TWMS Interim Performance Management System Tool
Closeout Steps

CNIC N135
HR Business Operations and Assessment Branch

—



IPMS on TWMS Notes

—

« The tool can be accessed through TWMS Self Service for
all IPMS Employees, Rating Officials, and Senior Rating
Officials

o After the final supervisory approval on a process phase is
complete, employees usually need sign the appraisal to
acknowledge receipt

- Employee signhature on any step does NOT constitute agreement
and merely confirms employee has seen the plan/appraisal

« Copies of plans started on paper should continue to be
retained
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ACCESSING IPMS TOOL FROM
TWMS SELF-SERVICE







Closeout Notes

—

o All critical element adjustments and closeout assessments
MUST be initiated by the Rating Official

 To initiate a closeout the prior phase of the plan must have
been completed

- e.g., Plan status is “Plan Completed” or “Mid-Year Completed”



CLOSEOUT
RATING OFFICIAL INITIATION STEPS
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CLOSEOUT
EMPLOYEE SELF-ASSESSMENT
STEPS
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CLOSEOUT
RATING OFFICIAL ASSESSMENT
STEPS
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CLOSEOUT
SENIOR RATING OFFICIAL
APPROVAL STEPS
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CLOSEOUT
EMPLOYEE ACKNOWLEDGMENT
STEPS




Employee Acknowledgement
N

« Employees must sign the closeout to
acknowledge that they have seen the closeout

and are aware of its contents

e SIGNATURE CERTIFIES ACKNOWLEDGEMENT
ONLY AND DOES NOT IMPLY AGREEMENT WITH
THE CONTENT OF THE CLOSEOQUT
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Final Disposition
N

« Employee, Rating Official, and Senior Rating Official
should all “Print” a copy of the closeout appraisal for their
records

 |If Closeout was result of Supervisor Departure/Change

- Employee or New Supervisor should contact local HRO

* Hierarchy needs to be updated
* Plan should be transferred to new Rating Official

o If closeout was result of Employee Departure/Position
Change

- Contact local HRO to ensure a copy of the closeout is transferred to
the Official Personnel Folder (OPF)

- If change is internal to CNIC contact HRO to have old plan cleared
from system before you start your new plan

—
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QUESTIONS?

—

If you need assistance please contact your local
HRO
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