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	ADMINISTRATIVE DATA

	  Name
	Enter employee’s name – Last Name, First Name and Middle Initial.

	  SSN                     
	Enter last four digits of the Social Security Number.

	  Evaluation Period
	Normally, the Civil Service evaluation period is from 01/01/yyyy to 12/31/yyyy.  Exceptions may be if the employee starts the position on, for example, 05/04/yyyy, then the evaluation period would be 05/04/yyyy to 12/31/yyyy.

	  Position AOSC Title
	Enter employee’s Position Agency Occupational Series Code Title, e.g., Administrative Officer.

	  Position Functional Title
	Enter employee’s functional or work job title, e.g., Team Leader.

	  USAID Office Symbol
	Enter employee’s location or place of work, e.g., employee in the Bureau of Management, Office of Human Resources, Personnel Operations Division, enter M/HR/POD.

	  Position Description #
	Enter employee’s position description number.

	  Series, Grade, Step
	Enter employee’s series, grade, and step, e.g., GS-0301-14/05.

	

	SECTION 1 – ESTABLISHMENT OF PERFORMANCE PLAN

	Performance Plan
	The Rating Official has 30 calendar days from the start of the evaluation period to establish the employee’s performance plan.  The performance plan will be developed in direct collaboration with the employee.  The performance plan will have general performance elements and up to two optional performance elements for special assignments or projects.   For more information on developing performance elements and performance standards, refer to the EEP Guidebook, Chapter III, Performance Plans.

	a.  Rating Official’s Signature; Typed Name of Rating Official; Typed Title of Rating Official; Date Signed by Rating Official 
	Rating Official Signs; Type Rating Official’s name, title, and date signed.

	Pra  b.  Appraisal Committee Representative’s signature; Names of Appraisal Committee Members; Date signed by Appraisal Committee Representative  
	Enter Appraisal Committee Representative’s name and have him/her sign next to it; Enter names of other Appraisal Committee Members; Enter date signed by Appraisal Committee Representative.  AC review is optional. 

	c.  Employee Signature
	Employee signs and dates the performance plan only after the Rating Official and AC Representative (Optional) have signed the plan.  The employee’s signature only acknowledges receipt of the performance plan, not necessarily concurrence with the final performance plan.  If the employee declines to sign the plan, the Rating Official will check the “Employee Declines to Sign” box and date the form and an AC Representative will initial.

	

	SECTION 1-A   PROGRESS REVIEW—SIGN AND DATE

	d.  Rating Official’s Signature;  Typed Title of Rating Official; Date Signed by Rating Official 
	Rating Official Signs; Type Rating Official’s name, title, and date signed.

	e.  Appraisal Committee Representative’s signature; Names of Appraisal Committee Members; Date signed by Appraisal Committee Representative
	If AC is involved enter Appraisal Committee Representative’s name and have him/her sign next to it; Enter names of other Appraisal Committee Members; Enter date signed by Appraisal Committee Representative.  

	f.  Employee Signature
	Employee signs and dates the mid-point review only after the Rating Official and AC Representative (Optional) have signed the review.  The employee’s signature only acknowledges receipt of the mid-cycle review, not necessarily concurrence with the final mid-cycle review.  If the employee declines to sign the review, the Rating Official will check the “Employee Declines to Sign” box and date the form and the AC will initial.

	

	SECTION 1-B   END-OF-CYCLE EVALUATION OF PERFORMANCE

	End of Cycle Performance


	The Rating Official has approximately 30-45 calendar days from the end of the evaluation period to finalize the employee’s performance.  Refer to the EEP Guidebook, Chapter III, Performance Plans.

	g.  Rating Official’s Signature; Typed Name of Rating Official; Typed Title of Rating Official; Date Signed by Rating Official   
	Rating Official Signs; Type Rating Official’s name, title, and date signed. 

	h.  Appraisal Committee Representative’s signature; Names of Appraisal Committee Members; Date signed by Appraisal Committee Representative   
	If AC is involved enter Appraisal Committee Representative’s name and have him/her sign next to it; Enter names of other Appraisal Committee Members; Enter date signed by Appraisal Committee Representative.   

	i.  Employee Signature
	Employee signs and dates the performance plan only after the Rating Official and AC Representative (Optional) have signed the plan.  The employee’s signature only acknowledges 

receipt of the performance plan, not necessarily concurrence with the final evaluation.  If the employee declines to sign the form, the Rating Official will check the “Employee Declines to Sign” box and date the form and an AC rep will initial.

	

	SECTION 1C – 360 DEGREE SOURCES/SUMMARY RATING

	a.  Rating Official checks all 360 degree input sources contacted (e.g., customers, employee self, managers, peers, subordinates).

	b.  Rating Official checks final summary rating (e.g., Unacceptable, Needs Improvement, Fully Successful, Excellent, or Outstanding).

	

	SECTION 2 – ROLE IN THE ORGANIZATION,  PRINCIPAL DUTIES, AND OPTIONAL PERFORMANCE ELEMENTS

	a.  Rating Official describes the employee’s role within the organization by specifying the following:  1) the organizational setting and any unique features of the setting, 2) alignment of employee’s elements with agency and unit goals, 3) resources managed  -  personnel, finance, budget, acquisition and assistance instruments and physical assets –dollar amounts of any resources managed and numbers of any personnel managed, and 4) continuing and on-going responsibilities and functions within the operating unit.  

	b.  Rating Official describes Principal Duties as job-related responsibilities assigned to the employee during the rating cycle.

	c.  Optional Performance Elements/Standards are special assignments or projects and checked as either critical or non-critical.  Rating Official assigns Optional Performance Elements (special assignments or projects), if any, and checks as either critical or non-critical.  Performance Standards for Optional Elements are to be synopsized here as well.

	d. Appraisal of Optional Performance Element and Standard #1.  Assign adjectival rating.

	e.  Optional Performance Elements/Standards are special assignments or projects and checked as either critical or non-critical.  Rating Official assigns Optional Performance Elements (special assignments or projects), if any, and checks as either critical or non-critical.  Performance Standards for Optional Elements are to be synopsized here as well.

	f.  Appraisal of Optional Performance Element and Standard #2.   Assign adjectival rating.

	

	SECTION 3 – FINAL SUMMARY RATING EXPLANATION

	Rating Official writes narrative explaining the final summary rating.  This box is completed only if the summary rating varies from the majority or average of critical adjectival ratings.

	

	SECTION 3-A -  PROFESSIONAL DEVELOPMENT – required if summary rating is less than Excellent  

	Rating Official describes the activities, training, details, assignments and/or projects, that alone or with others, provide learning opportunities for career growth for employees that have received a summary rating of less than Excellent.

	

	SECTION 3-B -  REVISIONS

	Rating Official describes revisions to the Performance Plan, e.g., when an Optional Element is added/deleted, when the importance of an Element changes, or when a Performance Standard is revised or further specified .


	SECTION 4 – PERFORMANCE ELEMENTS AND STANDARDS

	Rating Official determines which six generic Performance Elements are critical at the beginning of the rating cycle.  Rating Official writes a narrative at the end of the rating cycle describing the employee’s performance and assigns an adjectival rating.

	

	               SECTION 5 – (OPTIONAL) APPLICATION OF CORE CRITICAL PERFORMANCE STANDARDS

	Raters who find it useful are encouraged to illustrate their planned application of core critical performance standards here.  

This space allows for customization, amplification, specification, and any other added guidance as to performance expectations beyond the core performance standard descriptions, including references to any supplemental written correspondence between the supervisor and employee. 

	

	SECTION 6 – MANDATORY CRITICAL SUPERVISORY/MANAGERIAL PERFORMANCE ELEMENTS

	Rating Official determines adjectival ratings for these mandatory critical Performance Elements for supervisors using 360 degree sources (e.g., direct observation, subordinates, and managers).

	

	SECTION 6-A -  (OPTIONAL) APPLICATION OF SUPERVISORY OR MANAGERIAL STANDARDS

	If circumstances suggest the need for summarizing expectations for the application of the Performance Standards for the critical Supervisory Performance Elements, this space on the form is available.

	

	SECTION 6-B -  (OPTIONAL) ACTUAL PERFORMANCE

	A brief narrative summarizing supervisors' assessments of critical supervisory/managerial performance may now be included on the form.

	

	SECTION 7 – PROGRESS REVIEW

	

	a.  Mid-Cycle Rating
	Rating Official enters evaluation of employee’s performance.

	b.  Needs Improvement Rating             Box
	Rating Official enters narrative explaining deficiency. 

	c.  Needs Improvement Rating    Improvement Box
	Rating Official enters narrative explaining how employee can improve performance

up to the Fully Successful Level.

	d.  Unacceptable Rating Box
	Rating Official enters narrative explaining deficiency.

	e.  Unacceptable Rating Improvement Box
	Rating Official enters narrative explaining how employee can improve performance up

to the Needs Improvement Level.

	f.  Name of Rating Official
	Enter Rating Official’s name – Last Name, First Name, and Middle Initial.  The Rating Official signs and dates the form.

	g.  Name of AC Representative

       [Enter names of AC who reviewed the plan]
	Enter name of AC Representative, Last Name, First Name, and

Middle Initial.  The AC Representative signs and dates the form.

	h.  Employee Signature
	Employee signs and dates the mid-cycle review only after the Rating Official and AC 

Representative (Optional) have signed the review.  The employee’s signature only

acknowledges receipt of the mid-cycle review, not necessarily concurrence with the final

mid-cycle review.  If the employee declines to sign the review, the Rating Official will

check the “Employee declined to sign” box and date the form and the AC will initial.


INSTRUCTIONS FOR THE USAID EMPLOYEE STATEMENT -
Civil Service
	EMPLOYEE STATEMENT

	a.  Name
	Employee enters his/her name – Last Name, First Name and Middle Initial.

	b.  SSN
	Employee enters last four digits of his/her social security number, e.g. 6789.

	c.  Evaluation Period
	Employee enters evaluation period from 01/01/xxxx to 12/31/xxxx.

	d.  USAID Office
	Employee enters his/her location or place of work.  For example, for a USAID/W employee in the Bureau of Management, Office of Human Resources, Personnel Operations Division, enter M/HR/POD.

	e.  Series
	Employee enters his/her series, e.g. 201 for Human Resources Specialist.

	f.  Pay Plan / Grade
	Employee enters his/her grade, e.g. GS-12.

	g.  Employee Statement
	Employees are highly encouraged to complete an Employee Statement.  The Employee Statement gives the employee an opportunity to respond to his/her final AEF.  The employee has 5 work days to complete the statement and may submit it to the appropriate Administrative Management Services Officer.  For information on preparing the Employee Statement, see the EEP Guidebook, Chapter V, Preparing & Completing the AEF.

	h.  Employee Signature
	Employee signs and dates the statement.
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