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	NAME
	     
	

	POSITION TITLE
	     
	

	CAREER PATH/SERIES/BAND
	     
	

	ORGANIZATION
	     
	

	RATING PERIOD
	     
	

	

	RATING OFFICIAL CERTIFICATION
I CERTIFY THAT:

	 FORMCHECKBOX 

	THIS PLAN IS A COMPLETE AND ACCURATE STATEMENT OF THE CRITICAL ELEMENTS, OBJECTIVES, AND MAJOR ACTIVITIES THAT WILL FORM THE BASIS FOR THE EMPLOYEE'S PERFORMANCE APPRAISAL.

	 FORMCHECKBOX 

	THE PERFORMANCE PLAN AND POSITION DESCRIPTION REFLECT SIMILAR OBJECTIVES, DUTIES AND RESPONSIBILITIES.

	 FORMCHECKBOX 

	FOR SCIENTIFIC AND ENGINEERING POSITIONS:  THE WORK CONTAINED IN THIS PLAN HAS BEEN REVIEWED FOR COMPLIANCE WITH FEDERAL GOVERNMENT EXPORT CONTROL REGULATIONS AND OTHER RELEVANT CONTROLS. 

	 FORMCHECKBOX 

	PERFORMANCE ELEMENTS AND REQUIREMENTS OUTLINED IN THIS PERFORMANCE PLAN ARE DIRECTLY LINKED TO THE FOLLOWING: 

	
DEPARTMENT OF COMMERCE GOAL(S):

	 FORMCHECKBOX 

	STRATEGIC GOAL 1: PROVIDE THE INFORMATION AND TOOLS TO MAXIMIZE U.S. COMPETITIVENESS AND ENABLE ECONOMIC GROWTH FOR AMERICAN INDUSTRIES, WORKERS AND CONSUMERS.

	 FORMCHECKBOX 

	STRATEGIC GOAL 2: FOSTER SCIENCE AND TECHNOLOGY LEADERSHIP BY PROTECTING INTELLECTUAL-PROPERTY, ENHANCING TECHNICAL STANDARDS AND ADVANCING MEASUREMENT SCIENCE.

	 FORMCHECKBOX 

	STRATEGIC GOAL 3: OBSERVE, PROTECT AND MANAGE THE EARTH’S RESOURCES TO PROMOTE ENVIRONMENTAL STEWARDSHIP.

	 FORMCHECKBOX 

	MANAGEMENT INTEGRATION GOAL: ACHIEVE ORGANIZATIONAL AND MANAGEMENT EXCELLENCE.

	
NIST GOAL(S):

	   FORMCHECKBOX 

	STRATEGIC GOAL 1: HELP THE UNITED STATES TO DRIVE AND TAKE ADVANTAGE OF THE INCREASED PACE OF TECHNOLOGICAL CHANGE.

	   FORMCHECKBOX 

	STRATEGIC GOAL 2: FOSTER MORE EFFICIENT TRANSACTIONS IN THE DOMESTIC AND GLOBAL MARKETPLACE.

	   FORMCHECKBOX 

	STRATEGIC GOAL 3: ADDRESS CRITICAL NATIONAL NEEDS.

	   FORMCHECKBOX 

	MANAGEMENT GOAL: ENHANCE THE EFFECTIVENESS AND EFFICIENCY OF NIST STAFF AND EQUIPMENT.

	
SES/ORGANIZATIONAL UNIT GOAL:  

	
     

	RATING OFFICIAL (NAME AND TITLE)
	SIGNATURE
	DATE

	     
	     
	     

	PAY POOL MANAGER APPROVAL

	I AGREE WITH THE CERTIFICATION OF THE POSITION DESCRIPTION AND I APPROVE THE PERFORMANCE PLAN.

	PAY POOL MANAGER (NAME AND TITLE)
	SIGNATURE
	DATE

	     
	     
	     

	REVIEWING OFFICIAL APPROVAL

	THIS REVIEW IS APPROPRIATE WHEN THE PAY POOL MANAGER IS ALSO THE RATING OFFICIAL.

	REVIEWING OFFICIAL (NAME AND TITLE)
	SIGNATURE
	DATE

	     
	     
	     

	EMPLOYEE ACKNOWLEDGEMENT

	MY SIGNATURE ACKNOWLEDGES DISCUSSION AND RECEIPT OF THE PERFORMANCE PLAN, AND DOES NOT NECESSARILY SIGNIFY AGREEMENT. IT ALSO CERTIFIES THE FOLLOWING: A) I UNDERSTAND HOW MY INDIVIDUAL PERFORMANCE IS LINKED TO THE ORGANIZATION’S MISSION AND GOALS AND B) MY SUPERVISOR HAS DISCUSSED THIS WITH ME UPON PRESENTATION OF MY PERFORMANCE PLAN.

	SIGNATURE
	DATE

	     
	     


  MICROSOFT WORD

	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     

	6.
	     
	     

	7.
	     
	     

	8.
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	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     

	6.
	     
	     

	7.
	     
	     

	8.
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	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     


	6.
	     
	     

	7.
	     
	     

	8.
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	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     

	6.
	     
	     

	7.
	     
	     

	8.
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	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     

	6.
	     
	     

	7.
	     
	     

	8.
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	SECTION I - PERFORMANCE PLAN

	NAME
	RATING PERIOD
	ELEMENT NUMBER

	     
	     
	
	     
	OF
	     
	

	
	
	
	
	
	
	

	ITEM 1.  PERFORMANCE ELEMENT, OBJECTIVE, AND WEIGHT

	CRITICAL ELEMENT:
	     

	OBJECTIVE:
	     

	WEIGHT:
	     
	

	THE WEIGHT MUST REFLECT THE IMPORTANCE OF THE ELEMENT AND LEVEL OF EFFORT REQUIRED TO PERFORM IT.  ELEMENT WEIGHT MUST BE IN WHOLE NUMBERS; 1, 2, 3, OR 4 AND THE TOTAL OF ALL ELEMENT WEIGHTS MUST EQUAL 10.

	ITEM 2.  LIST THE MAJOR ACTIVITIES AND REQUIRED RESULTS RELATED TO THE ABOVE ELEMENT IN THE COLUMN “REQUIRED ACTIVITY/RESULTS” BELOW.  CORRESPONDING TO THE MAJOR ACTIVITY/RESULTS, IDENTIFY THE MEASURES THAT WILL BE USED TO EVALUATE THE EMPLOYEE’S ACCOMPLISHMENTS.  MEASURES SHOULD BE WRITTEN IN TERMS OF THE EXPECTED QUALITY, QUANTITY, TIMELINESS AND/OR COST EFFECTIVENESS AT THE FULLY SUCCESSFUL LEVEL OF THE NIST BENCHMARK PERFORMANCE STANDARDS.

	REQUIRED ACTIVITY/RESULTS
	SUCCESS MEASURES

	1.
	     
	     

	2.
	     
	     

	3.
	     
	     

	4.
	     
	     

	5.
	     
	     

	6.
	     
	     

	7.
	     
	     

	8.
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	ITEM 3.  MID-CYCLE/PROGRESS REVIEW (CHECK APPROPRIATE BOX, ADDITIONAL PAGES MAY BE ATTACHED)

	 FORMCHECKBOX 

	A.  REVIEW INDICATES PERFORMANCE IS AT THE CONTRIBUTOR LEVEL OR HIGHER.  OPPORTUNITIES FOR GROWTH AND IMPROVEMENT ARE INDICATED BELOW IN ITEM 3.2.

	 FORMCHECKBOX 

	B.  REVIEW INDICATES PERFORMANCE IS AT THE MARGINAL CONTRIBUTOR LEVEL.  RECOMMENDED IMPROVEMENTS ARE INDICATED BELOW IN ITEM 3.3.

	 FORMCHECKBOX 

	C.  REVIEW INDICATES PERFORMANCE IS UNSATISFACTORY AND A PERFORMANCE IMPROVEMENT PLAN IS REQUIRED.  IF THIS BOX IS CHECKED, SUPERVISOR MUST CONTACT YOUR HUMAN RESOURCES MANAGEMENT DIVISION SERVICING SPECIALIST.

	ITEM 3.1.  KEY ACHIEVEMENTS/STRENGTHS (OPTIONAL FOR ALL CATEGORIES ABOVE)

	     

	ITEM 3.2.  OPPORTUNITIES FOR IMPROVEMENT/CAREER GROWTH (OPTIONAL FOR ITEM 3.A.)

	     

	ITEM 3.3.  RECOMMENDATIONS FOR IMPROVEMENT

	     

	ITEM 3.4.  FOR SCIENTIFIC AND ENGINEERING POSITIONS ONLY: CHECK THE APPLICABLE BOX BELOW:

	 FORMCHECKBOX 

	A REVIEW INDICATES THERE HAS BEEN NO CHANGE IN THE WORK CONTAINED IN THIS PERFORMANCE PLAN.  ITEM 4, THE SUPPLEMENTAL

STATEMENT FOR SCIENTIFIC AND ENGINEERING POSITIONS, RELATING TO THE FEDERAL GOVERNMENT EXPORT CONTROL REGULATIONS AND OTHER RELEVANT CONTROLS REMAINS ACCURATE. 

	 FORMCHECKBOX 

	A REVIEW INDICATES THERE HAS BEEN A CHANGE IN THE WORK CONTAINED IN THIS PERFORMANCE PLAN.  ITEM 4, THE SUPPLEMENTAL

STATEMENT FOR SCIENTIFIC AND ENGINEERING POSITONS, RELATING TO THE FEDERAL GOVERNMENT EXPORT CONTROL REGULATIONS AND 

OTHER RELEVANT CONTROLS HAS BEEN MODIFIED TO REFLECT THE CHANGE.

	         
	   EMPLOYEE (INITIALS)
	DATE
	  RATING OFFICIAL (INITIALS)
	DATE

	MID-CYCLE

PROGRESS REVIEW:
	
	     
	
	     
	
	     
	
	     
	

	PROGRESS REVIEW:
	
	     
	
	     
	
	     
	
	     
	

	PROGRESS REVIEW:
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MICROSOFT WORD

	ITEM 4.   SUPPLEMENTAL STATEMENT FOR SCIENTIFIC AND ENGINEERING POSITIONS 

In accordance with the Federal Government Export Control regulations and other relevant controls, the work described in this performance plan has been discussed at the beginning of the performance cycle and the following applies (check one):



	 FORMCHECKBOX 


	Disclosure authorized.  Results of the work described in this performance plan are intended to be

published in the open literature upon completion. Subject to the editorial policies of NIST Technical

Communications Program (Admin Manual §4.09), these research results may be publicly disclosed.

	
	Specify work:

	
	     

	 FORMCHECKBOX 


	Disclosure restricted.  Work described in this performance plan may involve proprietary, national

security, or other sensitive information.  Information of this type may only be released to a person who

is a United States citizen or a permanent resident alien and who is authorized to receive the information.

Authorization may include having the appropriate national security clearance and/or specific authority to

receive such information.  Specific approval by Division or Laboratory management is required before

any information arising from this work is disclosed as per the requirements of the NIST Technical

Communications Program (Admin Manual §4.09).



	
	Specify work:

	
	     

	RATING OFFICIAL (SIGNATURE AND TITLE)
	DATE

	     
	     

	EMPLOYEE (SIGNATURE)
	DATE
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MICROSOFT WORD

	  NIST BENCHMARK PERFORMANCE STANDARDS

INSTRUCTIONS:

For each critical element in the performance plan, determine the element rating level (exceeds expectations (E), fully successful (S), minimally meets expectations (M), unsatisfactory (U)) that best reflects the employee’s performance and results during the appraisal period, i.e., the “best fit.” 

Begin by reviewing the benchmark description for the S rating level, the major activities and required results in the employee’s performance plan, and the employee’s accomplishments.  If the S benchmark appears to be the best fit, assign a rating of S to the critical element. Note that best fit does not require agreement with every statement in the element rating level descriptor, but that the descriptor is the most appropriate overall descriptor of performance.

If the S rating is not appropriate, read the benchmark descriptions either above (E) or below (M or U) until you have determined the best fit.  Note:  Employees rated U on any critical element must be placed on a performance improvement plan (PIP).

Each critical element is rated independently; the rating for or impressions about one element should not influence evaluations and ratings of others.  Frequently, employees will be stronger in some elements than in others.

After rating each critical element, determine the employee’s overall rating by totaling the element weights at each rating level.

E - EXCEEDS EXPECTATIONS.   Accomplishments significantly and consistently exceeded expected results for the position during the appraisal period.  The employee regularly contributed with significant positive impacts on the performance or reputation of the organization.  Consistently demonstrated exceptional technical knowledge and a mastery of all job-related skills.  Provided a model for excellence and helped others perform better.  Demonstrated exceptional leadership and creativity in nearly all aspects of the job and assignments, frequently developing better ways to accomplish organizational goals.  

S – FULLY SUCCESSFUL.  Accomplishments consistently and fully met all expectations for the position during the appraisal period. Some accomplishments may have exceeded expectations.  Projects and assignments were regularly completed on time and in accordance with expectations and requirements.  The employee demonstrated expected level of skill and knowledge in all aspects of the job.  Worked effectively with others and demonstrated appropriate leadership for the job and assignments.  Worked effectively with expected level of supervision, was responsive to guidance, and made suggestions and implemented processes to improve work.

M – MINIMALLY MEETS EXPECTATIONS.  Accomplishments met minimum requirements and expectations for the position during the appraisal period.  Did not consistently respond effectively to guidance or appropriately follow procedures.  Projects and assignments were generally completed, sometimes with slight delays but in accordance with basic requirements and expectations.  Occasionally required more supervision than expected for the level of the job and assignments.  The employee had the ability to perform most aspects of the job but showed limited knowledge or skill to perform some others.  Employee did not regularly demonstrate appropriate leadership and creativity commensurate with the job and assignments.  Cooperation and responsiveness met minimum expectations.  

U - UNSATISFACTORY.  Accomplishments failed to meet expectations for the position during the appraisal period.  Employee did not demonstrate the skills, knowledge, and/or willingness to accomplish assignments.  Employee failed to respond positively to guidance or failed to follow procedures.  Employee demonstrated poor leadership.  Employee’s performance negatively impacted the organization.  Employee’s performance requires initiation of a performance improvement plan.  Projects and assignments were often completed late or not at all.  The employee did not perform one or more significant aspects of the job.  
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	SECTION II - PERFORMANCE SUMMARY RATING

	NAME
	RATING PERIOD

	     
	     

	ORGANIZATION

	     

	ITEM 1.  ELEMENT RATING



	1.  LIST EACH CRITICAL ELEMENT AND ITS WEIGHT.

	2.  USING THE NIST BENCHMARK PERFORMANCE STANDARDS AND ANY ELEMENT-SPECIFIC SUPPLEMENTAL PERFORMANCE STANDARDS (SUCCESS MEASURES), ASSIGN A RATING TO EACH ELEMENT.     

E =  EXCEEDS EXPECTATIONS;  S = FULLY SUCCESSFUL;  M = MINIMALLY MEETS EXPECTATIONS;  U = UNSATISFACTORY

	3. COMBINE THE ELEMENT WEIGHT AND RATING FOR EACH ELEMENT TO DETERMINE THE OVERALL SUMMARY PERFORMANCE RATING ITEM 2 BELOW. (e.g., 3S) 

	PERFORMANCE ELEMENT
	    WEIGHT

   (1,2, 3 OR 4)
	RATING

  (E,S,M OR U)
	WEIGHT + RATING

	1.
	     
	
	     
	
	     
	
	     
	

	2.
	     
	
	     
	
	     
	
	     
	

	3.
	     
	
	     
	
	     
	
	     
	

	4.
	     
	
	     
	
	     
	
	     
	

	5.
	     
	
	     
	
	     
	
	     
	

	6.
	     
	
	     
	
	     
	
	     
	

	
	TOTAL
	
	10
	
	
	
	     
	

	
	
	
	
	
	
	
	
	

	ITEM 2.  SUMMARY PERFORMANCE RATING,  ANNUAL COMPARABILITY INCREASE (ACI), AND PAYOUTS

                                                                                                                                                             


ACI

	 FORMCHECKBOX 

	EXCEPTIONAL CONTRIBUTOR:  AT LEAST 8E; NONE BELOW S
	
	   Y

	 FORMCHECKBOX 

	SUPERIOR CONTRIBUTOR:  AT LEAST 6E, NONE BELOW S
	
	   Y

	 FORMCHECKBOX 

	MERITORIOUS CONTRIBUTOR: AT LEAST 4E; NONE BELOW S
	
	   Y

	 FORMCHECKBOX 

	SIGNIFICANT CONTRIBUTOR:  AT LEAST 3E; UP TO 2M
	
	   Y

	 FORMCHECKBOX 

	CONTRIBUTOR:  UP TO 3M
	
	   Y

	 FORMCHECKBOX 

	MARGINAL CONTRIBUTOR:  4 OR MORE M
	
	   N*

	 FORMCHECKBOX 

	UNSATISFACTORY:  1 OR MORE U
	
	   N*

	PERFORMANCE PAY INCREASE PERCENTAGE
	     
	
	DOLLAR AMOUNT
	     
	
	BONUS AMOUNT
	     
	

	
	
	
	
	
	
	
	
	

	PAY POOL MANAGER (SIGNATURE AND TITLE)
	DATE

	     
	     

	REVIEWING OFFICIAL (SIGNATURE AND TITLE) (WHEN THE PAY POOL MANAGER IS ALSO THE RATING OFFICIAL)
	DATE

	     
	     

	RATING OFFICIAL (SIGNATURE AND TITLE)
	DATE

	     
	     

	EMPLOYEE (SIGNATURE)
	DATE

	     
	     


 *Because the minimum pay rate for each pay band is increased each year by at least the amount of the annual comparability and locality increase, it is possible that the new minimum rate of a pay band will exceed the basic pay of an employee in that pay band who did not receive the comparability and locality increase. When this happens, the employee will be placed in the next lower pay band. The APMS legislation (Public Law 99-574 Section 10(10) (c) (6) (A) and (B)) specifically allows for this and provides that it will not be considered an adverse action under Chapter 75 of Title 5 of the Code of Federal Regulations and therefore, may not be appealed.
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	ITEM 3.  END-OF-YEAR APPRAISAL 

               RATING OFFICIAL'S END-OF-YEAR APPRAISAL, WHICH INCLUDES CONSIDERATION OF ATTACHED EMPLOYEE ACCOMPLISHMENTS.

	ITEM 3.1.  KEY ACHIEVEMENTS/STRENGTHS

	     

	ITEM 3.2.  OPPORTUNITIES/SUGGESTIONS FOR IMPROVEMENT AND CAREER GROWTH (BE SPECIFIC, RELATE TO INDIVIDUAL PERFORMANCE ELEMENTS

                  AND FUTURE OPPORTUNITIES)
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	INSTRUCTIONS FOR PERFORMANCE PLANNING, PROGRESS REVIEW, AND PERFORMANCE APPRAISAL

	RESPONSIBLE OFFICIAL:  The Rating Official is responsible for all steps except C-6, which is the responsibility of the Pay Pool Manager.

	A.  PERFORMANCE PLANNING  (Section 1, Items 1-2):  Develop the performance plan in collaboration with the employee.

	Step 1.  Critical Element:  Establish the critical elements of the position.  There must be a minimum of three and no more than six critical 

              elements.

	Step 2.  Objective:  State the objective of each element.

	Step 3.  Weight:  Assign a weight to each element in terms of importance and level of effort required to perform it.  The weight selected must be1,  

              2, 3 or 4 (whole numbers only).  The total weight of all elements must equal 10.

	Step 4.  Required Activity/Results:  List the major activities or required results related to each element.

	Step 5.  Success Measures:  To correspond with each required activity/result, identify measures or supplemental standards in which you will

              evaluate the performance.   The measures should be described at the Fully Successful level of performance in terms of the expected 

              quality, quantity, timeliness and/or cost effectiveness.  These supplemental measures are to be used in conjunction with the NIST 

              Benchmark Performance Standards in evaluating performance. 

	Step 6.  For scientific and engineering positions, complete Item 4. Supplemental Statement for Scientific and Engineering Positions relating to the 

              Federal Government Export Control regulations and other relevant controls. 

	Step 7.  Organizational Goals:  (a) check appropriate Department of Commerce (DOC) strategic goal(s); (b) check the related NIST goal(s), and (c)              
write the appropriate SES/Organizational Unit (OU) goal.  Signatures on the plan certify that performance elements and requirements 
outlined in the performance plan are directly linked to SES/OU, NIST, and DOC organizational goals.

	Step 8.  Cover Sheet:  Rating Official completes and signs the cover sheet; obtains the signature of the Pay Pool Manager, Reviewing Official *, 

              and Employee, in this order.

	B. PROGRESS REVIEW (Section 1, Item 3):  Conduct at least one (mid-year) progress review with the employee.

	Step 1.  Discussion:  For each element, discuss with the employee:  (a) progress toward accomplishing the element; (b) any need for changes in

              the plan; and (c) key achievements, deficiencies, strategies for improvement, and suggestions for career growth.

	Step 2.  Recording:  Check one of the boxes. Provide a complete explanation in Items 3.1., 3.2., 3.3 and 3.4, as appropriate.

	Step 3.  Initialing:  Initial and date, and have employee initial and date, attesting that the progress review took place.

	NOTE:  THE INITIALS OF THE RATING OFFICIAL, PAY POOL MANAGER, REVIEWING OFFICIAL*, AND EMPLOYEE ARE REQUIRED WHEN THERE

             IS ANY CHANGE MADE TO THE PLAN.

	C.  PERFORMANCE APPRAISAL (Section II, Items 1-3):  Appraise the employee's performance in accordance with the critical elements,

      their objectives, activities, weighted values, success measures and the NIST Benchmark Performance Standards.

	Step 1.  Notification:  Notify the employee of:  (a) the opportunity to submit a list of accomplishments; and (b) the date and time of the

              Performance Review meeting if requested by the employee or the Rating Official.

	Step 2.  Performance Review Meeting:  Meet with the employee to discuss accomplishments.  The information gathered as a result of this meeting

               will be considered in formulating the recommended summary performance rating, performance pay increase, and bonus.

	Step 3.  Performance Summary Rating (Section II, Items 1-2):  Evaluate the performance in each Critical Element using the Element’s Success

               Measures and the NIST Benchmark Performance Standards.  Combine the Element rating to the weight and sum all elements.  Based on 

              the sum of all elements use the summary performance rating labels and descriptors to determine the summary performance rating.   

	Step 4.  End-of-Year Appraisal:  In Section II, Item 3, describe the employee's performance; including key achievements, deficiencies, strategies

              for improvement, and suggestions for career growth.

	Step 5.  Recommendations:  Discuss tentative summary performance rating and recommendation for performance pay increase and bonus with

              Pay Pool Manager.

	Step 6.  Pay Pool Manager:  Carry out the following steps using the automated performance payout system:  (a) make summary performance 

              rating, pay increase, and bonus decisions;  (b) record decisions in Section II, Items 1 and 2; (c) sign the summary rating sheet; (d) forward 

              to Reviewing Official*, if appropriate; (e) return forms to Rating Official for signature.

	Step 7.  Evaluation Feedback Meeting:  Meet with the employee to discuss the final decisions.  Obtain the employee's signature to indicate the 

              meeting took place, and give the employee a copy of the completed appraisal.

	*NOTE ON REVIEWING OFFICIAL:  If the Pay Pool Manager is also the Rating Official, the Reviewing Official (next higher level in management chain) must review and sign the performance plan and appraisal before feedback to the employee.
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