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Aystin Compliance Services
Automated Underreporter (AUR)
Managerial Review Plan
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9/1/2008 ;
This plan applies to tax exammens, Jeads and clerks in AUR. These
suidelines ‘WIH be followed to en«:ure consistency for providing performance

feedback. |

On- the-mb Instruction ( QH} Penoai

. Employee Performance Fﬂes (EPF) should be documented with the
following: the subject of the training, the expected length of the
training and the expected date that the employee will be released
evaluative review.

¢ New hires and employees t that are cross trained will be provided with
0OJT assistance. Eo

* Theideﬂred ratio is 3 tramces per OJL
ThelOJI period 18 half the length of the training class. For example, if
a class is 40 hours in 1en@th the OJI period is 70 hours.

e Review will be performedlby the OJI coach or by a subject matter
expert (SME) as designated by the manager.

e Atthe end of the OJT pericd, the manager will provide the employee
an overall assessment of the employee’s performance.

e At the completion of the OH period, all subsequent reviews will be
e\m}Jud,Uve ;

P aper. i

. Durmg the OJI period, {IOO% review will be conducted.

e Amemplo yee will be released 10 evaluative review when they achieve
2 consecutive weeks of;9® or better.

e If 90% accuracy has not been achieved, the manager will develop a
plan for improved performance and 100% review will be performed
for 2 weeks.

o Ifattheend of the 2 weeks of 100% review, 90% accuracy has not
been reached, evaluative review sampling will begin and written
feedback provided to the employee.
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ThelOJT will monitor a Immmum of 10 calls per trainee to identify
training deficiencies and mher difficulties in order to take swift
con‘ecu Ve action. | :

If no 715/impact to taxpaycr errors are identified, the employee will
be rfﬂledsad to the manacrcr ifor certification,

The | manager will momtor ;for 3 congecutive chLC: with no errors in the
EQRS atmbutes pertaining to phones. These calls will be entered in
the Embedded Quality Remew (EQRS) as non-ﬂvalmmc calls.

If there are errors in these calls, the mangger will develop a plan for
improved performance. .

Evaluative Review will beam and written feedback will be provided

Lo the employee. , ?fz
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All evaluative review will be entered into EQRS.

Employees will receive a zﬁinimum of 5 reviews per month.

If fully trained (phones fmd ‘paper), review will consist of 3 paper and
2 phones. If not phone tram d, there will be 5 paper reviews,

All evaluative review mustibe shared by 2 man 1Ggar.

If aniemployee works specialized programs such as, bsm}:mptcy TAS,
etc, the type of review should be dependent upon the majority of work
performed, i

Clerical employees will rcccwe 2 BEQ reviews and 1 worklead review

per month

Q_UARTERLY REVIEWS

In additionito the monthly rev1ew5, managers will conduct quarterly reviews
of the following:

Age lists will be reviewed for timely and accurate actions

Workload and on-line reviews will be monitored for timely actions to
¢ases in suspense. :

Leads will have 2 Workload reviews. Their reviews wﬂl consist of
callbacks, casework, coaching, instructing, eic.
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