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[bookmark: StartOfMemo]The Human Resources Department has begun preparation for the year-end Performance Review efforts for my organization.  In an effort to move everyone to a common system for performance assessment, my entire organization will be utilizing the Enron North America Performance Management System.  Some of you may familiar with this process as we utilized the system Year-End 1998 and again for our efforts at mid-year.

For those of you who are new to my organization and to Enron, the primary purpose of this effort is to assess performance, identify developmental needs and provide feedback and coaching to employees.  The Enron North America Performance Management System is an automated, 360 degree-feedback instrument.  This process begins with each employee suggesting a list of reviewers online, which must be approved by their supervisor.  Once the supervisor modifies and/or approves the list of reviewers, the list is forwarded to the reviewers and then the reviewers provide feedback on an employee by completing the online Performance Feedback form.  Data is consolidated at the supervisor level on each employee and presented by department representatives at the business review group meeting for my organization.  At the conclusion of the year-end process, supervisors complete final evaluations for their direct reports and provide employee feedback.

Because this performance management process is new to many of you, Human Resources has agreed to provide training sessions for my group.   There are new features that will be addressed in these presentations.   Additionally, the “Enron Performance Management Quick Reference Guide” which covers the process from start to finish will be sent directly to you via email.  Human Resources can also provide you with copies of the guide at your request. 

I am aware that some of you do not have computer access.  Human Resources have devised a manual process to facilitate your participation in this effort.  For those of you who are dial-up remote users, an email will be sent to you detailing log on instructions.  All other users should follow instructions outlined in an email directed to you for log on instructions. 

Please note the following calendar for year-end performance review activities.

Year-end Performance Review Process Public Affairs and Administration – October 25 – December 10, 1999
	Activity
	Date

	Systems Officially Opens for Feedback
	10/25/99

	Performance Management Training Sessions 
Contact Arquella Hargrove at ext. 36423 to sign-up for the training sessions.   
	10/26 (EB 1042):
9:00 – 12:30 and 3:00 – 4:30
10/29 (EB 552):
9:00 – 11:00 

	Deadline to complete employee feedback
	11/20/99

	PRC Meeting for Public Affairs and Administration
	12/10/99

	Supervisors/Managers meet with employees to discuss performance feedback
	TBD



It is critical that we all adhere to the schedule with regards to the rollout of the year-end Review process.  I look forward to your participation and support of this effort.  Please contact me directly or the HR Team, Gwen Petteway (713/853-7351), Gwendolyn Williams at (713/853-5324) or Arquella Hargrove at (713) 853-6423 for specific questions. 

cc:	Cindy Olson
	Gwen Petteway
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