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SAMPLE ADMINISTRATIVE FORM

ASSOCIATE EVALUATION

Amount	%
									Increase (Date): __________________
										 (Date): __________________
	 									 (Date): __________________

Evaluation of: _________________________ 				Date of Employment: ______________________

Present Salary: ________________________				Evaluators: _________________________________


1.	Excellent
2.	Good
CODE FOR RESPONSE: 		3. 	Adequate	
4.	Fair
5.	Poor


PROFITABILITY - complies with established financial standards:


COMMENTS					CODE

a)	Hours billed	_____________________________________________ 				__________
__________________________________________________________________________

b)	$ value billed	_____________________________________________				__________
__________________________________________________________________________

c)	Fee bill allocation	___________________________________				__________
__________________________________________________________________________

d)	Effective rate	_____________________________________________				__________
__________________________________________________________________________

e)	% realization	_____________________________________________				__________
__________________________________________________________________________

f)	Timely time sheets __________________________________________				__________
__________________________________________________________________________

g)	Timely billings	_____________________________________________				__________
__________________________________________________________________________

h)	Credits		_____________________________________________				__________
__________________________________________________________________________


COMMENTS						CODE
i)	Accounts
 Receivable control	 ____________________________________________ 				__________
_________________________________________________________________________

Overall			____________________________________________				__________
_________________________________________________________________________

Comments		____________________________________________				__________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

DEPENDABILITY - fulfills responsibilities, can be counted on.				________

EFFICIENCY - is accurate, neat, thorough, economical of time and energy.			________

INITIATIVE - is a self-starter, is creative, and able to provide fresh ideas and
approaches.										________

[bookmark: QuickMark]ATTITUDE TOWARD WORK - is pleasant, interested, enthusiastic, willing;
loyal and devoted to firm=s interests.							________

RELATIONS WITH PUBLIC - generation and/or effective maintenance of 
relationships, including level of effort and activities.					_______

COOPERATION - is reasonable, tactful, works well with others.				________

RESPONSE FROM CLIENTS - willingness to work with and respect for 
this associate.										_______

JUDGEMENT - uses common sense; is practical; knows values and priorities.			________

ECONOMIC, JUDGMENT - is conscious of constraints upon fees which can
reasonably be billed against particular matters 
and limits upon hours which can reasonably 
be expended.										_______

QUALITY ASSURANCE - work produced in compliance with quality 
assurance standards.									________

QUALITY OF WORK - thorough, complete response to problem-with under-
standing of its scope.									________

EDUCABILITY - follows instructions; learns quickly, is eager for 
improvement.										_______

WRITTEN COMMUNICATION - ability to express thoughts clearly and 
precisely in writing.									________

ORAL COMMUNICATION - ability to orally express thoughts clearly and
precisely.										________

PROFESSIONALISM - demonstrates a high degree of professional ethics 
and conduct.										________

SHAREHOLDER POTENTIAL - has the potential abilities and attitudes
which would make him/her a desired 
[bookmark: _GoBack]member of the firm.									________
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