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UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR NON-SUPERVISORY POSITIONS
1.    EMPLOYEE INFORMATION
APPRAISAL PERIOD
4.    ALIGNMENT, STANDARDS AND MEASURES
LINKAGE
(List the Goal or Initiative with which the Results-Oriented Performance Element will align, and any specific Strategies and Objectives.)
STANDARDS AND MEASURES
(Describe the level expected for "Fully Successful" performance.  Include appropriate measures of quality, quantity, cost effectiveness or timeliness.)
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5.    ELEMENT RATING (At the end of the rating period, compare the employee's 
performance with standards and assign an element rating.)
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7a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
7c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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8a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
8c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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9a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
9c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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10a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
10c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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11a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
11c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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12a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
12c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
13.  CERTIFICATION OF DEVELOPMENT, EMPLOYEE INVOLVEMENT AND RECEIPT OF PLAN
Signatures certify employee involvement in the development of, and receipt of plan which reflects current position description
NOTE TO EMPLOYEE: You are requested to sign and date below to certify receipt of this performance plan.  Your signature does not mean that you agree or disagree with the contents of the plan.  However, your failure to sign does not void the contents of this plan or the performance expectations documented within.
Employee's Initials and Date
Supervisor's Initials and Date
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
14.  CERTIFICATION OF PERFORMANCE MANAGEMENT PROGRAM TRAINING
Signature certify completion of the most recent program training, required every two years
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UNITED STATES DEPARTMENT OF AGRICULTURE
United States Department of Agriculture
Performance Appraisal
6. Appraisal Period
10. Performance Elements
11A
Critical  Element
11B  Exceeds Fully Successful	
11C  Meets Fully Successful
11D  Does Not  Meet Fully Successful
1)
2)
3)
4)
5)
6)
7)
Mission-Results Element = 4 appraisal units Other Critical Elements = 2 appraisal units each Non-Critical Elements = 1 appraisal unit each
Totals
12. Summary Rating
Rating of Outstanding if 11E equals 11H. 
Rating of Superior if no element is rated in 11D, 11F is greater than zero, and 11E is greater than 11F.
Rating of Minimally Satisfactory if any non-critical element, but no critical element, is related in 11D.
Rating of Unacceptable if any Critical Element is rating in 11D.
Rating of Fully Successful if none of the above applies.
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	TextField42: Doe, Rebecca A.
	TextField43: GS-560-12
	TextField44: FAS/
	TextField45: Budget Analyst
	DateTimeField6: 2014-10-01
	DateTimeField7: 2015-09-30
	TextField46: FAS Strategic Goal: Generate an additional $85 billion worth of U.S. economic activity through trade facilitation and international cooperation from Fiscal Year (FY) 2010 to end-year FY 2016.Trade Promotion  (Supports USDA Goal: 1.3 Facilitate access to international markets)• Objective 1.1:  Increase effectiveness of FAS market development programs and outreach activities• Objective 1.2:  Manage FAS credit programs to yield the greatest benefit to U.S. agriculture  • Objective 1.3:  Maintain a global market intelligence information system that supports policy and program objectivesTrade Policy  (Supports USDA Goal: 1.3 Facilitate access to international markets)• Objective 2.1:  Negotiate and enforce market-expanding trade agreements for U.S. exporters of agricultural, fish, and forest products• Objective 2.2:  Prevent or resolve foreign Technical Barriers to Trade (TBT) or Sanitary/Phyto-Sanitary (SPS) measures that hinder U.S. agricultural exports• Objective 2.3:  Pursue the development of rules-based international systems that facilitate global tradeTrade Capacity Building and Food Security   • Objective 3.1:  Address food security challenges by building food and market systems that expand trade and economic growth through food assistance programs (Supports USDA Goal: 3.1 Ensure U.S. agricultural resources contribute to enhanced food security)• Objective 3.2:  Enhance partner countries’ capacity for agricultural development and participation in international trade (Supports USDA Goal: 3.2 Enhance America’s ability to develop and trade agricultural products derived from new technologies)Management Initiatives (Supports USDA Goal 5)• Initiative    I:  Engage Employees to Transform FAS into a Model Agency• Initiative   II:  Provide Civil Rights Services to Agriculture Employees and Customers• Initiative  III:  Improve Outreach and Collaboration Efforts to Increase Access to FAS Programs and Services• Initiative IV:  Re-Engineer FAS Business Processes to Increase Performance, Efficiency, and Alignment• Initiative  V:  Recruit and Hire Skilled, Diverse Individuals to Meet the Program Needs of FAS• Initiative VI:  Enhance Collaboration and Coordination on Critical Issues through Enterprise Governance  
	TextField47: Financial Analysis and ReportingDemonstrates support for FAS strategic goals and initiatives within own organizational unit and contributes to the achievement of overall FAS initiatives.  Demonstrates accountability and continuous improvement, makes timely and effective decisions, and produces results through strategic thinking and decisive action.  Ensures a high degree of responsiveness to management, the public, and internal and external customers. 
	CheckBox13: 1
	TextField48: 
	TextField49: 
	TextField50: Tracking of Financial Expenditures:1)The informal ledger is maintained accurately and reported to the Deputy Director and Director on a monthly basis.  2)Obligating documents are data entered within 7 days of receipt in the informal ledger.3)Assigned accounts are reconciled in system within 10-14 days of availability.4)Reviews and analyzes data from the Federal Financial Information System (FFIS) and the Financial Data Warehouse (FDW), monthly, to reconcile informal ledgers, and reporting documents in order to identify discrepancies and reconcile account balances.  5)Discrepancies are identified and resolved monthly.
	TextField53: 
	TextField54: 
	TextField51: Prepares status documents and creates data reports for use by supervisors to ensure account accuracy.2) Ensure that spending trends stay within these guidelines and be able to defend and/or explain variations.3) Report of obligations, expenditures and projections will be analyzed for established tolerance levels such as 25% deviations from operating plan and viable solutions and/or recommendations are to be provided from incumbent.4) Reports are accurately completed in accordance with program procedures and submitted by established due dates.5) Financial Data Warehouse (FDW) reports are run as needed in support of the SOF to determine if adjustments are needed and to reflect account balances.
	: 
	TextField60: Ms. Doe was instrumental in assisting with reviewing and confirming valid master data elements for all of FAS HQ expenses charged to one of three FMMI codes, while awaiting implementation of more than fifth teen valid FMMI Project Codes. Following the implementation of the FMMI Codes, Ms. Doe processed SU's for the HQ accounts, which moved incorrect expenditure transactions to the correct accounts. In addition, Ms. Doe displayed excellent team workmanship, in processing SU's received from the FAS branches and staff offices.  This included ensuring required documentation was received with the SU request. The SU package was then forwarded to the Financial Manager for additional review and approval. Ms. Doe then scanned and forwarded approved SU packages to BESB for final review, approval and posting to FMMI. Between June and September, Ms. Doe processed more than 100 SU Requests, which included reviewing documentation, and entering the SU data in FMMI.
	TextField55: 
	TextField56: 
	TextField52: (6)Delays are anticipated, alternative action taken prior to deadline, supervisor is kept informed of progress and if deadline can not be met and suggest alternative solutions. 7) Uses relevant data & analytical tools in problem solving.8) Uses previous SOF knowledge to assist with forecasting obligations/problems with concurrence from supervisor.
	TextField58: 
	TextField59: 
	TextField57: 
	TextField77: Ms. Doe determined FY14 Project budgets by comparing the average spending of prior years. Ms. Doe consulted with Project leads regarding planning and spending, by discussing prior year spending trends. Ms. Doe estimated salaries and benefits amounts for FAS HQ employees. Throughout this rating period, Ms. Doe performed in an excellent manner, by ensuring Program and Project Leads were kept up to date with their allocation, and spending levels.  
	TextField74: 4
	TextField75: Budget Planning and Allocation The employee is responsible for budget planning and allocation for assigned programs and staff offices.  This element supports USDA Strategic Goal 5 - Create a USDA for the 21st Century That is High-Performing, Efficient, and Adaptable.  
	TextField76: 1) Consults with supervisor and HQ program managers to determine potential spending for each new fiscal year monthly before Oct. 31st of each year.  2) Provides Budget projections are prepared for the new fiscal year by estimating payroll costs for personnel, including expected grade and step increases, possible COLAs, awards, travel and training to supervisor prior to program managers.  3) Evaluates financial data and performance in order to identify trends and detect critical errors on a monthly basis.4) Provides projections HQ program managers by October 31st of each year upon approval by supervisor.5) Assist in the allocation process as requested.  Allocations are to be prepared upon request .6) Analyst determines own course of action with supervisor's concurrence.
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