
COER Preparation 101


COER 
The Commissioned Officers’ Effectiveness Report (COER) is the uniform appraisal form used for documenting the performance of an officer’s assignments, duties and proficiencies. The information provided in this report reflects the evaluation of the officer’s performance only during the current period 
**Important Dates for the COER Cycle 
· The Online Annual COER is available in the secure area of the CCMIS Web site on 5 October 2011.
· The Online Annual COER is due to the Rater by 19 October 2011
· The Online Annual COER is due to the Reviewing Official by 2 November 2011
· The completed COER must be in the officer’s eOPF by 16 November 2011.
**COER Preparation Suggestions 
· Maintain a working file throughout the year of all of your duties and accomplishments.
· Communicate regularly with your supervisor throughout the year so that there are no surprises when you are evaluated.
· Make sure your Rater and Reviewing Official are familiar with the COER process, if not educate them.
**Tips for Using the Online System 
· Type directly into the text boxes using plain text.
· Avoid the use of bullets and the % sign in text boxes.
· The system times out after 20 minutes. Save your work often.
· The evaluation must not reflect any periods of sick leave.
· Do not include any classified information.
· Do not make any false or misleading statements.
· Information included can only be from time as a USPHS officer.
· Pay close attention to any emails that come from phscoers@hhs.gov
· Follow up to assure that your COER reaches your eOPF.
Resources: 

· Access the COER guidance on the CCMIS website: http://ccmis.usphs.gov/COER/COER_Index.aspx. 

· [bookmark: _GoBack]Direct any questions to the Office of Commissioned Corps Management Information Systems at phscoers@hhs.gov .

