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DEPARTMENT OF VETERANS AFFAIRS


Veterans Benefits Administration


Washington, D.C.  20420�
�



October 2, 2003





VBA Letter 20-03-38


All VBA Senior Executives


Subject:  SES Performance Appraisal Timeline





On September 30, 2003, the Senior Executive Service (SES) performance appraisal period will end for fiscal year 2003.





The attached “SES Performance Appraisal Timeline” provides necessary instructions for Senior Executives.  A Performance Appraisal form (VA Form 3482) is also attached for your use.





Please refer any questions to Mary Park or Ruthie B. Stewart, Office of Human Resources (20M1) at 202-273-5911.











/s/


Daniel L. Cooper


Under Secretary for Benefits








Attachments





�
SES PERFORMANCE APPRAISAL TIMELINE





September 30, 2003, marks the conclusion of the SES performance appraisal period.  The annual performance appraisal looks at how well the executive has met the standards for his or her position over the past fiscal year.





The SES Performance Appraisal Timeline follows:








October 17, 2003�



Self-assessments due.


(Field SES submit to Office of the ADUS for Operations)


(CO SES submit to 20M1)�
�



October 20-24, 2003�



-Rating official completes the narrative summary and signs the rating.





-Rater provides a copy of the initial rating to the executive, along with notification of the right to respond in writing and to request a higher level review before initial rating is forwarded to VBA PRB.





-The executive signs the recommended rating (page 3 of the appraisal form), and indicates the action (i.e., whether or not he or she requests optional higher level review of the recommended rating within 3 days of being informed of rating.  �
�



October 29, 2003�



Last day for executive to request optional higher level review.�
�



November 07, 2003�



VBA PRB submits recommendation (e.g., ratings, bonuses, and pay adjustments) to the Under Secretary for Benefits.�
�



November 14, 2003�



Executives are informed of any changes to recommended ratings.�
�



November 28, 2003�



Under Secretary for Benefits submits VBA PRB proposals on ratings, bonuses, and pay adjustments to VA PRB (052B).�
�



December 1, 2003�



The VA PRB reviews recommendations from VBA PRB for ratings, bonuses, and pay adjustments, and prepares final recommendations to the Secretary on summary rating levels, bonuses, and pay adjustments.  �
�



December 12, 2003�



Secretary approves summary rating levels, bonuses, and pay adjustments.�
�



December 19, 2003�



Bonuses paid.�
�






Bonus/Pay Adjustment Recommendations


A separate written justification is required for all bonus recommendations.  The justification statement must be limited to 2 pages.  Performance accomplishments must be categorized under the Executive Core Qualifications (Leading Change; Leading People; Results Driven; Business Acumen; and Building Coalitions/Communications—in that exact order).  Bullet style is preferred.  All bonus justifications must use ARIAL, size 12.  In very specific terms, describe the significant performance accomplishments, including specific EEO accomplishments, above and beyond usual job responsibilities and put them under one of the five ECQ’s.  Note: Bonus justifications not in this format may be returned without action.





VBA Performance Review Board (PRB) Members





William D. Stinger, Deputy Under Secretary for Benefits (Chairperson)


Veronica Wales, Director VBA Office of Human Resources, (Executive Secretary)


Robert J. Epley, Associate Deputy Under Secretary for Policy and Program


     Management


Michael Walcoff, Associate Deputy Under Secretary for Field Operations


Geraldine V. Breakfield, Associate Deputy Under Secretary for Management 


James W. Bohmbach Chief Financial Officer 


Diana Rubens, Director, Western Area Office


Ronald R. Aument, Secretary’s Representative
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