
Step 1: 

Employee 
receives notice 

to complete EDQ 
(approx. 60 days 

before review 
due date)

Step 2: 

Once EDQ is 
completed, 

direct supervisor 
is notified (also 
known as the 

Rater of Record)

Step 3: 

Director 
Supervisor (also 
known as Rater 

of Record) 
receives notice  

from NEOGOV to 
begin rating of 

employee 

Step 4: 

After Rater of 
Record 

completes the 
review, it goes to 

next level for 
approval, all the 

way up to the 
Department 

Director

Step 5: 

Review goes 
back to the Rater 
of Record for last 
approval.  When 

last approval 
signs (Rater of 
Record), it is 
released to 
employee*

Step 6: 

Employee signs 
and 

acknowledges 
review by signing 

into their own 
account at 

neogov.com 

Annual Performance Evaluation 

Process

* Once the Rater of Record approves the review, it is released to the employee to

sign. The employee can also read/review when logged into their own account.

Supervisors/Managers should decide if they want to release the performance
review before/after having the formal performance review conversation with the

employee.


