SUPERVISORY PERFORMANCE CONTRACT CHECKLIST

Contract Establishment 

Cover sheet

· Is correct coversheet attached? Select A, B, or C below:

A) SES

B) Title 42/SBRS

C) General Schedule Supervisors and Managers
· Is organizational information completed?

· Are the employee, rater and (where necessary) reviewer names correctly indicated?

· Are signatures annotated?

· Are the correct appraisal cycles and dates indicated?

Plan content

· Is the contract shell used? (attachments to shells are permitted).

· Is the IC mission annotated?

· Are these NIH Program Objectives listed on the shell as End-Outcomes? 

· Emphasize preventive health measures (Preventing Disease and Illness)

· Prepare for and effectively respond to bio-terrorism and other public health emergencies (Protecting our Homeland)

· Improve health outcomes (Preventing Disease and Illness)

· Improve the quality of health care (21st Century Health Care)

· Advance science and medical research (Improving Health Science)

· Does the employee’s contract demonstrate that end- and intermediate-outcomes, management improvement initiatives, and outputs are cascaded or derived from those of the supervisors at higher levels in the chain of command?

· Are  intermediate outcomes stated on the shell?

· Are management improvement initiatives stated on the shell? Select those Management Objectives (initiatives) that fit, taken from the complete list in the April 7, 2003 revised “One-HHS Department-wide Management and Program Objectives.”   For SES, Executive, and some senior-level positions, most will probably be relevant. For division directors, senior analysts, and certain other senior positions, several may apply.  For supervisors at lower organizational levels. It is likely that few or none will apply. They may be “customized.”
· Are program outputs indicated?

EEO Element

· Is the correct EEO element attached to the contract shell?

· SES, SBRS, and Title 42 Executives Division Level or higher, or

· All other (General Schedule Supervisors and Title 42 supervisors below Division level)

