

General Instructions for 2011-2012 
Performance Plan and Appraisal-and-Ratings Calculator

Performance Plan and Appraisal

1. Downloading Form
· Download the appropriate form from the Performance Management Program website by selecting the document icon based on Pay Plan (GS includes: AD and GL), Category and Grade, Supervisory Status, Occupational Series.
· For help identifying the employee’s Occupational Series, please refer to the employee’s SF-50, Earnings and Leave Statements, or the OPM website.
· Save the form as a word document.  Include Name and Plan Year in file name (JohnADoe2011-12.doc)

2. Completing Performance Plan
· Majority of the document is locked down and cannot be modified.  Use the tab key or your mouse click to move through the document.
· At least one Performance Goal is required (3 to 5 Goals are recommended).   
· If employee has more than 5 goals, please use the Additional Goals/Comments section located in the back of the plan.
· The employee and Rating Official must sign the Performance Plan Acknowledgements & Comments section once the goals have been established.

3. Printing
· To print a single page, navigate to the page you wish to print.  Click File, Print, Current Page


Ratings Calculator

1. Downloading Form
· Download the Ratings Calculator from the Performance Management Program website by selecting the document icon.
· Save the form as an Excel spreadsheet.  Include Name and Plan Year in file name (JohnADoe2011-12.xls)

2. Calculating Rating
The Ratings Calculator is a separate MS Excel spreadsheet developed to simplify the calculation of the Summary Rating, and is merely a tool to use in calculating ratings.  All scores and ratings should be entered on the Performance Plan and Appraisal under the Annual Appraisal Acknowledgements & Comments section. 

In order to calculate a Summary Rating, complete the following fields in the Ratings Calculator spreadsheet.  

Step 1:  Under “Performance Goals” section input the assigned goal description, weight (%), and performance rating in the associated field labeled “Goal 1”, “Goal 2”, etc. 

Step 2:  Repeat “Step 1” for the “Competencies” section. NOTE: The weights for each competency will automatically calculate.

Step 3: The Rating Calculator will automatically calculate the points for both Goals and Competencies.  The Summary Rating will appear in the “Interim Rating or Rating of Record” box.




