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UNITED STATES DEPARTMENT OF AGRICULTURE

PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 
FOR NON-SUPERVISORY POSITIONS

1.    EMPLOYEE INFORMATION

Name (Last, First, M.I) Pay Plan, Series, Grade Agency/Division

Position Title

From To

APPRAISAL PERIOD

2.    USDA AND AGENCY OR STAFF OFFICE STRATEGIC GOALS AND MANAGEMENT INITIATIVES 
(List the current Strategic Goals and Management Initiatives)

3.    MISSION RESULTS-ORIENTED PERFORMANCE ELEMENT 
No. 1 (Describe below the element title and the duty or responsibility for which the employee is accountable and responsible)

CRITICAL

4.    ALIGNMENT, STANDARDS AND MEASURES

LINKAGE 
(List the Goal or Initiative with which the Results-Oriented Performance Element will 
align, and any specific Strategies and Objectives.)

STANDARDS AND MEASURES 
(Describe the level expected for "Fully Successful" performance.  Include appropriate measures of 
quality, quantity, cost effectiveness or timeliness.)

Goal/Initiative:

Strategies and Objectives:

Goal/Initiative:

Strategies and Objectives:



UNITED STATES DEPARTMENT OF AGRICULTURE

PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 
FOR NON-SUPERVISORY POSITIONS
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EXCEEDS
FULLY SUCCESSFUL
DOES NOT MEET

5.    ELEMENT RATING (At the end of the rating period, compare the employee's  
performance with standards and assign an element rating.)

6. ACCOMPLISHMENTS

Goal/Initiative:

Strategies and Objectives:

Goal/Initiative:

Strategies and Objectives:



7d.  ACCOMPLISHMENTS
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7a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

7b.  STANDARD (Describe the level expected for "Fully Successful" performance.  Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

7c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet
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8a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

8b.  STANDARD (Describe the level expected for "Fully Successful" performance.  Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

8c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet

8d.  ACCOMPLISHMENTS
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9a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

9b.  STANDARD (Describe the level expected for "Fully Successful" performance. Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

9c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet

9d.  ACCOMPLISHMENTS
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10a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

10b.  STANDARD (Describe the level expected for "Fully Successful" performance.  Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

10c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet

10d.  ACCOMPLISHMENTS
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11a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

11b.  STANDARD (Describe the level expected for "Fully Successful" performance.  Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

11c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet

11d.  ACCOMPLISHMENTS
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12a.  PERFORMANCE ELEMENT

No.
(Describe below the duty or responsibility for which the employee is accountable and responsible. 
Indicate if the element is critical or noncritical.)

CRITICAL

NONCRITICAL

12b.  STANDARD (Describe the level expected for "Fully Successful" performance.  Include measures indicators of quality, quantity, cost effectiveness, or timeliness.)

12c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    
rating.  Refer to documentation, as necessary.)

Exceeds

Fully Successful

Does Not Meet

12d.  ACCOMPLISHMENTS



13.  CERTIFICATION OF DEVELOPMENT, EMPLOYEE INVOLVEMENT AND RECEIPT OF PLAN 
Signatures certify employee involvement in the development of, and receipt of plan which reflects current position description

NOTE TO EMPLOYEE: You are requested to sign and date below to certify receipt of this performance plan.  Your signature does not mean that you agree or disagree with the contents of 
the plan.  However, your failure to sign does not void the contents of this plan or the performance expectations documented within.

I participated in the development of this performance plan.

I was not invited to participate in the development of this performance plan.

I chose not to participate in the development of this performance plan.

DateEmployee's Signature

Supervisor's Signature Date

Reviewer's Signature Date

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

1st Quarter 2nd Quarter 3rd Quarter 4th Quarter 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter

Date Date Date Date Date Date Date Date

14.  CERTIFICATION OF PERFORMANCE MANAGEMENT PROGRAM TRAINING 
Signature certify completion of the most recent program training, required every two years

Employee's Signature Date

Date of Training

Supervisor's Signature Date

Course Title or Other 
Description

Page 9 of 10AD-435E rev 11/2013

PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 
FOR NON-SUPERVISORY POSITIONS

UNITED STATES DEPARTMENT OF AGRICULTURE

If employee did not sign, state reason:



United States Department of Agriculture

Performance Appraisal
1. Position Number 2. Pay Plan 3. Occupational Series 4. Grade

5. Name (Last, First, Middle Initial - No Nicknames) 
 

From: To:

6. Appraisal Period

7. Official Position Title 8. Agency, Division, Office 9. Duty Station (City, State)

10. Performance Elements
11A 

Critical  
Element

11B  
Exceeds Fully 

Successful 

11C  
Meets Fully 
Successful

11D  
Does Not  
Meet Fully 
Successful

1)

2)

3)

4)

5)

6)

7)

Mission-Results Element = 4 appraisal units 
Other Critical Elements = 2 appraisal units each 
Non-Critical Elements = 1 appraisal unit each Totals

11E Exceeds 11F Meets 11G Does Not 
Meet

11H Enter Total (11E + 11F + 11G = 11H)

12. Summary Rating

Rating of Outstanding if 11E equals 11H.  
Rating of Superior if no element is rated in 11D, 11F is greater than zero, and 11E is greater than 11F. 
Rating of Minimally Satisfactory if any non-critical element, but no critical element, is related in 11D. 
Rating of Unacceptable if any Critical Element is rating in 11D. 
Rating of Fully Successful if none of the above applies.

Outstanding Superior Fully Successful Minimally Satisfactory Unacceptable

13. Employee's Signature Employee Signature Date If employee did not sign, state reason:

14. Rating Official Signature Date 15. Reviewing Official Signature Date
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APPRAISAL PERIOD
4.    ALIGNMENT, STANDARDS AND MEASURES
LINKAGE
(List the Goal or Initiative with which the Results-Oriented Performance Element will align, and any specific Strategies and Objectives.)
STANDARDS AND MEASURES
(Describe the level expected for "Fully Successful" performance.  Include appropriate measures of quality, quantity, cost effectiveness or timeliness.)
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5.    ELEMENT RATING (At the end of the rating period, compare the employee's 
performance with standards and assign an element rating.)
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7a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
7c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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8a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
8c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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9a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
9c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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10a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
10c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
UNITED STATES DEPARTMENT OF AGRICULTURE
PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET FOR NON-SUPERVISORY POSITIONS
Page 7 of 10
AD-435E rev 11/2013
11a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
11c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
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12a.  PERFORMANCE ELEMENT
(Describe below the duty or responsibility for which the employee is accountable and responsible. Indicate if the element is critical or noncritical.)
12c.  ELEMENT RATING  (At the end of the rating period, compare the employee's performance with standard and assign an element    rating.  Refer to documentation, as necessary.)
13.  CERTIFICATION OF DEVELOPMENT, EMPLOYEE INVOLVEMENT AND RECEIPT OF PLAN
Signatures certify employee involvement in the development of, and receipt of plan which reflects current position description
NOTE TO EMPLOYEE: You are requested to sign and date below to certify receipt of this performance plan.  Your signature does not mean that you agree or disagree with the contents of the plan.  However, your failure to sign does not void the contents of this plan or the performance expectations documented within.
Employee's Initials and Date
Supervisor's Initials and Date
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter
14.  CERTIFICATION OF PERFORMANCE MANAGEMENT PROGRAM TRAINING
Signature certify completion of the most recent program training, required every two years
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PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL WORKSHEET 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UNITED STATES DEPARTMENT OF AGRICULTURE
United States Department of Agriculture
Performance Appraisal
6. Appraisal Period
10. Performance Elements
11A
Critical  Element
11B  Exceeds Fully Successful	
11C  Meets Fully Successful
11D  Does Not  Meet Fully Successful
1)
2)
3)
4)
5)
6)
7)
Mission-Results Element = 4 appraisal units Other Critical Elements = 2 appraisal units each Non-Critical Elements = 1 appraisal unit each
Totals
12. Summary Rating
Rating of Outstanding if 11E equals 11H. 
Rating of Superior if no element is rated in 11D, 11F is greater than zero, and 11E is greater than 11F.
Rating of Minimally Satisfactory if any non-critical element, but no critical element, is related in 11D.
Rating of Unacceptable if any Critical Element is rating in 11D.
Rating of Fully Successful if none of the above applies.
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