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UNITED STATES SOUTHERN COMMAND
3511 NW 91ST AVENUE
MIAMI, FL 33172-1217

REPLYTO
ATTENTION OF

SCCS 21 August 2001

POLICY MEMORANDUM NO.  10-01

From: Chief of Staff
To: See Distribution

SUBJECT: Civilian Employee Performance Evaluation Reports and Awards

1. PURPOSE: To establish the U.S. Southern Command policy on civilian performance
evaluations and performance awards.

2. APPLICABILITY: This policy applies to all civilian personnel assigned to this command.

3. POLICY: Completed evaluations and performance awards on all applicable U.S. Southern
Command civilians are due to SCJ1-C by 10 August each year (or first workday after if the

10" falls on a weekend). The evaluation period for civilian employees runs from 1 July to 30
June each year. For new employees who begin after 1 July, the evaluation period will begin on
the employee’s start date and run through 30 June. The evaluation period will close earlier for
employees departing before 30 June or for employees with supervisors departing before 30 June.
For all directorates and special staff sections, the awards budget will be briefed as a part of the
Program Budget Advisory Council each year. For security assistance organizations (SAOs),
money for awards should be included in the annual budget submission. Specific guidance on
evaluations and awards is enclosed.

4. RESPONSIBILITIES: All directors, heads of special staff sections, and SAO commanders
and chiefs have the responsibility to ensure their civilian employees are provided timely annual
performance evaluations and are delegated the authority to approve performance awards.

5. This policy is effective 1 October 2001. The points of contact are Ms. Cheri Kenyon, J1-C,
x1106 or Ms. Theresa Fitzpatrick, J1-C, x3558.

FOR THE COMMANDER IN CHIEF:

Encl /%‘ é Eé ;K

as Brigadier General, U. S. Marine Corps
Chief of Staff, U. S. Southern Command

DISTRIBUTION:
D




[image: image2.png]HQ SOUTHCOM PERFORMANCE EVALUATION/AWARDS POLICY

Directors, heads of special staff sections, and SAO commanders/chiefs are award approving
officials for award amounts falling within the recommended amounts on the chart below.
Any award above the amount on the chart but less than $10,000 must be approved by COS.
Any award $10,000 or more must be submitted to HQ DA IAW applicable Army regulations.

There are two forms of annual performance recognition: lump-sum monetary awards and
Quality Step Increases (QSI). QSIs grant employees the next step in the pay scale before the
normal required waiting period. Over time they are the most costly awards, so must be
judiciously used and granted only to top performers with a level 1 rating. An amount
equivalent to the difference between steps for the applicable grade of the employee will be
charged to the awards budget for each QSI awarded. Also, employees may receive no more
than one QSI every two years. If an employee received a QSI for the past year, they are
ineligible the following year. Any exceptions to this must be vetted with the COS, and if
approved, the charge will be the grade amount for the last two years.

One additional form of performance recognition is available for employees covered under the
Defense Civilian Intelligence Personnel System (DCIPS). It is called the Exemplary
Performance Award (EPA) and is an increase to base pay equivalent to two QSIs. An
amount equivalent to the difference between two steps for the applicable grade of the
employee will be charged to the awards budget for EPAs.

Organizations need to submit two copies of the support form (DA Form 7222-1) and
evaluation report (DA Form 7222) for grades GS 9 - 15 or two copies of the Counseling
Checklist (DA Form 7223-1) and evaluation report (DA Form 7223) for grades GS 1 - 8. If
an award is approved, also submit a copy of DA Form 7222 or 7223, with the approved
amount indicated and original ink signature of the award approving official. On the support
form/counseling checklist, ensure that the date of initial discussion is 1 March each year or
before, and that a midpoint discussion is documented. On the support form, each objective
must be rated by placing the rating (E = excellence, S = success, NI = needs improvement,
F = failure) next to each objective.

Employees must have 120 days from the date of initial counseling before they can be rated.
If any employees do not meet this requirement, their period must be extended to give them
120 days. A memo requesting such extension should be submitted to J1-C.

The evaluation period for employees promoted to a higher grade after 1 March should close
out directly before the effective date of their promotion and employees should be rated at the
lower grade as an “early” annual evaluation.

Organizational points of contact are responsible for quality review of the evaluations. Also,
they must input the awards under the personnel actions processing system. Details on this
procedure will be given to the points of contact.

Recommended Award Amounts

Grade Range
1-8 $300 - $3000 or QSI, if eligible
9-12 $400 - $4000 or QSI, if eligible

13-15 $500 - $5000 or QSI, if eligible
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Grade Cost
GS 06 $905

GS 07 $1006
GS 08 $1116
GS 09 $1231
GS 10 $1357
GS 11 $1490
GS 12 $1785
GS 13 $2124
GS 14 $2510

GS 15 $2952




