Sample memo: Performance Review Self-Assessment/Meeting Professional Exempt Non Contractual (PENC) and 

Support Non Exempt (SNE)

Use this memo ONLY if you will be requesting a self-assessment from the employee (PENC/SNE).


February 15, 2006
M E M O R A N D U M


TO:

Employee

FROM:
Supervisor

SUBJECT:
Annual Self-Assessment – Performance Review


[image: image1]
It is time for me to prepare your performance review for the period of Evaluation Start Date to Evaluation End Date. I am looking forward to meeting with you on this matter. I wish to consider your input as I complete the Employee Development/Evaluation form. Please complete a copy of that form as a self-assessment. I have attached a copy to this memorandum for your convenience. I would like to meet with you on DATE, and will need to receive your self-assessment by DUE DATE, which will permit me time to have your comments before I complete the Performance Review form.

Thank you.

