UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET

(Instructions on reverse)

1. Name (Last, First, M.1.) Pay P(IBanaSeries, Agency/Division APPRAISAL PERIOD
rade
From To
. . GS-0303 USDA NRCS 1/3/06 9/30/06
Position Title program Assistant

2. PERFORMANCE ELEMENT

No (Describe below the duty or responsibility for which the employee is accountable and ’ E CRITICAL D NONCRITICAL
: responsible. Indicate if the element is critical or noncritical.)

Mission Results: NRCS Strategic Goal 1 - enhance the productive capacity of the natural resource base to enable a strong agricultural
and natural resource sector and strategic goal 4 - deliver high quality services to the public to enable natural resource stewardship.

Duties: provide travel-related services for vouchers, arrangements; provide time and attendance reporting for NRCS Maine employees;
provide purchasing support; provide vehicle fleet management support; provide telephone answering and mail distribution support.

3. STANDARD (Describe the level expected for "Fully Successful" performance. Include appropriate indicators of quality, quantity, cost efficiency, or timeliness,
where gpplicable))

Travel: travel support activities are provided in accordance with regulations and policy; responses and documentation are usually
provided 3-5 of receipt of request; no more than 3 noted errors per quarter.

Time & Attendance: documentation is completed within prescribed regulations, policies and deadlines; no more than 3 noted errors per
quarter.

Purchasing: procurements are made within regulation and policy and are usually completed with 3-5 days of receipt; no more than 3
instances per quarter of items not being provided.

Vehicle: vehicles are maintained in accordance with manufacturer specifications or in response to an operator-noted equipment problem,
usually within 3-5 days of notification; no more than 3 instances of uncorrected repairs occur per quarter.

Other support is provided as calls and visitors are received; Mail is sent and received on a daily basis; no more than 3 instances of

4. ELEMENT RATING (At theend of the rating period, compare the employee's performance with standard [] EXCEEDS [ FULLY SUCCESSFUL
and assign an element rating. For instructions about documentation, see reverse.) [ ] DOES NOT MEET

ACCOMPLISHMENTS

5. CERTIFICATION OF DEVELOPMENT AND RECEIPT OF PLAN
Signatures certify discussion with the employee and receipt of plan which reflects current position description.

Employee's Signature Date
Supervisor's Signature Date
Reviewer's Signature Date

6. PROGRESS REVIEWS (at least one must be completed

Employee's Initials and Date Supervisor's Initials and Date

AD-435A 12/86
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