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PERFORMANCE MANAGEMENT RECORD

Coverage
Bureau Appraisal CycleAppraisal Year

IlJ General Schedule

IlJ October I - September 30From: 06/01/07

o Federal Wage System

o June I - May 3\

o Wage Marine

o November I - October 31
To: 09/30/07

Employee's Name: ~__ ..

Position Title: Information Technoloqy Specialist

Organization: I. Economic Development Administration

2. Office of Information Technology

Pay Plan, Series, Grade/Step: GS 2210 12

3. _

4. _

PERFORMANCE PLAN CERTIFICATION
TL'. -.-- :•• - • __,,~t~ """m~nt "rthe work that will be the basis for the employee's performance appraisal.

~ .. -~.- --.-- ....- -- -. --- .... -. ----

Privacy Act Stalement - Disclosure of your social security number is voluntary. The number is linked with your name in the official
personnel rccords to ensure unique identification of your records. Thc socia! security number will bc used solely to ensure accuratc cntry of
your pcrformance rating into thc automated rccord systcm.



CO-430(b)

PERFORMANCE PLAN AND APPRAISAL RECORD
Employee Name:'

I uateIElement No.
1

of506/01/07-- ----

Cascaded Organizational Goals
Each element must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal, then list the Bureau Goal, and the SES Manager Goal to complete the cascade.DOC Strategic Goals:o Strategic Goal I: Provide the information and tools to maximize U.S. competitiveness and enable economic growth for American

industries, workers and consumersD Strategic Goal 2.:Foster science and technology leadership by protecting intellectual-property, enhancing technical standards and advancing
measurement sCienceD Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardshipo Management Integration Goal: Achieve Organizational and Management Excellenceo Bureau Goal: Deploy a skilled, knowledgeable and strategy-focused workforce[Z] SES/Organizational Goal: Move organization to a culture of performance

Critical Element and Objective

Customer Service
To respond to internal and extemal customers, stakeholders, and the public.

Weighting Faetor (The wei~t/ for each element should reflect the significance within the framework of the Department's or

IElement Weight
bureau's orIT~nization goals. eights should not be assigned based on the percenta~e of time an employee spends working on

I
20that elemen . Enter the weipl t for this element In the adiacent box,....

Results of Major Activities: Identify results that need to be accomplished in support of the performance element.
A minimum of 3 and a maximum of 6 measurable results must be listed.

1. Customers, both internal and external, received the services as defined by the functions and responsibilities of the organization and customer
expectations were managed to ensure customers understood the type and level of service available and expected time frames.
2. Relationships are established and maintained with counterparts in Department and other DOC bureaus and these relationships facilitate the
accomplishment of EDA and Department goals and activities.
3. The supervisor is kept apprised of any problematic or controversial issues and provided recommendations for the resolution of such issues.4. Organizational objectives are achieved through communication and collaboration with other Agency and Department offices and other

Department bureaus.

5. Customer inquiries are acknowledged, needs are identified, issues are clarified, and customers are apprised of the status of the inquiry and
when to expect resolution.
6. Customer service is provided in collaboration, consultation, and partnership with customers, other agencies, and stakeholders.

Criteria for Evaluation: Supplemental Standards are required for each element and must be defined at Level 3 performance in terms ofqualiry, quantiry, timeliness, and/or cost-effectiveness. Attached Generic Performance standards also apply.
1. Pro-actively identifies and addresses customer needs and expectations.

2. Routinely and timely responds to customers with factually accurate information that is consistent with EDA and Department guidance and
policies and relevant program or technical documents.
3. Service and work products reflect consideration of customer issues and concerns.4. Writing reflects sound analytical thinking, presents concise, well-reasoned conclusions, and is free of grammatical and typographical errors.5. Oral communication with superiors, peers, subordinates, and others is clear, courteous, consistent with Agency, Department and Administration
pOlicies and directly addresses issues and questions.




