Sample #11 

__________________ Association of REALTORS®
To:

(Insert each person who is to complete an evaluation form)

From:

Chair __________________ of Chief Executive Officer Review Committee 

Date:

______________________, 20_______

Subject:

Chief Executive Officer Evaluation Request

On behalf of the Review Committee, we are requesting your prompt attention to the enclosed Chief Executive Officer (CEO) Evaluation Form. As an Officer or Member of the Board of Directors, it is important that you submit to our Committee your completed evaluation of the job performance of ___________________ especially in areas where you have had an opportunity to interact with her/him. You will receive only one survey, even if your roles are in multi-categories. Please be assured that any and all information will be held in strictest of confidence by this Committee.

It is most important that the Review Committee have candid input in order to compile a strong summary of strengths or weaknesses in the job performance of the CEO. Your written words will help guide us. Please do not answer the questions that are out of your realm of interaction with the CEO. This is constructive and productive in so many ways.

Additionally, this year I have asked the CEO to enclose a self-evaluation form for your review as you complete your survey form. The process of evaluating our CEO helps the association, the leadership, and _____________________ to make our organization stronger.

Forward your written response to the office in the enclosed envelope that is marked personal and confidential. The Review Committee will be scheduling a meeting as soon as all surveys are returned. At that time, the abovementioned members of the Review Committee will open all responses and begin the evaluation process. Therefore, it is essential to have your responses mailed before _____________________, 20________.

The Committee thanks you for your needed cooperation in advance.

POSTION OBJECTIVES: The Position Objectives are those actions and activities required of the CEO in order to maintain a fiscally sound, well-managed organization. The CEO must obtain a satisfactory performance evaluation rating on these Position Objectives.

Exceptional:

Outstanding, exemplary performance in all areas.

Exceeds Expectations:
Performance has exceeded expectations. New and innovative programs have been introduced to achieve objectives and/or current operations and services have improved.

Meets Expectations:
Job requirements are being met.
Below Expectations:
Performance at times does not meet expectations. Improvement in some areas is required.
Unacceptable:

Performance fails to meet most expectations and is unacceptable.
· Please respond in any areas that you have interacted with the CEO over the past year.

· Your narrative comments are invited and will be most helpful in evaluating the CEO’s performance; however, the performance rating in each area is critical according to the above position objectives.

· Information is confidential.

In the event that you have not had any interaction in any of the following categories, please skip to next question.

Financial and Asset Management: Demonstrate sound financial management and accountability. Effectively allocate resources and control costs. Develop the Association's annual budget in concert with the Finance Committee. Upon Board of Directors' approval, operate the Association within the adopted budget. Safeguard all funds, physical assets, and other Association property.
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Additional Services and Revenue Sources: Seek to develop additional revenue sources for the Association in order to maintain its financial health. Investigate and recommend additional services that increase revenues or lower costs for the Association. Explore the possibility of adding new/additional membership categories, consistent with NAR policy. Develop a plan for attracting and servicing new membership sectors, or other real-estate-related revenue sources, such as homeowners or other real-estate-related groups, including a cost/benefit analysis.
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Development, Organization, and Utilization of Staff: Recruit, select, hire, train, and motivate the Association’s professional staff, including responsibility for all staff promotions, terminations, or other employment actions in accordance with its equal opportunity policy, on a legitimate, non-discriminatory basis in compliance with all applicable laws. Develop specific policies, procedures, and organizational structure for the day-to-day administration of the Association office. Ensure that appropriate limitations of staff authority are defined and understood with respect to policy, commitment, expenditures, and actions affecting personnel.

Define and assign staff duties, establish performance standards, conduct performance reviews, and set salaries within the budget guidelines. Create revised job descriptions, performance evaluation forms, and measurable performance standards for each staff position. Ensure that formal performance evaluations are conducted for each staff position annually. Review and possibly revise staff compensation and benefits packages based on current industry research.
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Member Data/Input and Strategic Planning: Consider working with an outside consultant to ensure that appropriate research such as surveys, focus groups, meetings with member firms, other members, and outside constituencies is conducted and utilized in the development of an effective Annual Business Plan for the Association. Conduct research and related projects on subjects deemed of importance to the membership and prepare and publish the results. 

Implement policies and procedures which result in effective planning at all levels for Association programs and services and ensure that leadership and staff are aware of and support the major goals and initiatives of the Association. Prioritize goals in the Annual Business Plan and ensure they are delegated to staff or volunteer groups through written operational plans. Track the progress of each goal to ensure they are implemented within the timetable prescribed in the Annual Business Plan. 

	Member Data/Input and Strategic Planning
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Legal Integrity/Risk Management: Successfully manage the Association’s programs, products, and activities such that any legal liability resulting from Association activities is minimized to the maximum extent possible. Insure that the Association’s policy and procedures manuals, bylaws, and other operating policies conform to laws, rules, and regulations and are kept up to date and shared with/understood by all new and existing staff and leadership members. Have appropriate contracts, documents, and press releases reviewed by outside counsel. Remain attuned to potentially litigious situations and consult with outside counsel as needed.

Continue to develop programs aimed at reducing member firms’ legal liability and other legal/risk reduction programming. Develop a sufficient number of programs and informational pieces during the year which directly reach the majority of member firms.

	Legal Integrity/Risk Management
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Government Affairs: Oversee the activities of the Public Affairs Director including the Association’s legislative, regulatory, and member education activities. Review and approve public policy initiatives that favorably impact the business climate for REALTORS®. Oversee RPAC fundraising efforts that allow the Association to meet its lobbying and political action goals. Monitor contacts with key local elected and government officials to advance the interests of REALTORS®. Oversee liaisons with Government Affairs Divisions of ______________________ (state association) and NAR.
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Fulfillment of Management Agreement with _________________ association(s): Provide effective management and other services to ___________________________ in accordance with the Management Agreement between Association and _________________________________________.

	Fulfillment of Management Agreement(s)
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Leadership Communication: Ensure that the Board of Directors and the Executive Committee are kept fully informed on the conditions and operations of Association and on all important factors and issues. Attend or assign staff to attend pertinent committee and director meetings as necessary to apprise leadership of current issues, trends, and events. Attend State, National Association REALTOR® meetings and other meetings as directed by the Board of Directors and submit a written report to leadership and staff regarding major state and NAR issues, decisions, and discussions.
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Outreach/Communication to Firms and Members: Conduct an ongoing communication effort with members and firm principals to discuss their business needs and the programs/products offered by _________________ and the ________________________. The CEO will personally meet with/visit offices of any selected Association members, solicit their feedback regarding Association matters, and recommend solutions for improving customer service.
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Community Involvement: Become active in the community to further the interests of the REALTOR® and the Association. Become an active member in community interest organizations. Establish alliances, coalitions, and joint ventures with other organizations that are beneficial to the REALTOR® Association. Develop and manage programs directed toward specific outside groups and promote positive image campaigns.

	Community Involvement
	(
	(
	(
	(
	(

	
	Exceptional
	Exceeds Expectations
	Meets Expectations
	Below Expectations
	Unacceptable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Summary of Overall Performance: Please give us your thoughts on the CEO’s overall performance.
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Enhanced Capabilities/Additional Knowledge and Skills: Please give us your input and insight on how you feel our CEO functions can enhance his/her effectiveness. Also, what knowledge, skills or abilities should the CEO have in order to move to the next level?

	Enhanced Capabilities/Additional Knowledge and Skills

	

	

	

	

	

	

	

	

	

	


Please return your completed form to: _______________________________________________________________________________

THANK YOU FOR YOUR PARTICIPATION 

