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ADMINISTRATIVE/TECHNICAL SUPPORT PERSONNEL

	PERIOD OF PERFORMANCE FROM:
	
	TO:
	     
	
	     

	
	
	
	
	
	Date Prepared


EMPLOYEE'S DATA

	Employee Name
	     
	Job Title
	

	
	
	
	

	Department
	     
	Department No.
	     

	
	
	
	

	Current 
Supervisor
	     
	Employee Location
	

	
	
	
	


I. EMPLOYEE'S SECTION (To be completed by the employee prior to completion of Section II)   
A.  DESCRIPTION OF DUTIES AND RESPONSIBILITIES

Describe the overall duties and responsibilities of this position for the review period. If you have had no change in title, please asterisk (*) any added responsibility since your previous review. Use Attachments if necessary.

Primary Duties:   
Secondary Duties:          
B.  SIGNIFICANT ACCOMPLISHMENTS

Indicate those job related accomplishments which you achieved since your last review or date of hire. Relate these to any previous established objectives where applicable. Also, indicate those activities or accomplishments that were significant in your career development since your last review or date of hire. ( e. g., education courses or degree completion, seminars attended, etc.)   
C.  PERSONAL GOALS, OBJECTIVES, AND INTERESTS

Indicate what goals and objectives you have to further develop your career at AS&T. Next, describe briefly the specific steps or accomplishments you will undertake to achieve these goals. Include types of work assignments that you would prefer to receive including those for the upcoming review period and those in the next three years. Use attachments if necessary.  
Upcoming Review Period (Immediate):     
Long Range (Future):      
II. MANAGER'S SECTION

A.  Review Section I of the appraisal and comment as appropriate. These comments should identify concurrence and/or feasibility of the items in the Employees Section. Use attachments if necessary.

Employee’s Description of Duties and Responsibilities:     
Employee’s Significant Accomplishments:       
Employee’s Personal Goals, Objectives, Interests:      
B.  PROMOTABILITY

At this point in the appraisal, please review the previously completed sections and indicate below your best judgment of the person's promotability to a higher position. Use the space allotted to state specifically what steps you expect the employee to take during the next review period. If employee's statement is adequate, so indicate.

 FORMCHECKBOX 
  Is Ready Now.   To what position or positions?        
 FORMCHECKBOX 
  Will be ready with some further development.   To what position or positions?        
 FORMCHECKBOX 
  Requires considerable development and experience.        
GENERAL COMMENTS

This section is to be used for any individual comments by the employee's manager and any comments the employee wishes to make concerning the appraisal. Use attachments if necessary.

Manager’s Comments:       
Employee’s Comments:       
I am signing this form only to indicate that I have received it.  My signature does not necessarily indicate that I agree with its contents.  A statement indicating disagreements may be attached.

	Employee’s Signature:
	
	
	Date:
	


Following completion of the appraisal, the appraising supervisor must sign and date this form before forwarding to the next level of supervisor. Retain a copy for your own file. The original will be retained in the employee's personnel folder.

	Supervisor:
	
	
	Date:
	


	Next Level of Supervisor:
	
	
	Date:
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PERSONAL DATA





Advanced Sciences and Technologies, LLC


20 East Taunton Road, Suite 301


Berlin, NJ  08009


Phone:  856-719-9001 / Fax:  856-719-9007


www.adv-sci-tech.com
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