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*+ Start up Dates

* Completion of eFORM
+ Resources



—

+ Enterprise Forms System (EFS)

* Component of eMail Electronic Records and Document
Management System (eERDMS).

* Framework for storing, accessing, and managing the
Department’s records.
 EFS will consolidate all internal forms used by the
Department and external forms used by the public
into a centralized automated forms program.



What is an eForm

« An eForm (electronic form)is a computer pi
version of a paper form.

+ Eliminates the cost of printing, storing, and
distributing pre-printed forms.

* Can be filled out faster because the programming
associated with them can automatically format.

* Can calculate, look up, and validate information.

+ Digital signatures and routing via email reduces
completion time.

* Electronic submission of completed forms eliminates
cost of rekeying data and associated errors.
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*

*

*

*
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New Features

\

Electronic Signature

Online, Paperless Approval

Automated E-mail Notices

Filters by Bureau/Office

Full Text Search

Open/Save Forms Online — Submit Online
Keeps History Automated Receipt, if needed




Start up Dates

\

* Current Paper versions were used to close out FY 2014

* eFORM is optional for FY 2015

* Hard copy forms available in Performance Management
(Non-SES) Toolbox

+ Full transition for use in FY 2016



Completion of eFORM
.‘

» Form launched December 19, 2014.

» Use for FY 2015 optional by Bureaus and Offices.

» Guidance and instructions are located on the DOI HR
website at http://doi.gov/pmb/hr/index.cfm.

» Performance Management (Non-SES) Toolbox
established with guidance.

» Hard copy forms are also located in the Toolbox.


http://doi.gov/pmb/hr/omdex.cfm

Completion of eFORM

‘\

« All information is housed in the Department’s
Electronic Forms System (EFS)

* To access the system, the link is
https://eforms.doi.gov



https://eforms.ddoi.gov

Completion of eFORM

U.S. Department of the Interior (UAT)

Welcome nchomycia@ios.doi.gov
o eForms Info

Home Farms Task List Histary
# — & O]

\ @ To ensure optimal performance with this system, the use of Bison Connect

(Google Chrome) is highly recommended.

B 1 O

Forms Task List

History

View available Complete your View the
forms and start saved draft forms history of
filling them in and tasks forms you

have submitted



Completion of eFORM

Home Forms Task List History
)] & & O]

Forms (* = Static PDF format)

Find forms using our smart form search engine. Bureau:

. DI-3100: Employee Performance Appraisal Plan
DI-3100: Form serves as an employee performance appraisal plan.

B DI-31008: Supervisory Performance Appraisal Plan -

DI-3100S: Form Serves as a supervisory performance appraisal plan.
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Completion of eFORM

i

Performance Management (Non-SES) u
Toolbox

DI-3100: Employee Performance Appraisal Plan

Terms and Conditions

By clicking "Accept” below, you are certifying that the "Understanding
Performance Management” and "Benchmark Employee Performance [Dr-3100 - Employes Parformance Appraissl Plan
Standards" have been reviewed. ‘D[-EIDDS - Supervisory Employee Performance Appraisal Plan

‘Gu\dancs to Completing the Employee Performance Appraisal Plan

‘ Non-SES Peformance Management System

Guidance to Completing the Supervisory Employee Performance Appraisal Plan

Benchmark Employee Performance Standards

Benchmark Supervisory Performance Standards

‘Undarstandlng Performance Management

‘Fraquantly Asked Questions - Non-SES Performance Appraisal

‘Guwde to Developing Individual Development Plans (IDP)

‘Instructmns for Completing the Individual Development Plan

Individual Development Plan

Departmental Manual Chapter 370 DM 430 - Performance Management System

Performance Appraisal Handbook (370 DM 430)

‘ePAP - DI-3100 - Initiating a Performance Plan by the Rating Official

‘EPAP - DI-3100S - Initiating a Performance Plan by the Rating Official

‘ePAP - DI-3100 - Initiating a Performance Plan on Behalf of the Rating Official

‘EPAP - DI-3100S - Initiating a Performance Plan on Behalf of the Rating Official

‘ePAP - DI-3100 - Completed Form Example

‘EPAP - DI-31005 - Completed Form Example
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Completion of eFORM

DI1-3100: Employee Performance Appraisal Plan

Are you creating this form on the behalf of a supervisor?*

Submit Now When you have completed this form, click the *Submit Mow' button to submit the form for processing. You
will then be provided with further instructions should you have to provide supporting documentation.

To save a partially completed form for completion at a later date, click the *Save Online’ button. You can
then log on to the EFS Portal with your username and password at any time to complete this transaction.

Save Online

DI-3100: Employee Performance Appraisal Plan

Are you creating this form on the behalf of a supervisor?

Mo v

To save a partially completed form for completion at a later date, click the "Save Online’ button. You can
then log on to the EFS Portal with your username and password at any time to complete this transaction.
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Completion of eFORM

DI1-3100: Employee Performance Appraisal Plan

Are you creating this form on the behalf of a supervisor?
Yes A

Privacy Act Notice

Chapter 43 of Title 5, U.5.C_, authorizes collection of this information. The primary use of this information is by
management and your servicing human resources office to issue and record your performance rating. Additional
disclosures of this information may be: To MSPB. Office of Special Counsel, EEOC, the FLRA, or an arbitrator in
connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a
congressional office in response to an inguiry made on behalf of an individual; to the appropriate Federal, State. or
local government agency investigating potential violations of civil or criminal law or regulation; and to Federal State,
local and professional licensing boards in determining qualifications of individuals seeking to be licensed.

If yvour agency used the information furnished on this form for purposes other than those indicated above, it may
provide you with an additional statement reflecting those purposes.

Assistant Information

Email*
Micholas_Chomycia@ios doi gov

Consultation

Rating Official

Email*

13



Completion of eFORM

First Mame™
ML
Last Mame®
Title*
Pay Plan Code®
GS, GENERAL SCHEDULECHS515U S C
Series”
Grade®

Duty Station™

14
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Completion of eFORM

Critical Elements

Critical Element 1

Performanc e Management

Performance Measure®
Human Capital Management - Safe Workplace

Performance Standards
Excepticnal
See Benchmark

SuUperor
See Benchmark

\l:u”?' Successul®

In addition to Benchmark - Updates program guidance.

Minimally Successful

Unsatisfactory

Add Cntical Element



Completion of eFORM

ACTION REQUIRED: DI-3100-Guidance for Nicholas

Cth"IYCia [ Inbox  x ‘ Home . Forms W TaskList ® History

eForms_Do_Not_Reply_UAT@ios.doi. Jan 14 (1 day ago) - |- (i) Toensure optimal performance with this system, the use of Bison Connect
to me (=

Dear Micholas Chomycia,

(Google Chrome) is highly recommended.

The follow! <8100-Guidance for Nicholas Chomytia is awaiting your

attention in the the EFS Poral Please take appropnate action and complete V

your workflow task in a timely manner. | |

Appraisal For: Nicholas Chomycia i ;

Form Name: DI-3100-Guidance [Forms Tk Lis History

Reference Number: DI-3100 Guidance-e9018c54NC Jen avaiane Comeete vour ventne
orms and start saved draft forms history of
filling them in and tasks forms you

Click here to view the "Understanding Performance Management” and
"Benchmark Employee Performance Standards” decuments.

have submitted

Task List

Please do not FEF'W' to this e-mail. This mailbox is not menitored. Click here for This is where you will be able to find the forms that you have saved but not yet
the Enterprise Forms System (EFS:I program site that includes FAQs contact submitted. You will also see any form related tasks assigned to you in this
. i d . } section.
infermatien for your bureau/cffice, and a means to provide comments.
Forms (* = Static PDF format)
Find forms using our smart form search engine. Bureau:
3100 Go v

. DI-3100: Employee Performance Appraisal Plan

DI-3100: Form serves as an employee performance appraisal plan.

. DI-31008: Supervisory Performance Appraisal Plan

DI-3100S: Form serves as a supervisory performance appraisal plan.
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Completion of eFORM

DI-3100: Employee Performance Appraisal Plan

® Terms and Conditions

By clicking "Accept” below, you are certifying that the "Understanding
Performance Management” and "Benchmark Employee Performance
Standards" have been reviewed.

=35

Assistant Information

First Mame®

M1

Last Name*

Title

Pay Plan Code*
GS, GENERAL SCHEDULECH515USC v

Series”

Grade®

Consultation
e Duty Station”™

Rating Official

Email* Appraisal

MM/DDIYYYY ]

Period*

MM/DDIYYYY &

Bureau/Agency*

17



Completion of eFORM

Critical Elements

ritical Element 1

GPRA/Strategic Goal
Performance Management

Performance Measure”
Human Capital Management - Safe Workplace

Performance Standards
Exceptional
See Benchmark

Superior
See Benchmark

Fully Successful®
In addition to Benchmark - Updates program guidance.

Minimally Successful

Unsatisfactory

18
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Completion of eFORM

Critical Element 1

GPRA/Strategic Goal

+

Performance Measure: Supervisory/Managenal duties are effectively carmed out in order fo support the Department’s
capacity to manage its programs in results oriented, customer-focused, and efficient manner.

SupervisoryManageral Element: Performance of supenvisory/managenal dufies will be camed out in accordance with
regulatory requirements and other Bureau/Office policies governing the following area:

+ Diversity/EEQ obligations;

+ Intermal Management controls;

«  Ment Systems Principles;

+ Safefy and Oceupational Health obligations;

+  FEffective Performance Management; and

« Effective Management of ethics, conduct & discipline issues.

+ Hiring Reform
Performance Measure®

Performance Standards



Completion of eFORM

Submit

Target Progress Review Date®
= (4152015

[¥| | certify that Critical Elements/Standards were discussed.*
\¥| | certify that employee involvement was solicited by supervisor.*
\¥| | certify that the employee was provided training in Performance Management System.*

Are you attaching an IDP?
No v

Employee Email*
nicholas_chomycia@ios.doi.gov

When you have completed this form, click the *Submit Mow' button to submit the form for processing. You
will then be provided with further instructions should you have to provide supporting documentation.

To save a partially completed form for completion at a later date, click the *Save Online’ button. You can
then log on to the EFS Portal with your username and passward at any time to complete this transaction.

Save Online

20



Completion of eFORM
R

Notification is sent to the employee advising him/her of action
required to establish their performance plan.

Clicking on the Enterprise Form System (EFS) Portal opens the
Task List of items for review and completion.

““Understanding Performance Management” and “Benchmark
Standards” documents can be reviewed by clicking on the link
identified.

Additional EFS information, including FAQs can also be reviewed
by clicking on the link identified.

21



Completion of eFORM

* The employee should verify the informatior
plan, enter the last four digits of their SSN and certlfy the rating
official discussed the elements/standards. The employee should
also review “Understanding Performance Management” and the
IDP, if uploaded. After the review is completed, the employee
must click on Submit Now to submit the form for processing.

Employee
Note: The collection of the last four digits of your Social Security Number (SSN) is required for integration with the Federal Personnel Payroll System
(FPPS) and the electronic Official Personnel Folder (eOPF) databases.
First Name® ML Last Name” Last 4 S5N”
Nicholas Chomycia 1234

Target Progress Review Date (@
04/15/2015

Do you certify that the critical elements/standards were discussed; your invovlement was selicited by your supervisor; and you have read the
"Understanding Performance Management"? *
Yes ¥

Submit Now ‘When you have completed this form, click the *Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

Save Online To save a partially completed form for completion at a later date, click the *Save Cnline’ button. You can then log on to the EFS Portal with your
usermname and password at any time to complete this transaction.

22



Completion of eFORM

* The employee has 7 days to review and
performance appraisal plan.

« After 7 days, if the form is not signed, it is returned to the Rating
Official indicating there was no action taken by the employee.

*  The Rating Official must determine whether the employee is
refusing to sign the Performance Appraisal Plan or did not have
sufficient time to act on the request. Entering No or Yes will
move the form forward for the appropriate action.

DI-3100: Employee Performance Appraisal Plan

Nicholas Chomycia's task has expired after 7 days of inaction. Please indicate whether Nicholas Chomycia refuses to sign this appraisal.

Chapter 43 of Title 5, U.S.C., authorizes collection of this information. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEOQC, the FLRA, or an arbitrator in connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a congressional office in respense to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local govemment agency investigating potential viclations of civil or criminal
law or regulation; and to Federal State, local and professional licensing beards in determining qualifications of individuals seeking to be licensed.

If your agency used the information funished on this form for purpeses other than those indicated above, it may provide you with an additional statement
reflecting those purposes. 23



Completion of eFORM

—

Michelas Chomycia's task has expired after 7 days of inaction. Please indicate whether Nichclas Chomycia refuses
to sign this appraisal.
No v I

Privacy Act Notice

Chapter 43 of Title 5, U.5.C., authorizes collection of this information. The primary use of this information is by
management and your servicing human rescurces office to issue and record your performance rating. Additional
disclosures of this information may be: Toe MSPB, Office of Special Counsel, EEQC, the FLRA, or an arbitrater in
connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a
cengressicnal office in response to an inquiry made on behalf of an individual; to the appropriate Federal, State, or
local government agency investigating potential violations of civil or criminal law or regulation; and to Federal State,
local and professional licensing boards in determining gualific ations of individuals seeking to be licensed.

If your agency used the informaticn furnished on this form for purposes other than those indicated above, it may
provide you with an additional statement reflecting those purposes.

Consultation

Submit Now ‘When you have completed this form, click the "Submit Mow' button to submit the form for processing. You
- will then be provided with further instructions should you have to provide supporting documentation.
To save a partially completed form for completion at a later date, click the “Save Online’ button. You can
then log on to the EFS Portal with your username and password at any time to complete this transaction.
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Completion of eFORM

DI1-3100: Employee Performance Appraisal Plan

Micholas Chemycia's task has expired after 7 days of inaction. Please indicate whether Michelas Chomycia refuses to sign this appraisal.

ves )

Privacy Act Notice

Chapter 43 of Title 5, U.5.C., authorizes cellection of this infermaticn. The primary use of this infermation is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEOC, the FLRA, or an arbitrator in connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a congressional office in response to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local government agency investigating potential viclations of civil or ciminal
law or regulaticn; and to Federal State, local and professicnal licensing boards in determining qualifications of individuals seeking to be licensed.

If your agency used the information fumnished on this form for purposes other than those indicated above, it may provide you with an additional statement
reflecting those purposes.

When you have completed this form, click the “Submit Mow’ button to submit the form for processing. You
will then be provided with further instructions should you have to provide supporting documentation.

To save a partially completed form for completion at a later date, click the ‘Save Onlineg’ button. You can
then log on to the EFS Portal with your username and password at any time to complete this transaction.

25



Completion of eFORM
.‘

* Progress Review

%k

Approximately 15 days prior to the date selected for the Progress
Review, the Rating Official will receive an email reminder.

By Clicking on the EFS Portal, a Task list will open.
Select the Assigned Task and click on Open Form.

ﬁ Home . Farms B Task List ® Histary
Task List

Complete your outstanding forms and tasks. Filter: Group Items:

search v &

Assigned Task - DI-3100-Guidance from Nicholas Chomycia awaiting your
review

Complete By: 9 Jan 2015 12:30 PMAssigned To: nchomycia@ios.doi.gov
Created: 9 Jan 2015 12:27 PM
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Completion of eFORM

e

DI-3100: Employee Performance Appraisal Plan

Privacy Act Notice

Chapter 43 of Title 5, U.5.C_, authorizes collection of this information. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEOC., the FLRA, or an arbitrator in connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a congressicnal office in response to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local govermnment agency investigating potential violations of civil or criminal
law or regulation; and to Federal State, local and professional licensing boards in determining qualifications of individuals seeking to be licensed.

If your agency used the information furnished on this form feor purposes other than these indicated above, it may provide you with an additional statement
reflecting those purposes.

Progress Review @

Which action would you like to take?*

'» Progress Review . Interim Review . Close Task

Actual Employee Meeting Date”
01/14/2015 =]

\ Would you like to send this to a reviewing official ?*
v

Target Annual Review Date™

Employee Email®
nichelas_chomycia@ics.doi.gov

“When you have completed this form, click the ‘Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation

Save Online To save a partially completed form for completion at a later date, click the ‘Save Online’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction

27



Performance Standards

Exceptional
See Benchmark

Superior
See Benchmark

Fully Successful*
In addition to Benchmarks - Partners with senior leaders and stakeholders

Minimally Successful

Unsatisfactory

\ Add Crical Element
Employee

First Name* .1 Last Name*
icholas Chomycia

Date of Supervisor Meef
01/14/2015

¥| | acknowledge the date of the meeting with my Supervisor.*

Submit N ‘When you have completed this farm, click the *‘Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

username and password at any time to complete this transaction.

28

Ta save a partially completed form for completion at a later date, click the “Save Online’ button. You can then log on to the EFS Portal with your



Completion of eFORM

* |nterim Review e

DI1-3100: Employee Performance Appraisal Plan

Privacy Act Notice

Chapter 43 of Title 5, U_S5.C_, authorizes collection of this infermaticn. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEQC, the FLRA, or an arbitrator in connection with administrative proceedings; to the Department of Justice or other Federal agency. courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding: to a congressional office in response to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local government agency investigating potential violations of civil or criminal
law or regulaticn: and to Federal State, local and professicnal licensing beards in determining qualificaticns of individuals seeking to be licensed.

If your agency used the infermation furnished cn this form for purpeses cther than these indicated above, it may provide you with an additicnal statement
reflecting those purposes.

Progress Review [G]
WWhich action would you Ii;e to take?
. Progress Review = Interim Review {1 Close Task

onsultation

Employee Email*
nicholas_chomycia@ios.doi.gov

When you have completed this form, click the *Submit Now' button to submitthe form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

e Online To save a partially pleted form for pletion at a later date, click the *Save Online’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction.
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Completion of eFORM

DI-3100: Employee Performance Appraisal Plan

Please input your accomplishments in the space provided at the bottom of the form.
Privacy Act Notice

Chapter 43 of Title 5. U.5.C., authorizes cellection of this infermation. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEOC, the FLRA, or an arbitrator in connection with administrative proceedings; to the Department of Justice or other Federal agency, courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a congressional office in response to an
inquiry made cn behalf of an individual; to the appropriate Federal, State, or local government agency investigating potential viclations of civil or criminal
law or regulation; and to Federal State, local and professional licensing boards in determining qualific ations of individuals seeking to be licensed.

If your agency used the information furnished on this form for purposes other than those indicated above, it may provide you with an additional statement
reflecting those purposes.

Consultation

Rating Official

Email* First Name* M1 Last Name*
Micholas_Chomycia@ics.doi.gov Micholas Chomycia

Employee

Employee

First Mame® ML Last Mame®
Micholas Chomycia

Employee Accomplishments™

Input Employee accomplishments here.
Did a Great job. Submitted all projects on time.

Submit Now ‘When you have completed this form, click the *‘Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide suppaorting documentation.

Save Online To save a partially completed form for completion at a later date, click the *Save Online’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction.
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Completion of eFORM

> 2l Critical Element 1

. Critical Element Rating®
Enter Rating

and
Narrative

— Minimally

B e ceastul (| Unsatisfactory L NfA

) Exceptional (®) Superior () Fully Successful
Marrative Summary

Sypervisory discussion Here. Good worker. Kept on top of requirements.

> B Critical Element 2 &)

lement Rating®
Enter Rating
and

Narrative

—, Minimally

/' Successful (| Unsatisfactory O NIA

[ Exceptional (®) Superior 1 Fully Successful
Marrative Summary

Discussion - Element 2

31



Completion of eFORM

Performance Award

Do you want to enter performance award information?*
> v o

Summary Rating Determination

Assign the numerical rating level that accurately reflects the employee's performance for each of the Critical elements (Use only whole numbers:
Exceptional = 5 points; Superior = 4 points, Fully Successful = 3 points, Minimally Successful = 2 points, and Unsatisfactory = 0 points.)

Element Number ‘ Numerical Rating ‘ Rating Description

Element ratin 1 4 S (Superior)
and summary
rating will be 2 4 S (Superior)
automatically
entered Total Mumerical Rating Mumber of Elements Summary Rating
8 = |2 = [4.00
Summary Ratings Conversion Chart
‘ Rating ‘ Description ]
Exceptional 4.6 -5.00 AND No Critical element rated lower than 'Superior’
+ Superior 3.6 - 4.55 AND No Critical element rated lower than 'Fully Successful
Fully Successful 3.0-3.55 AND No Critical element rated lower than 'Fully Successful
Minimally Successful 2.0 - 2.99 AND Mo Critical element rated lower than 'Minimally Successful’
Unsatisfactory One or more Critical elements rated "Unsatisfactory’
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Completion of eFORM

Submit

Would you like to send this to a reviewing official 7
No ¥

Employee Email®
nicholas_chomycia@ios.doi.gov

R

Save Online Ta save a partially completed form for completion at a later date, click the ‘Sawe Online’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction.

When you have completed this farm, click the ‘Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.
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Completion of eFORM

Summary Ratings Conversion Chart

| Rating ‘ Description 1
Exceptional 46-500AND Mo Critical element rated lower than "Superior’
| Superior 3.6 - 459 AND Mo Critical element rated lower than 'Fully Successful’
Fully Successful 3.0-3.59 AND Mo Critical element rated lower than 'Fully Successful’
Minimally Successful 2.0-2.99 AND No Critical element rated lower than "Minimally Successful’
Unsatisfactory One or more Critical elements rated "Unsatisfactory’

Employee

First Name® M1 Last Name®
Nicholas Chomycia

Employee Accomplishments®

Input Employee accomplishments here.
Did a Great job. Submitted all projects on time.

Do you cerify you have received an annual summary rating?”
[ Yes 7]

When you have completed this form, click the “Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

To save a partially completed form for completion at a later date, click the *Save Onling’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction.

Save Online
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Completion of eFORM

‘A

COMPLETED: DI-3100-Guidance [  inbox x = -
eForms Do Not Reply UATE = 1:53 PM (1 minute ago) -, -
to me [~

Dear Micholas Chomycia,

The following DI-3100-Guidance has been approved. Please find the attached
copy of the completed form.

Appraisal For: Micholas Chomycia
Form Mame: DI-3100-Guidance
Reference |D: DI-3100 Guidance-dfc762bdNC

' P —
et
T T
=
=% A= —

A~ DI3100 Guﬂanc"
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Completion of eFORM

* Annual Rating Summa

—

DI-3100: Employee Performance Appraisal Plan

Privacy Act Notice

Chapter 43 of Title 5, U.5.C.. authorizes collection of this information. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel.
EEOC. the FLRA, or an arbitrator in connection with administrative proceedings: to the Department of Justice or other Federal agency, courts, or party to
litigation when the Govemment is a party to or has an interest in the judicial or administrative proceeding; to a congressional office in response to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local govemment agency investigating potential violations of civil or criminal
law or regulation; and to Federal State, local and professional licensing beards in determining qualifications of individuals seeking to be licensed.

If your agency used the information furnished on this form feor purposes other than these indicated above, it may provide you with an additional statement
reflecting those purposes.

Progress Review ®

Actual Employee Meeting Date™
01/14/2015 =]

Annual Summary Rating
Which action would you like to take?
(s) Annual Summary Rating  Additional Progress Review | Close Task
i

Employee Email”
nicholas_chomyciaglios. doi.gov

‘When you have completed this form. click the ‘Submit Mow' button to submit the form for processing. vou will then be provided with further
Instructions should you have to provide supporting documeantation.

Ta save a partially tarm far atalater data, click tha “Save Online’ bUltan, You can then 1ag an ta the EFS Partal with your
username and password at any ime 1o complete this ransactian

Submit Now
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Completion of eFORM

ACTION REQUIRED: Your task for DI-3100-Guidance will = &
expirein7days [ inbox x

eForms Do Not Reply UAT@io:  2:13 PM (3 minutes ago) - -
to me |+

Dear Micholas Chomycia,

Michclas Chemycia has assigned a task to you in the the EFS Portal. The task
will expire in 7 days if you do not take action and be returned to
Nicholas Chomycia to indicate whether you refuse to sign.

Appraisal For: Nicholas Chomycia

Form Mame: DI-3100-Guidance

Reference Number: DI-3100 Guidance-e5013c54NC
Task Assigned By: Nicholas Chomycia

‘ Home . Forms B Task List ® History
Task List
Complete your outstanding forms and tasks. Filter: Group Items:

search M o
. Complete your saved DI-3100-Guidance

Assigned To: nchomycia@ios.doi.gov Created: 14 Jan 2015 2:18 PM e
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Completion of eFORM

+ Accomplishments Request - Initial Page e

DI-3100: Employee Performance Appraisal Plan

Please input your accomplishments in the space provided at the bottom of the form.
Privacy Act Notice

Chapter 43 of Title 5, U.S.C_, authorizes collection of this information. The primary use of this information is by management and your servicing human
resources office to issue and record your performance rating. Additional disclosures of this information may be: To MSPB, Office of Special Counsel,
EEQC, the FLRA, or an arbitrator in connection with administrative proceedings: to the Department of Justice or other Federal agency. courts, or party to
litigation when the Government is a party to or has an interest in the judicial or administrative proceeding; to a congressional office in response to an
inquiry made on behalf of an individual; to the appropriate Federal, State, or local government agency investigating potential violations of civil er criminal
law or regulation; and to Federal State, local and professional licensing boards in determining qualifications of individuals seeking to be licensed.

If your agency used the information fumished on this form for purpeses other than those indicated above, it may provide you with an additional statement
reflecting those purposes.

Progress Review

Actual Employee Meeting Date®
01/14/2015 &

Consultation

Rating Official

Email* First Name* M. Last Name®
Nicholas_Chomycia@ios.doi.gov Nicholas Chomycia
Employee

Email” First Name™ ML Last Name”
nicholas_chomycia@ios.doi.gov Nicholas Chomycia
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Employee

First Name* M1 Last Mame*

Nicholas Chomycia

Employee Accomplishments®
Annual Rating Accomplishments|

When you have completed this form, click the *Submit Mow’ button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

Save Online To save a partially completed form for completion at a later date, click the ‘Save Online’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this fransaction.
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>

DI-3100: Employee Performance Appraisal Plan

Privacy Act Notice

Narrative Summary # 1

Critical Elements (&)
Employee Accomplishments
Annual Rating Accomplishments
Critical Element 1 )

GPRASStrategic Goal
Performance Management

Ferformance Measure”
Rating and Human Capital Management - Safe Workplace

Narrative

Performance Standards

ent Rating™
() Exceptional (= Superior

Marrative Summary
Supervisory Input

0 Fully Successful

— Minimally

 ——rd ) Unsatisfactory O NA
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Narrative Summary #2

Critical Element 2 [Gl

GPRA/Strategic Goal
Program Management

Performance Measure™
Provides advice and guidance

Performance Standards

Rating and
Narrative

Critical Element Rating”

| Exceptional ) (e Superior ) Fully Successful [ g‘ﬂ:’i;neast’;ul 1 Unsatisfactory 0 NA

Marrative Summary
Supervisory Input
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Performance Award

Do you want to enter performance award information?
Yes v

Time Off

(| Cash Award Type* v

[ | Other Cash
Percent of Pay

A Award Type is required.
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+ Summary Rating Determination e

Summary Rating Determination

Assign the numerical rating level that accurately reflects the employee’s performance for each of the Critical elements (Use only whele numbers:
Exceptional = 5 points; Superior = 4 points, Fully Successful = 3 points, Minimally Successful = 2 points, and Unsatisfactory = 0 points.)

Element Number | Numerical Rating | Rating Description

1 4 S (Superior)

2 4 S (Superior)
Total Numerical Rating dpemabsoof Flements Summary Rating
8 = |2 *): 4.00

Summary Ratings Conversion Chart

| Rating | Description 1
Exceptional 4.6 -5.00 AND Mo Critical element rated lower than "Superior
v Superior 3.6 -4.59 AND Mo Crtical element rated lower than 'Fully Successful’
Fully Successful 3.0-3.59 AND Mo Cnrtical element rated lower than 'Fully Successful’
Minimally Successful 2.0-299 AND Mo Crtical element rated lower than "Minimally Successful’
Unsatisfactory Cne cr more Critical elements rated "Unsatisfactony”

Rating of Record Reviews - Once a final rating (like an interim rating) is completed, the supervisor should take the opportunity
to meet and discuss the rating with the employee.
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ould you like to send this to a reviewing official 7
No v

Employee Email*
nicholas_chomycia@ios.doi.gov

Submit N When you have completed this form, click the ‘Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you have to provide supporting documentation.

Save Online To save a partially completed form for completion at a later date, click the ‘Save Cnline’ button. You can then log on to the EFS Portal with your
username and password at any time to complete this transaction.
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Element Number Numerical Rating Rating Description ]
1 4 S (Supenor)
2 4 S (Supenor)

Total Mumencal Rating Mumber of Elements Summary Rating

8 = |2 = |4.00

Summary Ratings Conversion Chart

| Rating | Description ]
Excepticnal 4.6 -500 AND Mo Critical element rated lower than "Superior’
| Superior 3.6 - 459 AND Mo Crtical element rated lower than "Fully Successful’
Fully Successful 3.0 - 3.59 AND Mo Critical element rated lower than "Fully Successful’
Minimally Successful 2.0-2.99 AND Mo Critical element rated lower than "Minimally Successful’
Unsatisfactory One or more Critical elements rated "Unsatisfactory’

Employee
First Name® M. Last Name”
Nicholas Chomycia

Employee Accomplishments™®
Annual Rating Accomplishments

Do you certify you have received an annual summary rating?”
| Yes v

When you have completed this form, click the *Submit Now' button to submit the form for processing. You will then be provided with further
instructions should you hawve to provide supporting documentation.

Save Online To save a partially completed form for completion at a later date, click the ‘Sawve Online’ button. You can then log on to the EFS Partal with your
username and password at any time to complete this transaction.
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Employee
First Name® M1 Last Mame*
Nicholas Chomycia

Employee Accomplishments®
Annual Rating Accomplishments

Do you certify you have received an annual summary rating?*
No v

—_— || I acknowledge the receipt of this form®
Comments®

ﬁ
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- (] o
COMPLETED: DI-3100-Guidance s Inbox - =
eForms Do Not Reply UAS = 9538 AM (19 minutes ago) e -
to me |-

Dear Michelas Chomycia,

The following DI-3100-Suidance has been approved. Please find the attached
copy of the completed form.

Appraisal For: NMicholas Chomycia
Form MName: DI-2100-Guidance
Reference 1D DI-3100 SGuidance-cfSdddd 1NC

A= DI-3100 Guidanc... '

If the employee does not agree with the overall rating of record, they have a right to request a reconsideration of the
rating. Employees should seek assistance from their Servicing Human Resources Office for procedures regarding the
Reconsideration Process. If after any reconsideration process there is an adjustment to the overall rating of record, the
servicing Human Resources Office will arrange for necessary adjustments to the rating of record.
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Resources

« ESF Portal Access g
+ EFS Information Site
+ Performance Management (Non-SES)Toolbox
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Nick Chomycia \

Employee Relations Program Manager
US Department of the Interior

Office of Human Resources

1849 C Street, NW

Washington, DC 20240

Tel: 202.208.6107

Vickki G. Johnson

Director, Workforce Relations and Performance
US Department of the Interior

Office of Human Resources

1849 C Street, NW

Washington, DC 20240
Tel: 202.208.7271
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