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The Department of General Services (DGS) is one of four pilot agencies in the Performance Budgeting process.  A key focus of the process is to improve client and public service while developing and promoting quality initiatives.  Last year, we asked each office to include a new qualification factor "Quality Service and Customer Satisfaction Commitments", as an attachment to all performance and probation reports.  At that time, we asked that you use up your old forms and add in the new language until the new forms were printed.  
[bookmark: _GoBack]
Attached are copies of the new forms.  Please do not reproduce these forms.  You may continue to use the old forms and add the qualification factor  "Quality Service and Customer Satisfaction Commitments" or order the new forms.  The new forms are available through the Office of Procurement, Material Services.  The stock number for these items are as follows:
	
		Report of Performance for Probationary Employee (For Performance Based Budget Agencies), STD. 634A (New 5-96), item number 754000063612, quantity is set.

		Performance Appraisal Summary For Future Job Performance of Permanent Employees (For use by Performance Based Budget Agencies), STD. 637A (New 5-96), item number 754000063715, quantity is pad (100 sheets to a pad).

If you have any questions regarding the revised form, please feel free to contact your assigned Performance and Evaluation analyst.




IRENE RODARTE, Manager
Performance Enhancement Section
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