
BC Rep prepares & 
sends to mgr, empl 
& evaluators bubble 
form; tracks status 

of review

Supervisor 
completes the 
bubble form

Evaluator 
completes the 
bubble form

Employee 
completes the 
bubble form

BC Rep checks 
pending 

spreadsheet; 
notifies mgr. & 
employee that 
review is due

Performance Review Process (CAPE) (As Is)
                     

BC Rep sends 
bubble forms to 

HR; tracks 
status of review

Supv  writes 
Performance Review 
Report, meets with 

employee to conduct 
review, signs, gives 

to BC Rep

BC Rep tracks 
status of review, 
ready to perform 

personnel 
authorization

Annual 
Review

BC Rep

Supv

Mgr/Supv. tells BC 
Rep who the proper 

evaluators are

Sr Hr Process Specialist 
enters bubble sheets 

into CAPE; prints report; 
tracks status of CAPE 
report, sends report 

back to BC Rep

BC Rep sends 
CAPE report to 

mgr; tracks 
status of review

Evaluator

Sr HR Proc 
Spec.

Employee

Average Value Added Time: 4.28 hours
Average Cost : $210
Average Cycle Time: 12.5 days

12/13/02

Employee
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Sr HR Proc 
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