Initiating a Performance Plan on Behalf of a Rating Official — DI-2002

Plans can be initiated by an authorized individual (Senior Professional, Chief of Staff, Executive
Resources Coordinator) on behalf of the Rating Official. The initiator will be responsible for completing
all the required fields, including the Rating Official’s email, the senior professional’s email, bureau,
title, location, rating period, and Position Specific Elements.

Link to eForms site https://eforms.doi.gov/

To begin, click on the Forms tab.
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To find the form, you can either use the Search function or scroll down to the DI-2002 form.
Once you find the form, click on the Open Form button next to the form name.
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Forms (* = Static PDF format)

Find forms using our smart form search engmne Bureau

B BLM 1112:5: Risk Enter your search keyword |

. BLM 1520-102a: License Plate Transmittal Memorandum
R BLM 3600-6: Certificate Terminating Mineral Materials Sale Contract n Form
BLM 3600-6 Placehoider form descnption

I BOR 7-2600: Authorization for Purchase Administrative Uniform Clothing Open Form

BOR 7-2600. Placehoider form description

I 50R 7-2652: Temporary Duty Extension en Form

BOR-7

52 Placenoider form description

B BOR POM-221: Authorized Employee Proficiency Checklist Open Form

BOR POM-221- Placeholder form description

B sRr1515 en Form

Conference request form

B 01-0001: Requisition

DI-1- Form reports requisition of tems or property

R D1-0102: Receiving Report Open Form

DI-102: Form reports receipt of tem or property

T A0 08AARE

B 01-0103A: Certificate of Unserviceable Property Open Form

DI-103A" Form certifies a property as unserviceable based on fair wear and tear.
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To begin completing the form on behalf of a Rating Official , click on the drop down menu and choose YES.

e

The initiator’s name will automatically populate the Initiator Information fields. Complete all of the mandatory
Fields (marked with a red asterisk) and optional fields as appropriate.
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DI-2002: Performance Agreement and Appraisal: Senior Professionals (SL/ST)

Are you inttiating this form on the behalf of someone else?"
Yes v

This statement is provided pursuant to the Privacy Act of 1974, as amended, for indsiduals who have been requested to submit a statement of
accomplishment/sef-assessment. The authority to solicit this information is derived from 5 USC 4301, et seq., and 5 CFR Part 430, Performance
Management. In order 1o allow you the opportunity to provide input into the evaluation process, managemant may request this information from you. Yout
supenisory officials will consider the information you fumish in preparing an evaluation of your parfarmance or conducting pariodic progress reviews.

The information contained in your performance evaluation may be disclosed to Departmant employees who have a need for the record in their official
duties. Disclosures may also be made under routine uses pubished in the Federal Register for Privacy Act system of records. OPWGOVT-2, Employee
Performance File System of Records. Disclosures may be made to the Office of Personnel Management, the Equal Employment Opportunity
Commission, the Federal Labar Relations Authority and others, when relevant and necessary to the performance of their authorized duties. Failure to
furish any or all of this information may result in your supenvisors preparing your evaluation, o conducting a progress review, without considering
information you may feel is relevant or signdicant

Initiator Information

Email First Name* mi Last Name*

doi go Michetle Oxyer

Senior professionals in the Department of the Interior are accountable for supparting Departmentwide and Bureau Strategic Plans., missions, and
orgenizational objectives. This Agreement identiies crtical job elements and establishes performance requirements for each element As described below.
senior professional s will be appraised on critical elements in two categories.: 1) The Dapartmentwide Element. which includes responsibities shared by
all senior employees, and 2) Posdion-speciic elements, which are specific to indvidual employees and are linked to organizational goals and obyectives.
Each employee's performance must be appraised against these pedormance requirements (set at the beginning of each appraisal period)

The signatures below certify that the supenisor has developed the performance agreement in consultation with the employee. discussed the agreement

with the employee. and provided examples of behawors that would/would not meet the performance standards. The discussion occurs at the beginning of
the performance rating period. The employee is given a copy of the agreement

Email* First Name* M1 Last Name®

Senior Professional

Email* First Name* M1 Last Name*

BureawAgency* Title* %



Some fields have help or expansion buttons that provide you with additional information to
assist you in completing the form. Click on the symbols for further details.
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Email’ First Name® M1 LastName

michelle_oxyer@ios doi go Mchslle

Senior Professional

Email’ First Name" MI Last Name®
Bureaw/Agency’ Title®

Location Rating Period"
& L

Performance Elements ®
Element 1: Mandatory Departmentwide Element

Optional Organizational Periormance Standards

[Position Specifictlomonm2 0]
In the space below, the employes and his or her immediate Supenisor must describe at least two, but no more than six critical actions, objectives, and/or
results that the incumbent will be expected to accomplish duning the performance rating penod. These slements must be denved from and directly
contribute to the program prionties and objectives estabished by the organization's Strategic Pian, Govemment Performanice and Results Act (GPRA)
Program Assessment and Reparting Tool (PART), President's Management Agenda, or other strategic planning document. These elements may be

the evaluation penod i warrant. Changes must be made at least 90 days befors the end of the evaluation peniod to prevent

hanng to extend the evaluation psnod

Critical Element Name *

Link to Strategic Plan/Organization Goals *

Performance Commitments®

Position-Specific Element 3:
In the space below, the employee and his or her immediate supervisor must describe at least wo, but
results that the incumbent will be expected to accomplish during the performanc rating penod. These elements must be denved from a|
contribute to the program prionties and obyectives estabiished by the organization's Strategic Pian, Goverment Performance and Result
Program Assessment and Reporting Tool (PART), President’s Management Agenda, or other strategic planning document. These elements may be

f he eval riod if warrant, Changes must be made at least 90 days before the end of the evaluation pencd fo prevent
having to extend the evaluation penod

Critical Element Name *

Link to Strategic Plan/Organization Goals * s

The performance plan requires 2 to 6 position specific performance elements. The default number of
Performance elements on this automated form is 2. If you need to add additional Performance Elements,
click on the Add Element button. When you have completed the form, click on the Submit Now button to
forward the form to the Rating Official. If you need to save the form and go back to it at a later time, you
can save the form by clicking on the Save Online button. To return to a saved form, just go to your

Task List in the main eForms menu to find the form and click on Open Form to resume completing the form.
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Optional Organizational Performance Standards

[Position Specifictlement2. 0]
In the space below, the empioyse and s or her immediate supemvisor must describe at least two. but no more than six cntical actons, obyectves, andior
resuits that the incumbent wil be expected to accomplish during the performance rating penod. These elements must be derved from and directly
contnbute to the program pronities and objectives established by the organization's Strategic Fian, Govemment Performanice and Results Act (GPRA)

vam Assessment and Reporting Tool (PART), President's Management Agend, or other strategic planning document, These elements may be
modified during the evaluation period i Gircumstances wamant. Changes must be made at least 90 days before the end of the evaluation penod fo prevent
having fo extend the evaluation period,

Critical Element Name *

Link to Strategic Plan/Organization Goals *

Performance Commitments*

[Position SpecificElomenty: 0]
In the space below, the empioyee and his or her immediate supervisor must describe at least two, but o more than six critical actions, objectives, andior
results that the incumbent wil be expected to accomplish during the performance rating penod. These elements must be denved from and directly
contribute to the program pronties and objectives established by the organization’s Strategic Pian, Goverment Performance and Resuilts Act (GPRA)
Program Assessment and Reporting Tool (PART), President's Management Agenda, or other strategic planning document. These elements may be
modied during the evaluation period i circumstances wamant. Changes must be made at least 90 days before the end of the evaiuation period to prevent
havng to extend the evaluation period.

Critical Element Name:*

Link to Strategic Pla/Organization Goals *

Performance Commitments”

Add Element

PRI \'1ie jou have completed Bis form, click e ‘Submit Now’ bufion ta SUDMtihe form for processing. You wil hen de prowded with further
instruchons shoukd you have to provide supporting documentation.

To save a partially completed form for completion at 3 later Gate, cick the ‘Save Online” bulon. You ¢an then log on 1o the EF'S Portal with your
usemame and password at any time to complets this transacson.
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Rating Official Responsibilities

As the Rating Official, you will receive an email notifying you that an item is in your task list.

1M ACTION REQUIRED:
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Show detals
Dear Michefle Oxyer,

Important

The following DI-2002 Performance Agreement and Appraisal: Senior Professionals (SL or ST) from Jonathan Mack is awaiting your attention in the EFS Potal. Please take appropriate action
and complete your woridlow task in a timely manner

Sent Mail

Drafts (5)
2 Appraisal For. Michelle Oxyer

Less= Form Name: DI-2002: Performance Agreement and Appraisal: Senior Professionals (SL or ST)

Reference Number. DI-2002-bedc51eM

Task Assigned By: Jonathan Mack

Please do not reply to this e-mail. This mailbox is not monitored. Click here for the Enterprise Forms System (EFS) program site that includes FAQs, contact information for your bureau/office
and a means to provde comments
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Identify the plan to review and click the Open Form button.
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You can now review and edit plan. To make edits, just click in the appropriate field and start typing.
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DI-2002: Performance Agreement and Appraisal: Senior Professionals (SL/ST)

Email First Name* ML Last Name" |

muchelle_oxyer@ios doi go Michelle ye

This statement is provided pursuant to the Privacy Act of 1974, as amended, for indviduals who have been requested to submt a statement of
accomphshment/self-assessment. The authority to solicit this information is denved from 5 USC 4301, et seq., and 5 CFR Pan 430, Pedormance
Management. In order to allow you the opportunity to provide input into the evaluation process, management may request this information from you. Your
supenisory oficials will consider the information you fumish in prepaning an evaluation of your performance or conducting periodic progress reviews.

The information contained in your performance evaluation may be disciosed to Department employees who have a need for the record in their offcial
duties. Disclosures may also be made under routine uses published in the Federal Register for Priacy Act system of records, OPM/GOVT-2, Employee
Performance File System of Records. Disclosures may ba made to the Office of Personnel Management, the Equal Employment Opportunity
Commission. the Federal Labor Relations Authority and others, when relevant and necessary to the performance of their authorzed duties. Failure to
furish any or all of this information may result in your supenssors preparing your evaluation, of conducting a progress revew, without considering
Information you may fesl is relevant or signficant

Senior professionals in the Department of the Intenor are accourtable for supporting Departmentwide and Bureau Strategic Plans, missions, and
organizational objectives This Agreement identifies critical job elements and establishes performance requirements for each elment. As described below.
senior professional s wil be appraised on critical elements in two categones: 1) The Departmentwide Element, which includes responsibiities shared by
all senior employees. and 2) Position-specific elements. which are specific to individual employees and are nked to organizational goals and obactives
Each employee’s performance must be apprassed against these performance requirements (set at the beginaing of each apprarsal period)

The signatures below certify that the supervisor has developed the performance agreement in consultation with the employee, discussed the agreement
with the employee. and prowded examples of behawors that would/would not meet the peformance standards The discussion occurs at the begmning of
the performance rating penod The employee is gnen a copy of the agresment

First Name* MI Last Name*

n Mac

Emai’ First Name® ML Last Name*
michelle_oxyer@ios doi gov Michel Oxye
Bureaw/Agency” Ttle*

Assistant Sscretary-Policy, Management and Budget v sl



After the review is complete, there is an option to route the plan through a reviewing official. To send

the plan to a reviewing official, click on the drop down under the question and click YES. You will then enter their
email address. If you choose to do this, the reviewing official will have an opportunity to review/comment/concur
on the plan. The plan will then be returned to you. Once it is returned to you, you will be prompted to forward the
plan to the executive.

You need to enter a Target Progress Review Date. This should occur about halfway through the rating period.

The date you enter in this field will prompt the system to send you a reminder 15 days prior to the target date.
NOTE: This system will not allow you to skip the progress review. You must complete a progress review in order to
complete the performance appraisal at the end of the rating cycle.

When you have completed the form, click on the Submit Now button to forward the form to the Senior Professional
for their review and approval. If you need to save the form and go back to it at a later time, you can save the form by
clicking on the Save Online button. To return to a saved form, just go to your Task List in the main eForms menu to
find the form and click on Open Form to resume completing the form.

Once the Senior Professional reviews and approves the performance plan, both you and the Senior Professional
will receive a “receipt” or copy of the performance plan via email.
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