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Department of Revenue
Auditor
ACE
ACCOUNTABILITY & COMPETENCY EVALUATION








	Employee Name
	[bookmark: _GoBack]     
	ID
	     
	Hire Date   /  /   Evaluation Date   /  /  

	
	
	
	
	

	Supervisor Name
	     
	ID
	     
	|_| 3 Month  |_| 5 Month  |_| Coaching/Annual  




	I. ACCOUNTABILITIES

	For each accountability, review performance expectations in the Performance Standards Guide. Then evaluate all work performed throughout the evaluation period and select an overall rating. 

	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1 
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Audit Preparation – Researches and compiles documentation for the preparation of audits.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Researches and seeks new business leads to determine audit candidates based upon the information gathered.
b) Documents data from business leads that indicates the need to conduct audits. 
c) Selects, plans, and schedules audits appropriate to experience level. 
d) Creates audit plans.
e) Contacts businesses to discuss the audit plans, locations, dates, and times of the audits.
f) Submits business leads.
g) Coordinates the help needed for the completion of the audits and makes necessary travel arrangements.

	Comments (indicate examples of performance to support the rating):  
     


	2. Conducting Audits – Conducts business or corporation audits, both in and out-of-state, to ensure proper tax compliance.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Determines appropriate method to conduct audits. 
b) Reviews the records from selected businesses. 
c) Conducts open conferences with the audit contacts to explain audit procedures, obtain information, and review the list of available records for examination.
d) Applies standard audit procedures for each audit, including:
i. Verification of the information submitted. 
ii. Documentation of tax issues and areas of concern.
e) Addresses new areas of taxation that pertain to the audit.  
f) Determines the accuracy of the taxpayers’ records, internal controls, accounting, and software systems.
g) Maintains appropriate mix of field and office audit hours.

	Comments (indicate examples of performance to support the rating):  
     


	3. Presenting Findings – Presents the taxpayer with audit findings, prepares paperwork, and provides any additional correspondence that is needed.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Prepares and submits all work papers, audit reports, lists of findings, and audit files. 
b) Provides regular updates to audit contacts during audits.
c) Conducts closing conferences with the audit contacts to present listings of possible errors found during the audits, including:
i. Presenting taxpayers with initial findings.
ii. Determining if there may be other records available to show compliance and/or to explain underpayments or overpayments.
iii. Discussing the taxpayers’ required actions.
d) Prepares and mails the Certificates of Assessments and follow-up letters to the taxpayers.
e) Educates audit contacts on tax liabilities based on the laws and regulations.
f) Educates taxpayers on any changes made to applicable laws and regulations. 
g) Appears in courts for testimonies when applicable.

	Comments (indicate examples of performance to support the rating):  
     


	4. Serving as Lead – Serves as lead auditor on the majority/many of the moderately complex to the complex audits that are completed.       
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Shows new auditors how to set up audits, how to choose audit samples, and what business records should be requested in order to complete the audits.
b) Assigns tasks and portions of audits to assisting auditors.
c) Reviews and provides feedback on other auditors’ completed audits, audit issues, and audit work.
d) Provides technical interpretations and advises other auditors. 
e) Provides information to supervisors on the work performance of new auditors. 
f) Works with other auditors.

	Comments (indicate examples of performance to support the rating):  
     


	5. Training Staff – Trains new auditors to help them gain the necessary knowledge of laws, regulations, and procedures.  
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Trains and leads new auditors on various aspects of auditing procedures, including professionalism, when working with businesses and audit contacts. 
b) Provides support to other auditors on difficult tasks or special projects.   
c) Assists new auditors on the various computer programs used.
d) Coaches and mentors other auditors.  
e) Leads or attends training workshops on software, new auditing techniques, and on new technologies as they become available.
f) Uses and maintains knowledge in auditing procedures, sampling methods, the use of electronic data, and as a technical expert in a specific area.    
g) Reviews court decisions and pamphlets to maintain knowledge on how they will apply to current and future audits.

	Comments (indicate examples of performance to support the ratings):  
     


	6. 
Professional Development – Learns and keeps up-to-date on concepts of auditing and laws, regulations, and procedures.        
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Builds and understands concepts on audit procedures, sampling methods, and the use of electronic data. 
b) Gains an understanding of auditing techniques as the assisting auditor.
c) Learns laws, regulations, and procedures used to improve job performance.
d) Attends and participates in training conferences and seminars to strengthen skills in various program applications.
e) Seeks advice from senior auditors and supervisors.

	Comments (indicate examples of performance to support the rating):  
     


	7. Auditor Productivity and Management of Audit Inventory – Selects, maintains, and completes an appropriate mix and number of audits. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Selects a mix of audits appropriate to the Auditor Band Level.
b) Maintains an appropriate number of audits in inventory.
c) Maintains 8-15 distinct audits in progress.
d) Manages audit inventory to ensure all quality audits are set up within an appropriate time period.
e) Completes a majority of audits within 180 days with an acceptable number of audit hours.
f) Consistently completes no less than 12 quality distinct audits each year.

	Comments (indicate examples of performance to support the rating):  
     


	8. Special Projects – Provides assistance and performs other work as assigned.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) 

	Comments (indicate examples of performance to support the rating):  
     


	9. Other:      
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) 

	Comments (indicate examples of performance to support the rating):  
     







	II. COMPETENCIES

	For each competency, evaluate all related behaviors performed throughout the evaluation period and select an overall rating. Refer to the Performance Standards Guide to select the most appropriate rating. 


	Rating Scale: 
	
	Unsatisfactory Performance
	Successful Performance 1
	Successful Performance 2
	Successful Performance 3
	Exceptional Performance

	U
	Unsatisfactory Performance
	Consistently failed to meet expectations; significant improvement is needed. 
	
	
	
	
	

	S1
	Successful Performance 1 
	Did not consistently meet some expectations; further development is needed.
	
	
	
	
	

	S2
	Successful Performance 2
	Consistently met all expectations; solid contributor. 
	
	
	
	
	

	S3
	Successful Performance 3 
	Consistently met all expectations and occasionally exceeded expectations.
	
	
	
	
	

	E
	Exceptional Performance
	Frequently exceeded expectations and served as a role model to others; exceptional contributor. 
	
	
	
	
	

	
	
	
	U
	S1
	S2
	S3
	E

	1. Professionalism – Is truthful and dependable, accepts responsibility for actions, maintains confidentiality, acts respectfully towards others, and demonstrates commitment to the organization.

	a) Integrity – Is truthful, treats others fairly, and firmly adheres to ethical principles. 
	|_|
	|_|
	|_|
	|_|
	|_|

	b) Responsibility – Accepts responsibility for own actions and for achieving expected results.
	|_|
	|_|
	|_|
	|_|
	|_|

	c) Attendance – Is punctual and maintains a responsible work record of attendance.
	|_|
	|_|
	|_|
	|_|
	|_|

	d) Dependability – Follows through on duties and commitments, and completes work on time.
	|_|
	|_|
	|_|
	|_|
	|_|

	e) Confidentiality – Protects confidential information and maintains professional boundaries.
	|_|
	|_|
	|_|
	|_|
	|_|

	f) Commitment – Demonstrates commitment to the organization and the profession.
	|_|
	|_|
	|_|
	|_|
	|_|

	g) Respect – Respects, cooperates, and communicates openly with coworkers; follows supervisor’s requests; and complies with policies and procedures.
	|_|
	|_|
	|_|
	|_|
	|_|

	Overall Rating for Professionalism Competency 
	|_|
	|_|
	|_|
	|_|
	|_|

	Comments (indicate examples of behaviors to support the rating):  
     


	2. Assertiveness – Demonstrates self-confidence and takes bold action when needed.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Demonstrates self-confidence – Demonstrates confidence in own ability and judgment.
b) Asserts self – Confronts issues directly and shares viewpoints openly with others.
c) Works independently – Completes duties without being overly reliant upon others for direction or support.     

	Comments (indicate examples of behaviors to support the rating):  
     


	3. Attention To Detail – Attends to all details of assignments and completes work properly, accurately, and thoroughly. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Attentive to policies and instructions – Ensures complete understanding of applicable laws, policies, procedures, and instructions. 
b) Ensures accuracy – Completes tasks without error or within an acceptable error rate.
c) Is thorough – Considers all aspects of assignments and reviews work to ensure it is thorough and complete. 

	Comments (indicate examples of behaviors to support the rating):  
     


	4. 
Continuous Learning (Expertise) – Develops expertise by actively identifying development needs, taking advantage of development opportunities, and applying newly learned knowledge and skills on the job.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Identifies development needs – Actively requests feedback to increase awareness of development needs.   
b) Develops self – Identifies and actively participates in development activities to maximize learning and stay current in own job field.
c) Applies knowledge and skills – Puts newly learned knowledge and skills to practical use on the job.  

	Comments (indicate examples of behaviors to support the rating):  
     


	5. Decisiveness – Exercises sound judgment when making decisions and takes prompt, decisive action. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Evaluates alternatives – Considers the impact and implications of various alternatives before reaching a final decision.
b) Makes timely decisions – Confidently makes timely decisions in ambiguous situations. 
c) Demonstrates commitment to decisions – Displays little to no hesitation when acting on decisions made, holds firmly to them, and accepts responsibility for outcomes.

	Comments (indicate examples of behaviors to support the rating):  
     


	6. Initiative – Displays a high level of effort and commitment towards completing assignments and goals. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Works diligently – Maintains a consistent, high level of productivity.
b) Perseveres – Persists when facing unexpected obstacles or setbacks.                                             
c) Initiates work – Independently identifies what needs to be done and does it. 
d) Makes improvements – Proactively identifies areas to improve and recommends changes.  
e) Achieves goals – Exerts a high level of effort and commitment towards achieving goals. 

	Comments (indicate examples of behaviors to support the rating):  
     


	7. Organizational Awareness – Understands the culture, issues, constraints, and power relationships within an organization and uses this knowledge to get things done quickly and effectively.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Maintains internal awareness – Understands the organization’s history, ongoing issues, and unspoken constraints and takes them into account before taking action. 
b) Understands relationships – Recognizes the organization’s power relationships and alliances/rivalries, and effectively uses that knowledge to get things done. 
c) Maintains external awareness – Maintains awareness of external issues and events and their potential impact on the organization.

	Comments (indicate examples of behaviors to support the rating):  
     


	8. Planning and Organization – Sets priorities, schedules activities, acquires resources, and monitors progress to ensure the successful completion of projects and assignments.
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Prioritizes work – Identifies more/less critical activities and assignments and establishes and adjusts priorities. 
b) Identifies tasks and resources – Determines project/assignment requirements by breaking them down into tasks and identifying the types of resources and people needed.   
c) Manages schedules and timelines – Allocates appropriate amounts of time for completing work; develops timelines and establishes milestones.
d) Leverages resources – Takes advantage of available resources (individuals, processes, agencies, and tools) to complete work efficiently; coordinates with internal and external individuals or groups.
e) Stays focused – Uses time effectively and prevents irrelevant issues or distractions from interfering with work completion.

	Comments (indicate examples of behaviors to support the rating):  
     





	9. Relationship Building – Works to build and maintain friendly relationships with people who can, or might someday be able to, provide information, assistance, or support. 
	NA |_|
	|_|
	|_|
	|_|
	|_|
	|_|

	a) Identifies needs – Identifies the need for relationships, both in and outside the organization, that may be beneficial now or in the future. 
b) Initiates relationships – Proactively works at building or maintaining mutually beneficial relationships with others. 
c) Utilizes relationships – Uses relationships to share and gather information, seek input into problems, and identify opportunities. 

	Comments (indicate examples of behaviors to support the rating):  
     





	III. 
DEVELOPMENT

	Select at least one behavior (from Competencies) or one performance expectation (from Accountabilities) to develop. List the identified area(s) of development and specific action(s) in the left column. Use the right column to document the progress made during follow up coaching and evaluation sessions. During each subsequent session, continue to identify areas for development and progress made. Note the date after each entry. 

	Development Opportunity:   
	Evaluation of Progress:   

	     
	     

	IV. COMMENTS

	Additional Supervisor Comments:

	     

	Employee Comments:

	     

	Were other performance issues discussed this evaluation period?
|_| Yes – Indicate if other documentation exists:       
|_| No

	|_| Employee Input Form discussed and attached

	V. SIGNATURES

	Supervisors and employees are required to sign this form. Signatures indicate that the supervisor and employee have discussed performance and the comments written on this document. Signatures do not necessarily indicate agreement.

			Next-level Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Supervisor’s Signature:
	     
	Date:   /  /  

	
	
	

	Employee’s Signature:
	     
	Date:   /  /  
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