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GENERAL INSTRUCTIONS 
1. Rater must read official instructions on performance evaluation before completing form. 

2. Prepare In triplicate-original for Washington, copy for post, copy for employee. For foreign service personnel assigned to Washington, prepare in 

duplicate only. 

3. Evaluate the officer on the basis of the dHficulty of the duties he was required to perform; give due consideration to his personal rank, 

PART I _ DESCRIPTION OF MAJOR DUTIES 

List in descending order of importance the major duties of the rated officer's position. Amount of time spent is not necessarily an indication of t,he 

relative importance of duties performed. 

Item No • 

. 1. Pl.nning, directing, coordination o~ ... jor inter.gency tr.ining 
progr...· 
Student coun.eling with. di.,.r.te and soaeti ... di .. ~~ected .tudent 
1JOd:p" 
UalllOll "itb polley ot'Lioen, paI'Uc1paU.g ageaoie. aDCl ead UMr 
orgaauaUoa (COlDS VIBDfAM. 

". Outside npnHataUo.. on Viet ... issue •• 

Number and types of employees supervi sed: 

PART II. RATING AREAS 

Evaluate the officer's performance with respect to the fiVe areas listed below. For each area check (V) the one box representing the descriptive 
statement which most accurately applies to the rated officer. Read carefully the Considerations in each area before selecting the most descriptive 
statement. Note that one of the statements in each area, if checked, requires you to identify specific weaknesses by striking out all other words 
which do not describe a weakness of the rated officer. The spaces headed URater's Clarifying Comments, If Any," are intended to permit the rater 
to modify any element checked, if he feels the descriptive statement is not sufficiently precise. 

JOB PERFORMANCE 
EXCLUDING MAN­

AGEMENT 
RESPONSIBILITIES 

Consideration s: 

Has full knowledge of subject matter field; knows all aspects of job assignment; functions decisively, rapidly, 
accurately, with exceptional judgment at top productivity and is notably resourceful in meeting new or unusual 
problems. 

Has thorough knowledge of his job and superior background in his field of work. Solves problems accurately and 
produces ot a level which meets exacting requirements for speed and maturity in judgment and response to un­
expected situations. 

Fundamental knowledge and understanding of the job in hand are acceptable and meet reasonable requirements for 
Knowledge of field judgment, solutions of problems with sufficient production to keep program advancing, 

of work, job respon- Considering total complex of requirements inherent In the job and identifiable objectives, satisfies most or many 
sibllities, decisive- demands but is weak in knowledge of field of work, job objectives, decisiveness, judgment, accuracy, resourceful-

ness, pr~oductivity. (Cross out those which do not apply.) 

o 

o 
u 

ness, judgment, re- 0 
In many aspects of job performance, does not meet the demands for adequate performance. 

sourcefulness, accu-I-RC"~~~L;CROF~~CC"""'''~'-'''"OY------------------------------------------------------------~=="-­RATER'S CLARIFYING COMMENTS, IF ANY 
racy, productivity. 

.,. i 
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GENERAL MAN. 
AGEMENT SKILLS 

Plans and organizes exceptionally well; constantly and objectively evaluates and adjusts programs; gels the best fi] AND ABILITIES 
out of his subordinates, submits sound unbiased evaluations on time; effectively sponsors innovotions. 

Considerationsl Directs his functions very effectively and usually meets all requirem.ents of areas of manogement considerations D mentioned above in on exemplary manner. 

Competence in 
Skill and ability in all aspects of management are acceptable, meeting the needs of the situotion to the sotisfoction D of the rating officer. 

plonning, organ· 
Does no~ demonstrate equol skill in all facets of management. Although adequate in some respects, suffers some 

izing, supervising, weakness in planning, organizing, followGup, supervision, employee evaluation, program evaluation. (Cross out D 
evoluating both those which do not apply.) 

subardinotes and In most aspects of management operations, foils to meet general requirements for adequate perform once or operations, D 
programs. 

RATER'S CLARIFYING COMMENTS, IF ANV 

PERSONAL ATTRI_ 
BUTES AFFECTING 

PERFORMANCE Is completely flexible; can do or adjust to any change or ossignment; analyzes facts or situations expertly; occepts 

D responsibility enthusiostic::olly; promotes new approoches and gets them underway on time ond as requested; works 

Con sideration s: happily outside normal field of expertise, 

Is willing to try new suggestions and accept responsibility in new areas, Can be relied upon to use personal 

~ ingenuity to promote suggested changes based on own analysis of projected operations, Cooperates fully in 
Adoptability, ver_ applicotion of concepts which he may have opposed, 

satility, analytical Accepts changes and anticipates problems or prospects based on routine analysis of project; uses limited and some-O 

ability, initiative, what unenthusiastic initiative in such situations, but can be relied upon to follow directives honestly, 

acceptance of In the light of personal attributes affec::tirfg value to AID, possesses many of those desirable to successful pro-

D secution of AID's program, but is weak In -.;ersatl1ity, ability to anticipate, analytical ability, initiative, acceptance 
responsibi lity, of responsibility, dependability, positive job attitude, adaptability. (Cross out those which do not apply.) 

dependabi lity, In many or critically required personol attributes needed for more than adequate performance in the foreign service D attitude toward of AID, fails to meet Agency standards. 

iob, obi lity to 

anH cl pate, RATER'S CLARIFYING COMMENTS, IF ANY 

EFFECTIVENESS 
WITH PEOPLE 

Considerations: Operates actively and positively with a minimum of friction between himself ond other Americans, official or l¥J Ability to deol 
unofficial, and nan~Americ::ans of any nationality and status, to the positive advantage of the U,S. Government. 

effectively with Lives and works without serious personality problems between himself and other persons or groups, creating a D Americans; ability 
general impression favorable to the U.S. 

to establish and Has no particular impact on others by virtue of personality factors. Fits quietly into the American Community D maintain good re-
and local situations. 

lotions with all Relationships and impact on work or local situation although ordinarily adequate, fluctuate based on some weak-

0 non-Americans; 
ness in relations with Americans, with non~Americans, in representation, official or unofficial. (Cross out those 

ability to project 
which do not apply.) 

a good impression 
Personality traits are sufficiently negative to creote problems in either internal operations, external operations, D or be inimical to U.S. interests. 

of the U.S. pub-

licly, p.rivately, 

formally and RATER'S CLARIFVING COMMENTS, IF ANY 

informolly. 

COMMUNICATIONS 
Is completely articulate, skilled in writing, conveys technico\ advice clearly and persuasively to local nationals, 

Conslderatlons1 
and has no misunderstandings with local businessmen or officials by virtue of skillin communication, either D through interpreters or own knowledge of local language, and is clearly skilled in negotiations. Is equally skilled 
in dealing with fellow Americans. 

Can convey thoughts, concepts, and information or desired objectives cogently and with above overage success to 

~ Oral and written co-workers or 16"~a'r~otionals in virtually 0[1 situations and circumstances. Negotiating skill exceeds job require. 
ments. ')'" . 

communication, 

negotiation.s, Communicates satisfactorily in the jargon of his field to fellow Americans. Reaches local nationals through D 
technical advice, 

interpreters without major misunderstandings, though possessing little ability in local language. 

Although ability in communication seems to meet requirements, is weak in oral communication, written communi ca_ 
local business tlons, negotiations, conveying technical advice, conducting local business transactions, required facility in local D 
dealings, skill language. (Cross out those which do not apply.) 

in local language. Generol ability to convey ideas or requirements persuasively does not satisfy requirements for adequate performance D in context of Agency needs. 

RATER'S CLARIFVING COMMENTS. IF ANY 



Ill," ftapl., attachments to the BACK throvgh this cOI'ner • .. ,- PA.RT 111 _ NA.RRATIVE COMMENTS ON PERFORMANCE 

Give statement containing your responses to items A and B, using the headings shown below. As you respond to item B, observe carefully the In­

structions contained in agency guides to roting officers for selected occupations, where applicable. If more space is needed, use additional sheets; 

identify each sheet at the top by the nome of the officer roted, the nome Of initials of the rating officer, the mission, and the period covered by the 

report. 

A. ASSOCIATION WITH RATED OFFICER. Indicate how long you have known the officer and the noture of your ossociation. 

B. PERFORMANCE SUMMARY. Describe the depth, breadth, and quality of the officer's performance in relation to the duties listed in Part I, 

pointing up strengths and weaknesses. Discuss those factors in Part II which were particularly significant, and expeclally those rated high 

or low. Give concrete examples whenever posslLle. 

I .. ASSOCIAl'ION WI'lH RATJID OPJPICBa AJIID OIIDRAL JOB .SCRIPrlON. 1 ba". 
leaon Mr. OgdIIa WilUa ... ad 1Ia". beea Jal. l_ .. ht ... panl .. _1, 
81no • .Jul, 14, 1.6t .eD h. joiDed t_ ~aou1t, ~ the ,. •• lp _nic. 
la.t1t11t. (,.Sl). Mr. WUll .... a •• ned ~. tIlla oritioa1 job 
b.Clau. it .a oaaaldUed both by AID. t_ D .... __ t ot State, .Dd 
r",~."".'_"d tho ulque qua1U1oatl ••• 1Id ..... 1 ..... .. ~q 
out t_ t~.iIIill" •• 81oa ~oz CORDS. 

Aa Cool'dl .. to¥ o~ tbe V1.tna. fiataill" Centu (VIC) Mr. WUu. •• 41ll:oc" 
OD •• ~ tb. I aaju 41datoa. ot tho ,.st. .. ........ to ._D1notul 
Aaaoclat. ~"~U ot the I.ati t1It.. _0 1a t ... i. ~ .... 81b1e 41ll:eotlJ' '0 tb. Daputy UIacIoII: seo ... taq ot St.t. ~.II: A ..... t.U.d... na. pod.ttu 
ot CooII:41na.u 1. nDIr.ocl .t ,.so/a Cla .. 1 1.".1. 

na. iDCUllbeDt oooll:41nat ..... jo~ iIItu.guoy .~ •• tbat bt ....... . 
la.guage t~.iDiII" •• ¥_ a'udi ... ad .,..tioaal U.iDiII". .... ... oupa 
ot 30 to 60 atudeat a atal:t t¥.iDla" ovoq 6 wok.. so. talco • ,. ..... k 
00 ... , ot_l:. ~ .. la lD tll:.iDlDg ~u up to 49 woka. TIl"., ... 400 
atudeD .. II:'Plr.HDt1." .t loan 5 .genei.a .~. a ... led to be .all:011ocl 
duda" tb. 00Ult.. ~ • ,_11:. 
na. CooxcU.a.tOI: baa aupervi.OJ:, 1I: •• po.II.ibillt, ~OJ: tb. Opor.Uoa •• Dd 
Couat&'y Studi.a at~~ .1Id the Adldahtr.tivo Section, together tot.UlDg 
29 pel"oa.. It 1a 1l1P11r.tivo tbat the Operationa .nd COuntry studi •• 
portion ot tbe tll:.lDiag be r.1.".at to tbe ournat eoDeIi tion •• Dd pro­
cedU1' •• boldiag b Vi.tna., .ad it la tho Coudlaatu I. coDtr.1 ta." 
t •• aaur. tlla' the ata~~ aad vt..UlDg lectur.l: •• 00ur.to1, r~l .. t tbe 
OU1'II:.Dt 81t .. 1:1oa. tbia ¥tIquu.a ,hat tbe CoH41natol: DO' .al, be 
per .... ll' ~ •• U.II: .itb tho Vi.t ......... 1Id .... hiaa.lt CVlWltlJ' 
ia~onaocl, but th.t be koop clo ... tt'Dtioa to tho .~ .. cb ead ... toIIt 
o~ 'b. oouraa •• a tbey .... taugbt. 

LeDgIIa"a lDalruotioa .t YTC h tho l:aapoaub1llt, ot tha &cboo1 .~ 
LaDguage Studi •• , but tb. CoolI:diaatoll: .. a' .allUll:O till it ia lDteglr.ted 
.itb otbel: .apeata o~ YTC tniDiDg. .... that ." .. U ... b gi".. to tba 
opentia" ...... ot a>aDS pall:aouo1 1a ,be _ttal: ot language iaetll:UOt10 •• 

(see eOlltinuatioa &ho.t) 
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Q)NTINUA nON SHB&T . 
WIU-IAMS. O¢ea. JrSR-L-l 
May 26-DecsRber 31. 1969 

PART III. A. 

2 

An taponant ~unction fd the COOrdinator is tbe .. int_nee fd clos. 
and ~~ectiv. working relationships wUh th. agenci_ which supply 
the students to V'IC. To thi.s end be _st .stabUsh and sustain 
contacts with the senior fd~icers in tile cooperating agencies who 
are rsapcma1ble ~or personnel and training. 

B. PBRPORMANOi SUJ4lCARY. 1. Mr. Williams bas fully aeaaured up to IIY 
expsctatioas and the requi~ta fd this dsaand1ng jab. He has giv.n 
pos11iv. directioa to the Center. The prograll bas been under constant 
revi .. to keep 11 up to date with changes in ope_ions and COIIdiUoas 
iD Vietnam. He has sbOWD ~lexibUity and ntapcmaiv.ns .. s to changing 
needs by developing special track programs ~or province senior advisors 
alld fd:ficers asa1gned to district operaUoas. 

The :faculty is fd course the key to any succesat'ul training program. 
111:. Williams bas brCNght in good talent and has .. intained a spirit 
fd entbusiasll within the faculty for the job. He bas also negoUated 
fr.e sta~f assistance frOll the miU tary and integrated thaa into the 
faculty. 

en tical to the succe_ o~ the Center bas been the coordinaUon and 
integration bet ..... the language and operations divisions. 11l1a has 
been aub_D1:1ally illpzoved under Mr. Wi1l1a .. ' leaderablp. Mr. Willialls 
has daonstrated that he i. capable and willing to elCIIrci_ authority 
whea necsaaary and at the _lIS ti_ delegate rS8pGDa1bili ty to the key 
_lIIbsrs fd hia .ta~~. lbe Center conUnued to run SIIOOthly during an 
extended trip he .. de to Vietnall. 

When advised of budget restrictions and the necessity of reducing coats. 
he proeeeded directly to tria expen .. s but at the sa_ U_ to defend 
those elellla1ts fd the program and their costs that are vital to tbe 
prograll. He i. fully aware fd and accepts responsibility for _n­
agetMtnt fd fiscal resources. 

2. Student Counseling. UncIer Mr. Willialls' direction the Center bas 
provided an active stilllUla ting environ_nt for learning and under 
circuastances which are not entirely c:onducive to high motivation. 
Many of the students are not volunteers for service in Vietnam. and 



WILLIAMS. Opn. P'SR-L-l 
May 26-Decemer 31, 1969 

3. 

.0_ ot thea openly expre •• their displ .. sure witb tnlCh .n •• si9ll­
_nt. There .re .lso probl ... between the llilit.ry (_ny of thell 
veter.n. ot Vietna.) .ad civili.n .tudents. (Many o:f the. :frellh 
tro. a univerd ty caapus.) Facul ty .tudent rela tiona have been 
developed on an open cooper.tion lads under Mr. Willi.... Dds bas 
been accoapli.hed tbrough personal contact with .tudents. Mr. 
Willia •• went through tbe tull cour .. bi_eU a. a student before 
taking up biB duties a. a Coordin.tor. He can tbere£ore talk witb 
the students fre. having shared a clla l1li1 tneperience. He baa .lso 
_iBt.ined a student cO\ll1Cil of represent.tive. :fro. each clas •• 
these procedures and bls eMIl attitude bave served to defuze _ny 
potential probl_. and 'to iaprove .orale. He was. for 8Xa!lple. 
instrumental in _intaining an equilibrium during the attical 
period of tbe Moratorium _rcb on W.shington. 

3. Liaison Function. Since VTC is .n inter.gency progr •• tunded by 
AID. relation. witb client .gencies (AID. State. USIA. CIA, DoD • 
• nd CORDS in Vietn •• ) .re exceedingly import.nt. He has handled 
these _tters etfectively .nd has shown negotiating skill .nd good 
judg_nt. 

4. Out.ide Repre.entation. Mr. Willia_ bas been invited on trequent 
occa.ion. to repreunt AID .nd tbe Departaent in explaining the 
Vietna .. situation to both inside govem_nt groups .nd to outside 
audience.. He has b_n p.rticularly e:ftective in this field. I 
have person.lly received. numer of very laudatory c~nt. on bia 
perfor_nce. I •• attaching a letter that is illustrative of the 
r .. ction we get to his perfor_nee in this field. 

In su .... ry. I would like to reiterate my feeling that Mr. Willia •• 
has de .. on.trated strong le.dership qualities. He has definite con­
victions and detenels the. well. I know that this is not the first 
program direction position he has held and would eati_ te that his 
record would show conclusively tha t he cou.ld handle • variety ot jobs 
at the .i.sion director level. I have "dddMr. Willi •• s that I would 
like for hi. to .tay on in the present job for • second year if this 
fits his future career interest •• 

Howard E. SOllenberger 
Rating Officer 


