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SAMPLE ADMINISTRATIVE FORM

ASSOCIATE EVALUATION MEMORANDUM

TO:		All Partners 

FROM:		Chairman	
		Attorney Evaluation Committee

[bookmark: _GoBack]DATE:

SUBJECT:		Associate Evaluations

Attached are Associate Evaluation Reports for associates as of [date].  For our administrative convenience, we have subdivided the reports by department, in alphabetical order.   Please return the completed reports in the same order.  Consider each evaluation category separately for each individual. In making your evaluation, be careful not to rate the same individual “Excellent” in every category or “Unsatisfactory” in every category based solely on your “overall picture” of the person.  Each person has strong points and weak points and these should be considered separately.

While you need not evaluate associates with whom you have had slight or no contact, you should complete the partnership recommendation section for all associates. If you select the “Terminate” category, you must state your reasons.

Please make concise positive and negative comments wherever possible. Make sure your comments are based on your personal experiences with the associates rather than rumor or hearsay.  These comments will enable the Attorney Evaluation and Management Committees to fully evaluate associates for partnership potential.  It will also permit the Committees to provide positive reinforcement for good work performance and to emphasize constructive solutions to identified problems at the annual review with each associate.  Some of the matters you may wish to comment on are:

1.	Special strengths
2.	Particular weaknesses
3.	Noteworthy experiences with associate
4.	Suggestions on performance improvement
5.	Amplify ratings where appropriate (e.g., explain why a good rating instead of an excellent was given or why unqualified was given)
6.	Stability (ability to withstand pressure and remain calm in crisis situation)
7.	Work habits (e.g., is organized, is a clock watcher or is not punctual)
8.	Personal appearance
9.	Personality problems
10.	Leadership qualities
11. 	Integrity
12. 	Loyalty to firm (devoted to firm’s interests)
13. 	Ability to secure business
14. 	Reasons for partnership recommendation

Please hand deliver the forms to me in a CONFIDENTIAL envelope when they are completed.  All forms should be returned no later than (date).
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