being reviewe ;:%
2. The rater of t E he senior sfzzzwﬁﬂ whose ;‘%ﬁiwmaﬂm isb § reviewed
3. The direct su 27@1&1%& of the senior executive whose performance is being reviewed.

rations, each member must have a current performance rating of

Each PRB must
reporting Eiz‘;a of mé; “‘w; etariz ii i}f 1cer or @pﬁ ﬁzg Unit i’%@&éig

1 the org

ust include noncareer executive participation. It is encouraged that the executive

, 15 one
function as 2 &3%3 n;sm’%bﬁ %m at a minimum, ;% an advisory capacity.

gwwém* s are mﬂmiﬁ}k to convene, E M%g are i five QGE‘W?Zng to perfo
performance management cycle-related work.

3

Greneral Process Information

Prior to commencement of PRB activities, all members must be provided copies of applicable
PRB charter(s), the content of which must ‘%“ ‘h“%i*iiS%@ m«u%t z’%w““ Wman resources

ve having expertise in executive performa
addi zm;&ﬂ must be advised that in the conduct of zézx; WO

rformance appraisals’ alignment with strategic goals, resu ix @a:;@ @ggwﬁiu

ani mmﬁ mwnum 15 %*' g‘w’i on relative

PRBs must be d §§§£§M 1t in the review process to ensure 1w
g‘*@ﬁ?@ﬁ“@“‘zmﬁe are being made, thereby strengthening the
particular, PRBs are a;ziimd to examine the al ignment @f mv‘s;w% @@immm 2¢ m@mm

5
with strategic goals.

]

PRBs review initial summary ratings and performance-based pay adjustment and bonus
smifmzmsmazmeﬁ& and based on Departmental Pay ”§ xé icy (Attachment D), make
recommendations to Appointing Authorities on:
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Sk

img*&xim

Lind [od o

%’@ ﬁg eir review process, PRBs mm‘i consider organiza 1ssessments and OPM’s criteria for
rtified performance management systems. Exhibition of %ame criteria support meaning i;%;%

ert
di ﬁi nctions in relative per ?fa?é‘iﬁ&ﬁmn The criteria are provided at the bottom of this attac

Higher Level Review

level review of the initial sumn
he sen m{ xecutive is entitied to one E {zi er i
i resources manager within

bt i«

must be é@s’zéﬁs prior to the PRB considering ﬁ‘;ﬁ executive’s

fow

i~

Hecommendations to Secretarial Officers and Operatine Unit Heads

e "

After review of performance appraisals, initial summar 3" written
responses, if a szz:z f@s:f;mnmﬁmd f"sm*l rmance-based pa , and
organization il‘ are documentation mzmma criteria al@%@% charters
Written recommendations re ‘?*a,rd;mg senior
ive ap%p ‘aisa is«; a d m‘z‘mw mmi be E%’?&d@ to éf%“’ e appropriate Secretarial @
Jnit Head. PRB recommendations are not binding. When the PRB does
initial summary rating, or when there is a record of disagreement w%%ﬁ% the
executive, the PRB :

3 must include a written explanation for its recommendat
always document ! E r recommendations concerning the proposed per mzrmzm e-based pay
adjustments and bonuses on page 5 of the CD-518 form and the PRB Chair must initial them.
OPM Criteria
Alignment — Performance expectations

Sﬁ%‘;m‘eféizisﬁi organizations’ mission, wuﬁ;
performance plan.

Consultation — E‘Tvéfi* nce is present that performance expectations are based on senior
employees’ involvemen t and input and were communicated to the a:‘mg% oyee at the beginning o
the appraisal gﬁ@"mé d require rz ents and progress in meeting them was communicated at

appropriate times the mzﬁ:

Results ~ The sw }“m@a}/ m@wsu% being reviewed reflects that performance expectations ib"
senior employees apply to their respective areas of 1 responsibility; 1 ct expected Departmental
or organizational p z‘@; mance, e:?»t:’ir“%f €sc *3‘} pet “‘f%m &m e ?Z at is measurable, demonstr: ﬁw or
observable; and focus on tan gible outputs, outcomes, milestones, or other deli

[e2]

Balance — Th
customer/stakeholder feedback; quality, ¢

loc Ei“i”ig‘i“‘fiz’ii%ﬁﬂ includes appropriate measures or indicators of results;
1y, q

uantity, timeliness, and cost ﬁ;fs‘*‘ veness as



applicable, and competencies or behaviors that contributed to and
outstanding performance.

nee éﬂﬁg‘. i’@ﬁ:
‘ogram and
functional areas, such as GPRA goals and other program performance measu ures and gmﬁmmm
luation guidelines issued and based, in part, upon those assessments provided to senior

Assessment and Guidelines — Evidence 1s present that the agency 1
assessments of gf}éﬁé*?'l‘érmf.,m@ of the agency overall, as well as each @i its majot

"

and eva
emplovees, senior employee rating and reviewing officials and the PRB mer

and guidelines are to be provided at the az&‘émigsi{m of the appraisal period but |
recommende

es
>dl.

nik ﬁgﬁ}gﬁ*’ai %% @é{*swm éw the Eéﬁfi*ﬁi“v i‘hﬁi% or %%%@,{zm

Oversight — There is rigorous mms;g g
s based

who {:gtéf’%“ﬁ; s that: 1) the senior emple
n relative performance; 2) results ¢ )
assessment of its performance against progra ) pay a gs;%f;mm&
cash awards, and levels of pay accurately r 3;@ ect @“d recognize % r’mmzi and
organizational performance.

Accountability — The senior employee’s g (as T
expectations and ratings for those with super ‘x'ig@éw res ;@fﬁ%‘;%zi Hi \Q; ﬁg ma@;w@é @ﬁ >ct the
employee’s performance measures, and any other relevant factors.

Jm

¢ appraisal process includes

i

Performance Differentiation - 17

i‘k%‘ii’%‘i"ﬁl’i‘ﬁdéi“i# "f srmance and provides for clear émﬁm tmw of ou Mgwéw

o

defined in {im?xm ; and 2) the appraisal process results in mear

relative z”H}E‘;@E’}fE“ ¢ based on senior employees; actt formance z%g, mm h;:ﬁ,
performance expe maﬁmm “Relative performance’ : ran]
senior employees against each other. Indeed, such ran kin g sy %zawé} ibi Hfi ﬁm m@ rpose
determining performance ratings. Rather it is defined performance of a se mag Eg}igfﬂgﬁ
with 3’@;@&., to the performance of other senior en ;?ﬂgmm including their contribution to agency
performance, where appropriate, as determined by the application of a certified appraisal system.

tot ¢
Zf

Pay Differentiation — In i dm& hay
@msmm;g 1, it‘fgﬁif mean

rencies ﬂ“%f%'{ ensure i%"@.}}gpgaz‘sz‘z@y in
ming senior employees should i

G l (including both basic pay and performance awarc
I of the Executive Schedule.

=
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Attachment B
Narrative Summary

Bureau:
Name of *% enior Executive/Professional:

Position Title:

Recommended Rating (
Pay Adjustment Per
Bonus Percentage:

Check if Nominee i3

New Salary Level:

for a Presidential Rank Award:

{(Narrative not to exceed two pages.)



APPENDIX
SES GENERIC PERFORMANCE RATING GUIDE

INSTRUCT mm SUPERVISORY* (
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Attachment C
Adverse Action Procedures for Career SES Members
Who Fail to Meet Performance Requirements
Coverage
Career SES members who have completed the probationary period, if required, and who are not
-employed annuitants.

Removal Due to Failure to Meet Annugl Performance Reanivements

An Unsatisfactory ratis ng requires a reassignment or transfer within the SES, or removal from the
SES in accordance with 5 CFR 430.309(c)(1).

p@:%&z of 5 consecutive years require removal from the
5%“ (e)(2

Two less than Fully Successful ratings in any pe nsecutive years require removal from

the SES in accordance with 5 CFR

Notice in writing is required at least 30 days before the effective date of the removal action. The
notice shall include:

e The basis for ém: action;

e The executive’s placement rights

@ The executive’s right to an informal Merit System Protection Board (MSPB) t

# The effective date of removal;

® é\ It %p hlicable), the appointee’s eligibility for immediate discontinued service retirement
in lieu of placem }M.&gé}%g

o position will be identified.

E"E/ fa %éma% position to a GS-15 or

> 1] gé}@ to an M%‘mi?}%ﬁ E’z ¢ MSPB at the g?g‘;zg;im, ee’s request at least

Removal for less than Fully Successful performance cannot be ma de? effective wi
X}ﬁ@? the ’vhéﬁé}‘imf‘;‘;ﬁm of a new Secretary of Commerce or the rr'E‘ <
appointee’s most :s;’*z%mdzsaig SUPETViSor *m} ) 1S & noncareer a *"*gvmu %e" and has the authe

!
remove the career appointee (the Secreta H}ﬁwﬁf}. This restriction does not apply
career appointee h as gm%;md a final ;‘&m:g of Unsatisfactory under the Department’s
peﬁggm{mw appraisal system before the appointment of a new agency head or Appointing

Authority.



Aftachment D

Senior Executive/Professional
Pay Policy Summary
irtment of Commerce (DOC) determinations on setting and adjusting rates of basic pay
Executive Service (SES) members and Senior ?}mf@@swéei@ are based on each
cutive’s individual performance and in relation to the quality of achievement of
organizational and Departmental goals and objectives.

&

The DOC f%'ﬁ'ff Performance Management System | ma five summary performance levels:
Outstanding (Level 5), Commendable (Level 4), Fully ‘w cessful (Level 3), Minimally
um‘ﬁm%@ {Level ’f}h &Q(fi Unsatisfact &E‘}f (Level 1), No decimals other than .5 may %, used in

opment of element ratings,

DO SES Performance-based pav Adinstment Basie Eligihility Criteria

2;@;};& ﬁ’fe&i ham Eim@% a pay increase since April E
A senior executive/senior professional’s summary performance rating must be at least Fully
Successful (Level 3, 290-379 points)

o1

critical element in th

A rating of m*f
senior executive

Pay zﬁ; ments n

peree mﬁ fora ( omm

In accordance with 5
ratin ;,; of bui&ig}ﬁd} g (

subje

g-related downward pay ad §§§S§ﬁ"z§ﬁ:zig are limited to r
jill %05: n “*&iﬁ at the dis ' Secretarial Offic
) irector of Human

with prior consultation w:i he i}apts%ﬁy “hiet Human Capital

Resources Management, and the approval of the %?‘;p«;%ﬁ ments R >sources Board
(DERB).

For senior professionals, pay adjustments may only be proposed within the applicable pay

adjustm 161 Hé{“gmﬁ S*wmr i m“wwmm%& may receive increases  up to 2 percent for a Fully
Success 5 to 3.5 percent im a Commendable m‘imgi.; and up to 5 percent for

7
St
vt
f ot
o

;%iami%ng Eﬁ%ﬁi&éi};; ?Em&,,e note %\ th the timing and amounts of these in¢
3 rtment’s senior professional performance management syster
OPM’s ig ance of “% nior Professional Performance Act implementation re gbi&f??
it is anticipated that Senior Professional Pay Adjustments will be effected in April 2011.




Supplemental §~  Adjustment Criteria for Senior Executives and Senior Professionals

Hated Fullv Successful

a

Although the Department e pay pol erformance- djustments
up to 2 percent for a Fully ‘i% é‘i‘;@h%é&iai“ﬁw regulations rec ;a ire agencies : late among
its executives’ pay t based on individual performance and/or contribution m ency performance.
Regulations state that certified performance m@%&gﬁﬁmn‘{ systems must mﬂé/’;éﬁz for pay
differentiation, such that senior sﬁ’;g@i‘ yees who have demonstrat
individual perf I

st

av

o

ormance receive the i Qgﬁ st ratings, as well a
adjustments, cash awards, and levels of pay, particularly above the @i m iama;

Ity {id‘ ns the “}Qm tment’s poli 3 that only the highest performing senior executives and senior

professionals generally should rec w any type of pay adjustment zfm raises or maintains a
@m above the rate for leve S8l % e Executive Schedule (cu ‘%@éé for Z" 10)
Consequently, Senior Executives Waei Senior Professionals n%@% %?iiﬁ

considered for a a performance-based pay adjustment u;} to the rate for level III of the Executive
Schedule. Senior executives and Senior Professionals rated Fully Su whose salaries are
at or above the new EX-III, are ineligible to receive a performance-based increase

o

DO SES Bonus Pool

The DOC SES bonus pool is funded at /" 5 percent of the aggregate salaries of career executives
as of September 30, 2010. Pool amounts are calculated by S%’g& rate ‘program areas md i“‘}i“mi‘d
to provide for émw%w ion by DE sﬁié:% ecommendations to the Secretar y @i & omme

DERB may ac ‘;wm dividual pools as long as the ages /.
maintained. The rtment wil i"‘ ide ! ‘
pool amounts. Bk’émam and Operating Unit

DOC SES Performance-based Bonuses

£

In accordance with statute, only career executives may receive pe f}m mance-base
proposed for a bonus, career executives may receive at a minimum 5 percent, up t
salary. Bonuses may only be proposed Wﬁ:?&%s‘z the applicable bonus amount ceilings; executives
may receive a f* percent bonus for a Fully Successful summary rating, up to 10 percent for a
Commendable summary rating, and up to 1 q percent for an @Kﬁﬁ&ﬁdﬂ'%ﬁ summary rating.
Bonuses are ¢ mzmﬁw as a percentage of base salary ;g% to two decimal places. The DERB
eserves the right to make recommendations to the fi» scretary for ‘wzz ses of more than 15
o8 Y

percent. Expmggmﬁ {}i‘ bonuses as dollar values rather than percenta vill not be accepted.

pres

el

DOL Sendor Professional Performance-based Bonuses

1 bonus,
Successiul

/ing bonus structure
ionals may recetis
'/? *éégu m*ui{g

f%%’;ab%ﬂg; 3. ‘E is;,;

e

p (apr ‘?? 3&? ia % ‘E%*%} for an ﬁl}m\mEiémJ ratin g
iructure 18 nec “QS%EH}' in m@e% for the Department to maintain certificatio
*erformance Management System.

et :‘,.

2010 Presidential Rank Award recinients are not elizible for bonuses.




Attachment E
Presidential Rank Award Program Instructions

seneral Information

To recognize prolonged high ;w ity accomplishment, the President awards the rank of

Distinguished Executive, Distingt uishe d %ims‘ Professional, Meritorious Eﬂ‘{é: utive, and

é‘?@féwréé}%ﬁs i% Wzsm Pm& §51¢ i;f% each year to a select number of SES career executives and senior

o

»

Dis hgsmé’mdi xecutive and Distinguished Senior Professiona
sustained extraordinary accomplishment and include an award of 35 g}mzzmi iw&&% pay.

1al Rank Awards recognize sustainec
base pay.

i cutive and Meritorious Senios
accomplishment and include an award of 20 percent of

-

The Department submits its nominations to OPM which &“ﬂzvmw% the Presidential
Award Revie E%ﬂrd\ composed of private citizens. Separate Review Eﬁu@f@g Y
nominations and the senior professional nominations. Fach Bmm has %ER me z‘}*&%}@fs wi
individually evaluate and rate the amtmm'ﬁ“ iments described in the jus

Fach member makes an independent judgment on the cases present

s

The Review Boards for the Distinguished Ran %@L ds meet in Washington, DC, usually in
March or April. OPM conduets inquiries on all nominees for Distinguished Rank Awards **@m‘?
the Review Boards recommend for approval and pays the cost of these inquiries. Distinguishe
nominees who do not score high enough to be recommended for approval are referred to

Meritorious Review Boards, if eligible.

in
-
T
Lak

Submission Requirements

Nominations must be signed %%} the ting

1it before submission vip the T g}& ;

Of

&

Officer/Head of the Operating Hﬁm
nomination are accurate,

Each nomination m zgg Q(*‘*’W‘%ﬁ ?El‘* 5:1:}53@%%;‘%% original documentation {(and four (4) copies),
arranged in the order listed below

e Form T390, ? utive ?Q%Sg*znsﬁ% "Eﬁé“&i 184 *Uﬂn é@“v’m%&i e on iigg E} nt’s forms
website), signed b E‘m Secreta Please note
(]

bureaus must er SUM:“ that all snmm‘«m% an féfw Ww“s‘?‘i‘é matches “*é;&(;ii the data
nrovided on the nomination form.

o C Qéﬂg‘fk‘iié copy of the applicable Presidential ?" %’*ix Award Pri ég; 1 Nomination Form
signed by the Secretarial Officer. Each nomination form must be complete and | egible.

® H%@gza@?z al Summary in bullet form that descri %@3&; he executive’s current position and

lists highlights from his/her SES or ST/SL career.

® Accomplishment Summary which lists accomplishments attained by the executive which
serve as the basis for the nomination and are elaborated upon in the Justification



o1 e S 5w «-“

Statement. The Biographical Summary and ent Summary, combined, may

not exceed one page.
» A Justification Statement that ad es the nominee’s career accomplishments in terms
of the ﬁwzm*xmmwa or senic mi* ssional ¢riteria in a concise manner. The

Presidential Rank Award Review 5‘%@@;% members will evaluate the nomination agains
the same criteria. The justification statement may ﬂﬁi gé ?%m (3) pages in length;
longer justifications will be returned without action. E%s ase spell out acronyms and
abbreviations. Do not use any staples or paper clips in the ew‘f‘ﬁiﬁ?ﬂf{m folder. The
justification heading should indicate the individual’s name, title, and @gmmfag unit.

® A summary s:%lw sheet listing rank ﬁ*;mwx @m\ffvﬁmz name, the current and previous 3
years’ performance ratings, years o vith the De ‘ﬁ nt, previous recognition,

i

i;zmzdi ng rank awards for which nominees were recoms %} i but not approved. See
Attachment E-1,
s The accounting classification code number to be used for payment of an award.

351
k phone and fax number of each nominee.

v} m’;ﬁ ail

iting or other
ved in th Ei}amm*n@ 1y
esources, by the deadline to

st ensure that nominations meet OPM and DOC reg

hould be free of typogra "g}i‘%am% eIrors. ?\Emmﬁaﬁfms re
‘ections $§“§i§vm%‘§; be rare. All reg
G'é“ﬁ@a% of Human Resources %/Rimwmam‘sﬁ, @Tﬁf“@'
ensure that review and preparation for the DERB are not dela

you have questions concernis hs: Presidential Rank Award Program or the nomination

procedures, ;‘3?@;2 se call Terr1 Lucente, Executive Resources Policy Program Manager, at

(202) 482-1630.



-
s
€5
E
=t
2
p)
W
%’)
et
st
ot
m
R
e
<
=
oy
s
Z
a@‘
s
WE
=
e
Z
]

Attachment E-1
SAMPLE

NAME

RATING

YEAR

|
1& RATINGS

PRIOR

‘08 07

YEARS OF
SERVICE

!

:

PREVIOUS
RECOGNITION

1. Jane Doe O o C 0O 15 00 139, Bonus
07 — Meritorious Rand
2. Iohn Sanch 'S O 0O 0 i2 "9 — 10% Bonus

06 —

Dist/Momines/NS

MERITORIOUS NOMINATIONS

NAME

RATING
YEAR
‘10

‘09

PRIOR
RATINGS
‘08 07

YEARS OF
SERVICE

PREVIOUS
RECOGNITION*

1. Jerry Brown

O

:t{'}

0 O

19

09 - 20% Bonus
7~ 15% Bonus
93— Gold Medal
G0 ~ Nobel Prize

"BE — Merit/Nominee/NS

2. Tina Chin

o O

09— (9% Bonus

*When an executive received an 8ES bonus § Hik past, provide the

bonus as illustrated. Do not nrovide dollax

amount.

ear and percent of the




Attachment F
Timetable for End-of-YVear Senior Executive/Professional Activities

fance 1ssued.

August 2010 End-of-Year Guid

Xt
i s €1
2010 Performance Review Board Training

September 30, 2010 End of FY 2010 Senior Executive/Professional Performance Cycle.
October 4, 2010 Executive Resources Information System (ERIS) is popul lated vi @

download from the National Finance Center (NFC _) and forwardec
to the bureay m“zé 1S,

October 8, 2010

m"ga.n ationa

October 14, 2010 Recommended rating and zgﬁﬂz“*%zsai% for bureat
covering the Department’s 25 ‘;;:sa:fm nt of ratings for the “Financial
Operations ﬁm% ?%zm‘z rement,” 1 { Management,” and “Human
Capital Management’ m#f ical elements, are provided to the Of

of ] id

O transm zisi} bureaus for consolidation

X e0 wﬂ@ l%;s, OUrCes

into CFOs’, CIOs’, mi Pm Ms’ overall ratings, respectively.
October 21, 2010 Organizational assessment results are issued to bureaus as required

by OPM regulations.

Bureaus provide recommended ratings and performance-based pay
mﬁi*sﬁ%ef‘h{}i’*m% amount: ;l; those executives requiring
De e Review % amsii DPRB) revi
%)E;K&& Q} ‘R. Priney ’ii %E iman Resources Managers forward
performance ratings of executive ing higher level review to
the Director, OHRM,

ew o

14

25 /10E
ctor of H rman Rmam@ oS
or Office of the Secretary PRB

Bureaus, including OS, pr
pe ‘:zﬁumz;m,i: ‘based pay in
Rank Award nominations Eu H}Wmm \?%ﬁ‘;émw anc
Boards (PRB} and convene ,’?REQ and the DPRB

CTease

The Departmental Performance Review Board (DPRB) will
perform the higher level review for executives who exercise this




2,2010

November 4, 2010
m
Decer

December 23, 2010
December 30, 2010
Januvary 7, 2011

arpiary 3 31T
January 2, 2011

January 27, 2011

option and ié‘f which no higher level exists in the bureau or
operating unit. ?’%m@& comp letes review “g; rformance ratings of
executives requesting higher level review forwards
recommendations to %%* ‘:‘ae@mmﬁa} )fficers for their PRBs’
consideration.

&

Results of DPRB review of ratings are provided to bureau heads by

the Deputy CHCO/Director for HRM.

OR by éi‘iw “}mmw & %té G”}z Ctor %m Hk\f@

“*Cg, CIO, CFO/ASA, and OS complete bonus and

z&sw pay adjustment review process. Secretarial
recommendations for bonuses and ;3 erformance-

djus zm% ts (with appraisals and mﬂ“a@

, ential Rank Award nominations to the

] R%ﬁi :%f%r the Departmental Exec %i% > Resources

RB) review.

,.«M

,§77§@£ﬁ'é { ?}%

PDERB meets and | grs.aés;zm recommendations on bonuses and
% s:rﬁ%??‘m"gx%z‘m, ased pay adjustments and submits them to the
HC %Ll‘% @izw%‘%% for HEM.

Final decisions are made by the Secretary of Commerce

Byreaus are notified of final decisions

OHRM electronically transmits approved information to NFC
Performance-based pay adjustments are effective

Official pay date for FY
“as’:ig’a tments will be inc




