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POSITION PERFORMANCE PLAN AND RATING REPORT
(This form contains information subject to the Privacy Act of 1974, as amended.)
INSTRUCTIONS FOR COMPLETION
(Reference DHRA Performance Management Program Standard Operating Procedure (SOP) OPS-19 for more information.)
1.  Rating officials are responsible for ensuring that all employee identifying information in Part I - Employee Data 
     is correct and complete.
 
2.  At the beginning of the appraisal period or upon the employee's entrance in a new position, the rating official 
     completes Part II - Performance Plan - Critical Elements and Standards, with employee input.  Performance 
     standards will describe the Fully Successful level of performance and may describe other performance 
     levels.  The rating official determines the final plan and both the rating official and employee sign in Part III - 
     Performance Plan Signatures, blocks 6 and 7, respectively.  Supervisors must have at least one supervisory 
     critical job element.
 
3.  At the end of the appraisal period, the employee has the option to highlight accomplishments in Part IV - 
     Annual Appraisal, Employee Self-Assessment, and describe how they contributed to the achievement of 
     organization goals.
 
4.  Within 20 days following the end of the appraisal period, the rating official completes Narrative Comments 
     and Rating Summary in Parts IV and V.  Whole numbers only shall be used for each critical element rating.  
     If there has been insufficient opportunity to demonstrate performance on any critical element, select "NR" 
     (Not Rated).
 
5.  The Summary rating is determined by adding the rating level numbers given for each critical job element and
     calculating the total.  Divide this sum by the number of individual critical elements.  This will produce the raw 
     score.  Apply the raw score table in Part V to determine the summary rating.  An employee who has one or 
     more critical elements rated at the Level 1, Unacceptable, may not receive a summary rating higher than 
     Level 1, Unacceptable, irrespective of a raw score of 2.0 or higher.
 
6.  The rating official discusses the rating with the employee who signs where indicated.  If desired, the 
     employee may attach comments.
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PREVIOUS EDITION IS OBSOLETE.
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PART I - EMPLOYEE DATA
PART II - PERFORMANCE PLAN - CRITICAL ELEMENTS AND STANDARDS
(List at least one, but normally not more than five.  Use Continuation Page, as necessary.)
PART III - PERFORMANCE PLAN SIGNATURES  (Sign when plan is established)
POSITION PERFORMANCE PLAN AND RATING REPORT
(Read Instructions on Page 1 before completing this form.)
1.  EMPLOYEE NAME (Last, First, Middle Initial)
2.  RATING PERIOD
a.  FROM (YYYYMMDD)
b.  TO (YYYYMMDD)
d.  DATE
     (YYYYMMDD)
3.  POSITION TITLE
4.  SERIES
6.  OFFICE
5.  GRADE
1.
5.
4.
3.
2.
6.  RATING OFFICIAL
a.  PRINTED NAME (Last, First, Middle Initial)
d.  DATE (YYYYMMDD)
a.  SIGNATURE
c.  SIGNATURE
b.  TITLE
7.  EMPLOYEE (Signature indicates review and discussion with Rating Official and does not imply agreement.)
Pages 
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TO (YYYYMMDD)
FROM (YYYYMMDD)
RATING PERIOD
EMPLOYEE NAME (Last, First, Middle Initial)
POSITION PERFORMANCE PLAN AND RATING REPORT
PART IV - ANNUAL ASSESSMENT
EMPLOYEE SELF-ASSESSMENT (Optional)
This space is provided for the employee to provide examples to demonstrate accomplishments against Critical Elements, to include specific examples/
metrics.  Narrative comments must be provided within the allotted space; additional pages are not authorized.  Submission is optional.
SELF-ASSESSMENT NOT SUBMITTED
Pages 
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RATING OFFICIAL RATING AND COMMENTS
For each critical element, select one option (NR = Not Rated; 1 = Unacceptable; 2 = Minimally Acceptable; 3 = Fully Successful; 4 = Highly Successful;
5 = Exceptional).  Narrative to provide meaningful input on performance; additional pages are not authorized.
TO (YYYYMMDD)
FROM (YYYYMMDD)
RATING PERIOD
EMPLOYEE NAME (Last, First, Middle Initial)
POSITION PERFORMANCE PLAN AND RATING REPORT
1.  RATING (Select one)
5.  RATING (Select one)
4.  RATING (Select one)
3.  RATING (Select one)
2.  RATING (Select one)
PART V - SUMMARY RATING (See Instructions on Page 1)
Raw
Score
Summary
Rating (X)
Summary
Rating is:
4.51 -
5.0
1
Unacceptable
Any element
rated "1"
2
Minimally
Acceptable
2.0 -
2.50
3
Fully
Successful
2.51 -
3.50
4
Highly 
Successful
3.51 -
4.50
5
Exceptional
1.a.  RATING OFFICIAL PRINTED NAME
2.a.  REVIEWING OFFICIAL PRINTED 
        NAME (Required only for Summary 
        Rating of "Unacceptable")
b.  SIGNATURE
b.  SIGNATURE
3.a.  EMPLOYEE ACKNOWLEDGEMENT SIGNATURE (Does not imply agreement)
c.  DATE
     (YYYYMMDD)
c.  DATE
     (YYYYMMDD)
b.  DATE
     (YYYYMMDD)
Pages 
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NARRATIVE:
NARRATIVE:
NARRATIVE:
NARRATIVE:
NARRATIVE:
CONTINUATION
Use this space to continue any critical element description as needed.  Reference each entry by critical element number.
TO (YYYYMMDD)
FROM (YYYYMMDD)
RATING PERIOD
EMPLOYEE NAME (Last, First, Middle Initial)
POSITION PERFORMANCE PLAN AND RATING REPORT
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