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DEPARTMENT OF THE NAVY (DON) INTERIM PERFORMANCE APPRAISAL FORM
Version 3.0
(Please read Privacy Act Statement and Instructions before completing this form.)
PRIVACY ACT STATEMENT
AUTHORITY:  5 U.S.C. Chapter 43.
 
PRINCIPAL PURPOSE(S):  This form will be used for performance planning and results reporting documentation requirements for the DON Interim Performance Management System for positions transitioned from NSPS to GS.
 
DISCLOSURE:  Employee signatures or the lack of signatures do not connote employee verification of any personal information on the form.
1.  APPRAISAL PERIOD:
a.  START DATE
b.  END DATE
PART A - ADMINISTRATIVE DATA
SECTION 1 - PERFORMANCE PLAN
2.  EMPLOYEE NAME (Last, First, Middle Initial)
3.  SOCIAL SECURITY NUMBER (Last 4 digits)
XXX-XX-
4.  POSITION TITLE
5.  GENERAL SCHEDULE (GS) GRADE AND STEP
6.  ORGANIZATION
PERFORMANCE APPRAISAL FORM
Page 1 of 16 Pages
August 2010
PART B - CRITICAL ELEMENT PERFORMANCE STANDARDS
A critical element performance standard is a general description of a level, requirement, or expectation of employee performance that must be met to be appraised at a particular level of performance.  Performance standards are contained in Appendix C of the document Interim Performance Management System Covering Positions Transitioning to the General Schedule from NSPS and are defined by career stage - entry, journey and expert.  A single career stage will be used for all critical elements.  The supervisory performance standard is used only for supervisory critical elements.  Copy and paste the appropriate performance standard(s), including the career stage, into the field below.  
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PART C - CRITICAL ELEMENTS
Critical elements are work assignments, goals, objectives, or responsibilities of such importance that unacceptable performance on the element would result in a determination that an employee's overall performance is unacceptable.  A critical element must be sufficiently specific in nature so as to be understandable by the employee and assessable by a rating official, be comprehensive enough to span the entire rating period or a substantial portion thereof, and must be commensurate with the employee's grade, experience, and position requirements. A performance plan must have a minimum of two, but generally between three and five critical elements, that address individual expectations and goals.
CRITICAL ELEMENT 1
TITLE:
   TITLE:
CRITICAL ELEMENT 3
TITLE:
CRITICAL ELEMENT 2
CRITICAL ELEMENT 4
TITLE:
CRITICAL ELEMENT 5
TITLE:
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b. DATE
5.a. SIGNATURE OF EMPLOYEE (Receipt acknowledged.  Signature does not indicate agreement or disagreement.)
d. DATE
c.  TITLE AND ORGANIZATION
3.a. PRINTED NAME OF RATING OFFICIAL
       (Last, First, Middle Initial)
c.  OTHER (Explain):
b.  TELEPHONE
a.  FACE-TO-FACE
2. MEANS OF DELIVERY (Enter date
    under method used)
1. POSITION DESCRIPTION CERTIFICATION (to be completed by Rating Official)
 
                                             I certify that the employee's position description (PD) is current and accurate.
 
PART D - PERFORMANCE PLAN DOCUMENTATION
The following signature blocks must be signed within 30 days from the start of the appraisal period, entrance on duty of a new employee, or upon formal change to this plan.
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE 
4.a. PRINTED NAME OF SENIOR RATING OFFICIAL 
       (Last, First, Middle Initial)
 
 
 
d. DATE
b.  SIGNATURE 
 
 
 
PART E - COMMAND USE
PART F - EMPLOYEE SELF-ASSESSMENT FOR PROGRESS REVIEW (if required)
PART G - RATING OFFICIAL ASSESSMENT FOR PROGRESS REVIEW (if required)
b. DATE
4.a. SIGNATURE OF EMPLOYEE (Receipt acknowledged.  Signature does not indicate agreement or disagreement.)
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE
2.a. PRINTED NAME OF RATING OFFICIAL
       (Last, First, Middle Initial)
c.  OTHER (Explain):
b.  TELEPHONE
a.  FACE-TO-FACE
1. MEANS OF DELIVERY (Enter date
    under method used)
PART H - PROGRESS REVIEW DOCUMENTATION
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE (OPTIONAL)
3.a. PRINTED NAME OF SENIOR RATING OFFICIAL (OPTIONAL)
       (Last, First, Middle Initial)
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RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 1 - INDIVIDUAL ELEMENT LEVEL:
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PART I - CLOSE-OUT ASSESSMENT
A close-out assessment must be conducted when:
         (a) An employee completes a detail or temporary promotion of 120 days or longer under established critical elements; or
         (b) An employee changes positions, is promoted, or moves to a new agency/activity after being under established critical
                  elements for a minimum of 90 days; or
         (c) The first-level supervisor leaves the position after the employee is under established critical elements for a minimum of
                  90 days.  In this situation, the employee may continue under the same performance plan unless changed by the
                  new supervisor.
CRITICAL ELEMENT 1 TITLE:
EMPLOYEE SELF-ASSESSMENT
PERFORMANCE APPRAISAL FORM
Page 6 of 16 Pages
August 2010
RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 2 - INDIVIDUAL ELEMENT LEVEL:
PART I - CLOSE-OUT ASSESSMENT (CONTINUED)
A close-out assessment must be conducted when:
         (a) An employee completes a detail or temporary promotion of 120 days or longer under established critical elements; or
         (b) An employee changes positions, is promoted, or moves to a new agency/activity after being under established critical
                  elements for a minimum of 90 days; or
         (c) The first-level supervisor leaves the position after the employee is under established critical elements for a minimum of
                  90 days.  In this situation, the employee may continue under the same performance plan unless changed by the
                  new supervisor.
CRITICAL ELEMENT 2 TITLE:
EMPLOYEE SELF-ASSESSMENT
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RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 3 - INDIVIDUAL ELEMENT LEVEL:
PART I - CLOSE-OUT ASSESSMENT (CONTINUED)
A close-out assessment must be conducted when:
         (a) An employee completes a detail or temporary promotion of 120 days or longer under established critical elements; or
         (b) An employee changes positions, is promoted, or moves to a new agency/activity after being under established critical
                  elements for a minimum of 90 days; or
         (c) The first-level supervisor leaves the position after the employee is under established critical elements for a minimum of
                  90 days.  In this situation, the employee may continue under the same performance plan unless changed by the
                  new supervisor.
CRITICAL ELEMENT 3 TITLE:
EMPLOYEE SELF-ASSESSMENT
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RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 4 - INDIVIDUAL ELEMENT LEVEL:
PART I- CLOSE-OUT ASSESSMENT (CONTINUED)
A close-out assessment must be conducted when:
         (a) An employee completes a detail or temporary promotion of 120 days or longer under established critical elements; or
         (b) An employee changes positions, is promoted, or moves to a new agency/activity after being under established critical
                  elements for a minimum of 90 days; or
         (c) The first-level supervisor leaves the position after the employee is under established critical elements for a minimum of
                  90 days.  In this situation, the employee may continue under the same performance plan unless changed by the
                  new supervisor.
CRITICAL ELEMENT 4 TITLE:
EMPLOYEE SELF-ASSESSMENT
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RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 5 - INDIVIDUAL ELEMENT LEVEL:
PART I - CLOSE-OUT ASSESSMENT (CONTINUED)
A close-out assessment must be conducted when:
         (a) An employee completes a detail or temporary promotion of 120 days or longer under established critical elements; or
         (b) An employee changes positions, is promoted, or moves to a new agency/activity after being under established critical
                  elements for a minimum of 90 days; or
         (c) The first-level supervisor leaves the position after the employee is under established critical elements for a minimum of
                  90 days.  In this situation, the employee may continue under the same performance plan unless changed by the
                  new supervisor.
CRITICAL ELEMENT 5 TITLE:
EMPLOYEE SELF-ASSESSMENT
b. DATE
4.a. SIGNATURE OF EMPLOYEE (Receipt acknowledged.  Signature does not indicate agreement or disagreement.)
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE
2.a. PRINTED NAME OF RATING OFFICIAL
       (Last, First, Middle Initial)
c.  OTHER (Explain):
b.  TELEPHONE
a.  FACE-TO-FACE
1. MEANS OF DELIVERY (Enter date
    under method used)
PART J - CLOSE-OUT RATING DOCUMENTATION
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE
3.a. PRINTED NAME OF SENIOR RATING OFFICIAL
       (Last, First, Middle Initial)
PART K - COMMAND USE
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RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 1 - INDIVIDUAL ELEMENT LEVEL:
PART L - ANNUAL ASSESSMENT
To receive a rating of record, an employee must have served for a minimum appraisal period of 90 days under an approved 
performance plan in the same position.  If necessary, an employee's rating period may be extended by the rating official with 
approval from the senior rating official beyond the end of the rating period to allow for the 90-day minimum to be met, as long as
the extension does not interfere with the ability to manage any part of the rating and rewarding process for the employee's 
organization.
CRITICAL ELEMENT 1 TITLE:
EMPLOYEE SELF-ASSESSMENT
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PART L - ANNUAL ASSESSMENT (CONTINUED)
To receive a rating of record, an employee must have served for a minimum appraisal period of 90 days under an approved 
performance plan in the same position.  If necessary, an employee's rating period may be extended by the rating official with 
approval from the senior rating official beyond the end of the rating period to allow for the 90-day minimum to be met, as long as
the extension does not interfere with the ability to manage any part of the rating and rewarding process for the employee's 
organization.
RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 2 - INDIVIDUAL ELEMENT LEVEL:
CRITICAL ELEMENT 2 TITLE:
EMPLOYEE SELF-ASSESSMENT
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PART L - ANNUAL ASSESSMENT (CONTINUED)
To receive a rating of record, an employee must have served for a minimum appraisal period of 90 days under an approved 
performance plan in the same position.  If necessary, an employee's rating period may be extended by the rating official with 
approval from the senior rating official beyond the end of the rating period to allow for the 90-day minimum to be met, as long as
the extension does not interfere with the ability to manage any part of the rating and rewarding process for the employee's 
organization.
RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 3 - INDIVIDUAL ELEMENT LEVEL:
CRITICAL ELEMENT 3 TITLE:
EMPLOYEE SELF-ASSESSMENT
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PART L - ANNUAL ASSESSMENT (CONTINUED)
To receive a rating of record, an employee must have served for a minimum appraisal period of 90 days under an approved 
performance plan in the same position.  If necessary, an employee's rating period may be extended by the rating official with 
approval from the senior rating official beyond the end of the rating period to allow for the 90-day minimum to be met, as long as
the extension does not interfere with the ability to manage any part of the rating and rewarding process for the employee's 
organization.
RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 4 - INDIVIDUAL ELEMENT LEVEL:
CRITICAL ELEMENT 4 TITLE:
EMPLOYEE SELF-ASSESSMENT
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PART L - ANNUAL ASSESSMENT (CONTINUED)
To receive a rating of record, an employee must have served for a minimum appraisal period of 90 days under an approved 
performance plan in the same position.  If necessary, an employee's rating period may be extended by the rating official with 
approval from the senior rating official beyond the end of the rating period to allow for the 90-day minimum to be met, as long as
the extension does not interfere with the ability to manage any part of the rating and rewarding process for the employee's 
organization.
RATING OFFICIAL ASSESSMENT
CRITICAL ELEMENT 5 - INDIVIDUAL ELEMENT LEVEL:
CRITICAL ELEMENT 5 TITLE:
EMPLOYEE SELF-ASSESSMENT
c.  TITLE AND ORGANIZATION
PART O - COMMAND USE
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PART M - ANNUAL PERFORMANCE RATING OF RECORD
CRITICAL
ELEMENT
INDIVIDUAL 
ELEMENT LEVEL
 1
 2
 3
 4
 5
  RATING OF RECORD (If any one critical element is assigned "Unacceptable," then input "Unacceptable."                                                 Otherwise, input "Acceptable.")
CRITICAL ELEMENT TITLE
b. DATE
d. DATE
c.  TITLE AND ORGANIZATION
b.  SIGNATURE
2.a. PRINTED NAME OF RATING OFFICIAL
       (Last, First, Middle Initial)
c.  OTHER (Explain):
b.  TELEPHONE
a.  FACE-TO-FACE
1. MEANS OF DELIVERY (Enter date
    under method used)
PART N - ANNUAL APPRAISAL DOCUMENTATION
d. DATE
b.  SIGNATURE
3.a. PRINTED NAME OF SENIOR RATING OFFICIAL
       (Last, First, Middle Initial)
4.a. SIGNATURE OF EMPLOYEE (Receipt acknowledged.  Signature does not indicate agreement or disagreement.)
SECTION 2 - RATING OF RECORD
b.  SIGNATURE
DD 2906 Test, mARCH 2006
WHS/ESD/IMD
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