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INSTRUCTIONS  
FOR USE OF THE PERFORMANCE EVALUATION REPORT FORM 

 
 

GENERAL:  1. After marking, very lightly with pencil, each factor in Section A, the rater shall review the report with his own principal or 
department head, if any. Markings and comments shall then be typed or inked in. Either the rater or reviewer (or both) shall 
then review the rating with the employee in a private interview. All signatures shall be in ink . Changes and corrections 
shall be initialed by the employee. 

 


