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Fiscal Year 2026 Performance Plan Evaluation – short form

Instructions:  This form may be used in lieu of the Performance Plan and Evaluation (long-form) for the following employee. Provide justification regarding the employee’s performance below. Employees are encouraged to utilize the NMJB Employee Communication Form. 
	Judicial Entity:
	Fiscal Year: FY2026

	Employee:
	Employee ID:
Title:

	Supervisor: 
	Title:

	Reviewer:
	Title:

	Evaluation Type: (please check one) 

 FORMCHECKBOX 
 Focal Point      FORMCHECKBOX 
 Interim      FORMCHECKBOX 
 End of Probation  
	Evaluation Rating: (please check one) 
 FORMCHECKBOX 
Exemplary  

 FORMCHECKBOX 
Surpasses
 FORMCHECKBOX 
Meets Requirements  

 FORMCHECKBOX 
Below Meets Requirements [NOTE: Any evaluation rated below a “Meets Requirements” requires additional justification or completion of the traditional evaluation form.)

	Date of Evaluation: 
	


	[Justification of the employee’s overall performance during the past evaluation cycle. Please note significant accomplishments and success towards meeting work related goals and objectives.] 


	Signatures – FINAL PERFORMANCE EVALUATION

	The employee signature does not indicate complete agreement with the performance evaluation, rather it indicates receipt and understanding of the evaluation rating. 

	Employee’s Signature:
	Date:

	Supervisor’s Signature:
	Date:

	Reviewer’s Signature:
	Date:


	HR REVIEW 

	RECEIVED BY:

(Please print)
	DATE RECEIVED:

	RATING ENTERED INTO SHARE: 
	DATE ENTERED INTO SHARE: 

	


*********************************************************
New Mexico Judicial Branch 

Fiscal Year 2027 Performance Plan 

Instructions:  This form may be used in lieu of the Performance Plan (long-form) for the following employee. Provide 3 – 5 detailed job tasks to include the results expected, job effectiveness, organizational success and competencies. Please ensure all job tasks are SMART (Specific, Measurable, Attainable, Relevant & Time Framed).
	Judicial Entity:
	Fiscal Year: FY2027

	Employee:
	Employee ID:
Title:

	Supervisor: 
	Title:

	Reviewer:
	Title:

	Date of Plan:
	


	[List out each detailed job task, work assignments, objectives, priorities, results expected, and job effectiveness.] 
Example:
Task#1: ACCOUNTS PAYABLE: Reviews accounting documents, invoices, and other financial records for accuracy. Process DFA payment vouchers using appropriate policies, procedures, and techniques. Prepare payment vouchers by obtaining information from invoices/bills and purchase orders. Maintain accounts payable VCL & Yearly invoices sheet and warrant log. Log, electronic file, and distribute warrants when received. Prepare warrant cancellations as needed. Process travel reimbursements. Prepare an itemized schedule of Travel following established policies and procedures. Prepare a log of all travel advances and ensure that they are paid at 100% by the year end. Practice confidentiality at all times. Serves as the Point of Contact for the DFA Vendor File. Provide excellent service to both internal and external customers. You will prepare vouchers within two days (24 -48 hours) from receipt of invoices for payment. Travel shall be processed within two (2) days from receipt of travel reimbursement paperwork. Any travel issues/questions shall be resolved within 24 hours. Warrants are to be copied and distributed within one (1) business day from receipt. Warrant cancellations are to be completed within two (2) business days of notice of need for cancellation. Exceptions must be documented. All reimbursement checks or any checks disbursed from the Finance department should be delivered in a sealed envelope to maintain confidentiality and reduce exposure to others. Unmatched workbench PVs, follow up with vendors to ensure accurate cost for services and goods, request vendor invoices/bills, and file vouchers electronically in order to be in compliance with audit rules. Become familiar with and reference all the DFA training material provided for the SHARE system to understand and be able to facilitate daily workflow.


	Signatures – FY 2027 PERFORMANCE PLAN

	The employee signature does not indicate complete agreement with the performance plan. It indicates receipt and understanding of the assigned work assignments, goals, and objectives, job competencies, and qualities. 

	Employee’s Signature:
	Date:

	Supervisor’s Signature:
	Date:

	Reviewer’s Signature:
	Date:


	HR REVIEW 

	RECEIVED BY:

(Please print)
	DATE RECEIVED:
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