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DON Interim Performance Management System (IPMS) 

Completing an Annual Assessment 

An annual review is conducted at the end of the performance cycle on 30 September each year.  

Employees must complete self-assessments by 15 October, and Rating Officials must complete their 

assessments by 30 October each year.  This sheet shows how to complete the assessments on the DON 

Performance Appraisal Form.
1
   

 
 1.   Employee should open their copy of the performance appraisal; if you receive a JavaScript warning, 

click options and select either option to enable JavaScript. 

 
 
      2.   Parts A-D should have been fully completed, of particular importance is Part D which should  

            look something like this: 

 
 

                                                           
1
 These instructions utilize Version 3 of the IPMS form, which is the most recent for FY11.  DON allows the use of prior 

versions of the form, which may differ from the examples presented here.  While the specific locations may change, general 

workflow remains the same between all forms.  Please note that all plans for FY12 must be done on the new version 4 of the 

IPMS form.   
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3.   Employees should review their critical elements and their performance standards. Employees will 

need to address their progress toward these objectives during the period they have been working on 

them.   The performance standards should be listed on the form in Part B, or are available here.   

 
4. Employee will then input their self assessment under Part L (starting on page 11) in the appropriate 

block (marked below) for each critical element:  

 
5.   Once done, employee should save appraisal form with a new file name and e-mail to their rating 

official for their input.  

 
6. Rating Official should repeat steps 1-3 above.  

 

 

 

 

 

 

 

 

 

 

 

https://g2.cnic.navy.mil/files/app?lang=en_US#/person/1393080031/file/674c3096-c039-4b23-b8ae-f0c7cfa389d6ae-f0c7cfa389d6
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7. Rating official will then input their self assessment under Part I in the appropriate block (marked  

below) for each critical element:  

 

 
 

8.  Rating officials should rate employee on each critical element as “Acceptable” or”  

     Unacceptable” using the drop down at the bottom of each page based on the performance standards.   

9. Once the rating official has completed their appraisals they should save the form under a different 

name and move to Parts M and N on page 16.  
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10.  In Part M, verify the individual element level ratings have carried over, and input the final rating of 

record.   

 
 

11.  In Part N, rating official should complete 2a, 2c, and 2d.  

       12.  Once completed the RO should click the red arrow (block 2b) and then click “Sign” in the  

             pop up box that appears to electronically sign the form.  

13. Once signed, the RO should save the document and e-mail it to the Senior Rating Official for review.  

14. If the SRO agrees with the appraisal as written they will fill out blocks 3a, 3c, and 3d, and then sign 

the document as in step 12 above. If the SRO disagrees they should return the document to the RO 

for corrections.  

15.  The SRO should turn the completed form in for PARB use. Once the PARB has determined the final 

award amounts, the RO will complete the rest of Part N after completing the performance 

conversation with the employee.  

 

If a Rating Official wishes to submit an award recommendation, they 

must also complete the “Recognition and Awards Form”.   
Recognition and Awards Form 

Form Instructions 

https://g2.cnic.navy.mil/files/app?lang=en_US#/person/1300717639/file/b1964fcf-71c9-4a0e-89e7-d617281b256c
https://g2.cnic.navy.mil/files/app?lang=en_US#/person/1300717639/file/855c60d3-3932-4a2d-8848-8ec84ed0e8f4

