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PERFORMANCE APPRAISAL FORM
	Last Name-First Name-Middle Initial
	Social Security No.
	
	Appraisal 
	Period

	
	
	From  
	
	To  

	
	
	
	

	Title, Series and Grade
	Organizational Unit and Location

	Management & Program Analysis Officer, GS-343-14
	DOT/OST/OIG


	A
	CERTIFICATION OF INITIAL DISCUSSION AND APPROVAL OF PERFORMANCE PLAN


______________________
______________________

________________________

Signature of First-Level Supervisor

Title

Signature of Employee

______________________
_______________________

________________________

Signature of Second-Level Supervisor
Title

Date

	B
	                                                   MID-POINT PROGRESS REVIEW


______________________
_____________________

_______________________

Signature of Supervisor

Signature of Employee

Date of Discussion

	C
	                             SUMMARY PERFORMANCE RATING DETERMINATION


	
	
	ACHIEVED RESULTS - All critical performance objectives rated Achieved Results.  


	
	
	MINIMALLY SATISFACTORY- One or more critical performance objectives rated Minimally Satisfactory.



No critical performance objective can be rated Unsatisfactory.

	
	
	UNSATISFACTORY - One or more critical performance elements rated Unsatisfactory.


Reason for Rating:

	
	
	End of annual cycle


	
	
	Employee reassigned


	
	
	Employee leaving agency


	
	
	Summary rating


	
	
	Other (Specify)





________________________________

Signature of First-Level Supervisor


Date




________________________________

Signature of Second-Level Supervisor


Date

I have reviewed the completed performance document and it has been discussed with me.  This does not necessarily mean that I agree with all the information in it or that I forfeit any rights of review.  (Comments may be entered in Section D "Remarks")

________________________________________________

________________________________
Signature of Employee


Date

	D
	REMARKS


This section may be used by supervisor and employee to document discussions at the mid-point progress review, to note changes in the performance plan, and to record comments concerning the summary rating.  Remarks should be initialed and dated.

	fillin "Section D 'Remarks'"


	E
	IDENTIFICATION OF TRAINING NEEDS


	Where required, identify technical and/or management training which could assist the employee in improving job performance.
fillin "Type Section E 'Identification of Training Needs'"


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES


	
	DESCRIPTION OF PERFORMANCE OBJECTIVES WITH THE PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	1.


	PERFORMANCE OBJECTIVE NO. 1:  EFFECTIVE AND EFFICIENT MANAGEMENT OF ASSIGNMENTS.

PERFORMANCE TARGETS

SYMBOL 183 \f "Symbol" \s 10 \h
Ensures that audits and other assignments are routinely accomplished in accordance with GAO auditing standards and OIG guidelines while meeting established milestone dates.

SYMBOL 183 \f "Symbol" \s 10 \h
Provides effective supervision, oversight and technical guidance to subordinate staff, critiquing and revising work progression and products by reviewing and coordinating staff work throughout an assignment, to ensure the work is accurate, timely, and meets established objectives.

SYMBOL 183 \f "Symbol" \s 10 \h
Ensures that work papers are reviewed within the OPM time frames, and that work papers: (1) are properly referenced and cross-referenced, (2) conform to OIG standards, and (3) provide proper support for work performed, findings, and conclusions.

SYMBOL 183 \f "Symbol" \s 10 \h
Ensures the views of technical experts (legal, engineering, statistical, and information technology) are solicited and considered in the audit planning and execution processes.

SYMBOL 183 \f "Symbol" \s 10 \h
Ensures that decision and message meetings are timely, accurately describe assignment plans and results, and include logical, reasonable, workable, and fully supported conclusions and recommendations.

SYMBOL 183 \f "Symbol" \s 10 \h
Throughout the audit, provides timely and relevant briefings to OIG management and presents findings and recommendations to Operating Administration (OA) officials and works for the resolution of issues.

SYMBOL 183 \f "Symbol" \s 10 \h
Actively contributes to the quality and effectiveness of entrance and exit conferences with OA management.

SYMBOL 183 \f "Symbol" \s 10 \h
Effectively and timely adjusts to changes in priorities, staffing, travel funds, etc., and ensures efficient use of audit resources.

SYMBOL 183 \f "Symbol" \s 10 \h
Timely requests and sufficiently justifies extensions of deadlines and prepares accurate and timely input for the Transportation Inspector Generals Reporting System (TIGR).

SYMBOL 183 \f "Symbol" \s 10 \h
Establishes effective working relationships with OIG management and Federal, state, local and private sector management officials.


	
	
	


	Explanation of Performance Below aCHIEVED reSULTS Level


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES


	
	DESCRIPTION OF PERFORMANCE OBJECTIVES WITH THE PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	2.


	PERFORMANCE OBJECTIVE NO. 2: EFFECTIVE AND EFFICIENT ASSIGNMENT PLANNING.

PERFORMANCE TARGETS
· Ensures that sufficient research is conducted to (1) identify audits that have the potential to improve Departmental programs and operations, and (2) support the preparation of Inspector General testimonies, speeches, and presentations, when requested.  Research should include meeting with officials from operating administration, industry, organizations, and congressional staff, and reviewing public laws, congressional budget guidance, recent legislation, past audits or investigative inquiries, and relevant publications and web sites.

· Assists in developing, revising, and updating issue areas for the annual tactical and biennial strategic audit plans using recommendations of subordinates and own original ideas.

· Submits audit proposals that contain clear and concise audit objectives.  Audit proposals should also include methodology, potential benefits, anticipated job costs, staffing, and milestones.

· Plans audits so they can be completed within established timeframes and uses staff effectively.

· Provides effective guidance to staff on conducting planning research, and developing audit proposals and audit programs.

· Ensures that audit programs are fully developed and performed in accordance with auditing standards and (1) cover applicable audit objectives, (2) establish logical priorities, and (3) include relevant and detailed audit steps.

	
	
	


	Explanation of Performance Below aCHIEVED reSULTS Level


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES


	
	DESCRIPTION OF PERFORMANCE OBJECTIVES WITH THE PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	3.


	PERFORMANCE OBJECTIVE NO. 3: EFFECTIVE AND EFFICIENT FULFILLMENT OF REPORTING REQUIREMENTS.

PERFORMANCE TARGETS

SYMBOL 183 \f "Symbol" \s 10 \h
Prepares audit reports and written products that are comprehensive, accurate, well written, responsive to established objectives and in accordance with OIG standards.

SYMBOL 183 \f "Symbol" \s 10 \h
Submits reports to Program Director (PD) for review that demonstrate clarity of thought, logical conclusions, adherence to standards, and fully supported by workpapers.  Revisions are made timely and address PD’s review notes.

SYMBOL 183 \f "Symbol" \s 10 \h
Using input from subordinate staff in the form of draft findings and other draft segments of audit reports, generally prepares complete draft audit reports for management review within a reasonable amount of time from the start of the audit.

SYMBOL 183 \f "Symbol" \s 10 \h
Generally prepares draft reports to ensure issuance within timeframes established as a result of the message meeting, and final reports for issuance within 30 days of receiving agency response.

SYMBOL 183 \f "Symbol" \s 10 \h
Ensures audit reports provide balanced reporting and address management control deficiencies and monetary savings as appropriate; and ensures that management comments are solicited, evaluated and presented in written reports.

SYMBOL 183 \f "Symbol" \s 10 \h
Provides timely and accurate input to Program Director for weekly, monthly, and quarterly reports which summarize past and planned activity and highlight significant items.

SYMBOL 183 \f "Symbol" \s 10 \h
Prepares accurate and comprehensive responses to suspense items and special requests by due dates or by approved extended dates.  Consistently submits requests for extensions in advance of the due date.

SYMBOL 183 \f "Symbol" \s 10 \h
Prepares data timely and accurately regarding travel funds, training needs, semiannual report issues, staffing requirements and other issues as required by the Program Director.

SYMBOL 183 \f "Symbol" \s 10 \h
Keeps Program Director informed of significant, controversial, or late issues including instances where significant audit recommendations are not likely to be resolved within 60 days after the date of the final report.

	
	
	


	Explanation of Performance Below aCHIEVED reSULTS Level


	F
	IDENTIFICATION OF CRITICAL PERFORMANCE OBJECTIVES


	
	DESCRIPTION OF PERFORMANCE OBJECTIVES WITH THE PERFORMANCE TARGETS.
	ACHIEVED

RESULTS
	MINIMALLY

SATISFACTORY
	UNSATIS-FACTORY

	4.


	PERFORMANCE OBJECTIVE NO. 4: EFFECTIVE AND EFFICIENT MANAGEMENT OF HUMAN RESOURCES.  

PERFORMANCE TARGETS

SYMBOL 183 \f "Symbol" \s 10 \h
Performs effective supervision of assigned staff to foster a constructive teamwork environment and ensure compliance with OIG diversity, sexual harassment and safe workplace policies.

SYMBOL 183 \f "Symbol" \s 10 \h
Prepares and gives performance appraisals, discusses technical performance with staff in a timely and constructive manner, and communicates work expectations to employees.

SYMBOL 183 \f "Symbol" \s 10 \h
Assigns work to staff commensurate with employees' grade level and demonstrated ability, providing challenging tasks and constructive feedback.

SYMBOL 183 \f "Symbol" \s 10 \h
Keeps staff informed of organizational changes that may affect their work, seeks input from employees, and raises employee concerns to higher level management.

SYMBOL 183 \f "Symbol" \s 10 \h
Provides timely and meaningful input to Program Director on staff performance and training needs, and assists in the development of the annual Individual Learning Plan (ILP) for assigned staff by established milestones.


	
	
	


	Explanation of Performance Below aCHIEVED reSULTS Level



