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CD-430(b)

PERFORMANCE PLAN AND APPRAISAL RECORD
Employee Name:

IDateIElement No.
1

of4
- Cascaded Organizational Goals

Eachelementmust be cascadedfrom the DOC Strategic Goals. All Goals must be identified for eachclement. First, selectthe appropriate DOC
StrategicGoal, thcn list the BureauGoal, and the SES Manager Goal to complctc thc cascadc.DOC Strategic Goals:[{] StrategicGoal I: Provide the information and tools to maximize U.S. competitivenessandenable economic growth for American

industries,workers andconsumerso StrategicGoal 2.:Fosterscienccand technology leadershipby protecting intellecnl3l-propeTty,enhancing technical standardsand advancing
. mcasurcmentsCienceo StrategicGoal 3: Observe,protect and managethe Earth's resourcesto promote environmental stewardshipo ManagementIntegrationGoal: Achieve Organizational and ManagementExcellenceo Bureau Goal: Identify and Resolve Unfair Trade Practices[2] SES/Orgauizational Goal: Enforce U.S. Trade Laws

Critical Element and Objective

Customer Service
To respondto internal andexternal customers,stakeholdcrs,and the public.

Weighting Factor (The wei!{tt for eachelement should reflect the significance within the framework of the Department's or

IElement Weight
bureau's or~anizatjongoals. eights should not be assignedbasedon the per~~~f~~eof time an employee spendsworking on

I20that clemen':)'" F.ntpr thp . It for thi.' plpmpnt in ••.... ho,,;-+

Results of lVIajor Activities: Identify results that needto be accomplished in support oflhe performance element.
A minimum 01'3 anda maximum 01'6 measurableresults must be listed.

Responses to customer inquiries for information or services comply with ITA standards.Customer inquiries are acknowledged and customers are apprised of the status of the inquiry and when to expect resolution.Customer needs are identified and issues are clarified in communication with the customer.Customer expectations are managed to ensure that customers understand the type and level of service available and expected time frames.Customer service is provided in collaboration, consultation, and partnership with customers, other agencies and stakeholders.

Criteria for Evaluation: SupplementalStandardsare required for eachelementand must be defined at Level 3 performancein temlSof

quality, quantity, timeliness,and/orcost-effectiveness. Attached Generic Performancestandardsalso apply.
Routinely responds to each customer request with factually accurate information that is consistent with ITA and departmental guidance and policies

as well as other relevant program or technical documents.
Work products reflect consideration of customer issues and concerns.Routinely responds to e-mail and telephone inquiries within 16 business hours. If information is not readily available, usually responds to requests
within 24-28 hours.
Answers written requests for information within 5-7 days from date of receipt, or within other time frames specified by the supervisor or program
requirements.
Oral responses to customers are usually clear, courteous and directly address issues and questions.When out of office, outgoing voicemail and e-mail messages are changed to include information for alternative contact.
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PERFORMANCE PLAN AND APPRAISAL RECORD
Employee Name:

IDatcIElcment No.
2

of4

Cascaded Organizational Goals Eachelementmust bc cascadedfrom the DOC Strategic Goals. All Goals must bc identified for eachclement. First, select the appropriate DOC
StrategicGoal, thcn list the Bureau Goal, and the SES Manager Goal to completc the cascadc.DOC Strategic Goals:[{] StrategicGoal I: Provide the information and tools to maximize U.S. competitivencss and enablc economic growth for Amcrican

industries,workers andconsumersDStrategicGoal 2: Fosterscienceand technology leadershipby protecting intellcctual-property, enhancing technical standardsandadvancing
measurementsCienceD StrategicGoal 3: Observe,protect and managethe Earth's resourcesto promote environmental stewardshipDManagementIntegration Goal: Achieve Organizational and ManagementExcellence[{] Bureau Goal: Identify and Resolve Unfair Trade Practices[Z] SES/Organizational Goal: Enforce U.S. Trade Laws

Critical Element and Objective

Conducts reviews for FTZ Board Actions under the Foreign-Trade Zones Act of 1934
To enforce U.S. trade laws

Weightiug F:lctor (The wei~t for eachelemcnt should reflect the significance within the framework or the Department's or

IElement Weil.!ht
bureau's or~anizationgoals. eights should not be assignedbasedon the percenta$eof time an employee spendsworking on

I40that clemenj /CntH ih" \ . '.' in th;'· hn\;-'

Results of Major Activities: Identify results that needto be accomplished in support of the performance clement.
A minimum of 3 anda maximum of 6 measurableresults must be listed.

FTZ cases are reviewed within the FTZ Board's standard time guidelines.Complex procedural matters are handled with assistance from director/senior staff in a manner that meets FTZ regulatory requirements while
minimizing time delays.
Case review reports identify key issues and contain analyses that address FTZ criteria and related economic factors. Complex issues that arise
during reviews are analyzed and resolved with assistance from director/senior staff.
Communication is provided to interagency offices, applicant and other interested parties.Case documents and milestones are tracked to enhance office and staff efficiency.

Criteria for Evaluation: SupplementalStandardsare requircd for eachelementand must be defined at Level 3 performancein temlSof

quality. quantity, timeliness,and/or cost-effectiveness. Attached Generic Performancestandardsalso apply.
Analyst's average case processing times, as adjusted for external and case-specific issues, meet Board's standard time guidelines, e.g., 6 to 8

months for manufacturing cases, 10 months for other major actions, 30/60 days for administrative actions, and 90 days for TIM actions.
Relevant internal case deadlines/time frames are usually met.Typically case output meets expected average, based on case assignments and considering other assignments.Documents for FTZ Board actions appropriately discuss case issues and are usually structural, grammatical, or typographical errors are rare.Relevant case-tracking documents or systems are usually updated and maintained within 2 business days of a milestone/action.
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PERFORMANCE PLAN AND APPRAISAL RECORD
Employee Name:

IDateIElement No.3
of4

Cascaded Organizational Goals Each element must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal, then list the Bureau Goal, and the SES Managcr Goal to complete the cascade.DOC Slrntegir Gonls:[{] Strategic Goal I: Provide the infonnntion and tools to mnximize U.S. competitiveness and cnable economic growth for American

mdustnes, workers and consumersD Strategic Goal 2: Foster science and technology leadership by protecting intellectual-property, enhancing technical standards and ndvancing
measurement sCience

D Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardshipD Management Integration Goal: Achieve Organizational and Management Excellence[{] Bnrean Goal: Identify and Resolve Unfair Trade Practices[2] SES/Organizational Goal: Enforce U.S. Trade Laws

Critical Element and Objective

Monitors Foreign-Trade Zone Activity

To enforce U.S. trade laws

Weighting Factor (The wei~t for each clement should reflect the significance within the framework of the Department's or

IElement Weigh!
bureau's orw\nization goals. eights should not be assigned based on the percenta*e ~!:time an employee spe,~rts work~~g on r

25that elemen . F.ntn ;h~wn;<TI~, r 'h;< nlnJII';n' In thi> a, in!'l'n! )O~X;--'

Results of Major Activities: Identify results that need to be accomplished in support of the performance clement.
A minimum of 3 and a maximum of 6 mcasurable results must he listcd.

Analyst's work with zone grantees, zone users, and operators helps ensure that zones submit annual reports to the FTZ Board in accordance with
the requirements of the FTZ Act and regulations and that reviews of the annual reports are conducted.
Relevant data is extracted from the zone reports and added to the database.Elements and data are prepared for the annual report to congress.Zone annual report data is spot checked and follow up is conducted as necessary.Lists and databases of zone information is updated.

Criteria for Evaluation: Supplemental Standards arc required for each element and must be defined at Level 3 performance in temlS of

quality, quantity, timeliness, and/or cost-effectiveness. Attached Generic Performancc standards also apply.
Reports are reviewed and checked within the one-year review cycle. Possible major errors are identified and requests for corrections are made.Data is extracted within the one-year review cycle.Appendices and other report elements are generally completed within the one-year review cycle.Major problems areas are appropriately identified for spot checks (and for follow-up, as appropriate).
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Employee Name:

IDateIElement No.
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Cascaded Organizational Goals
Each clement must be cascaded from the DOC Strategic Goals. All Goals must be identified for each element. First, select the appropriate DOC
Strategic Goal, then list the Bureau Goal, and the SES Manager Goal to complete the cascade.DOC Strategic Goals:
[{] Strateg.ic Goal 1: Provide the information and tools to maximize U.S. competitiveness and enable economic growth for American

IIldustnes, workers and consumers .D Strategic Goal 2: Foster science and technology leadership by protecting intellectual-property, enhancing technical standards and advancing
measurement sCienceD Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardshipo Management Integration Goal: Achieve Organizational and Management Excellence[{] Bureau Goal: Identify and Resolve Unfair Trade Practices[2] SES/Orgauizational Goal: Enforce U.S. Trade Laws

Critical Element and Objective

Outreach/Counseling

To enforce U.S. trade laws

Weighting Factor (The wei!{tt for each element should reflect the significance within the framework of the Department's or

IElement Weight
bureau's or[~nization goals. eights should not be assigned based on the eercenta~~ ?D~~l~:?emplo¥e~~~ends work~nog-=on

[
15that elemen ..• Ipmrnt in • =-

Results of Major Activities: Identify results that need to be accomplished in support of the performance element.
A minimum of 3 and a maximum of 6 mcasurablc results must be listed.

Counseling sessions are conducted to expand the knowledge and understanding of the FTZ program for program users and other relevant parties.Outreach seminars are conducted to expand the knowledge and understanding of the FTZ program for potential FTZ users.Counseling sessions and/or outreach seminars are conducted to gain feedback for program improvement from program users.

Criteria for Evaluation: Supplemental Standards are required for each element and mnst be defined at Level 3 performance in ten11Sof

quality, quantity, timeliness, andlor cost-effectiveness. Attached Generic Performance standards also apply.Conducts a minimum of 10 counseling sessions related to potential FTZ cases.
Conducts a minimum of 10 counseling sessions related to ongoing FTZ cases.Outreach/counseling sessions contain few factual or policy-related errors regarding FTZ Board procedures and requirements established within

ITAlFTZ standards.
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Employee Name:

PERFORMANCE SUMMARY RATING

List each elemen! in the perfom1ance plan.
All elements are critical.
Assign a rating level for each element:

(5) Level 5 (highest level ofperfonnance); (4) Level 4; (3) Level 3; (2) Level 2; (I) Levell (unacceptable perfonnance)
Score each element by multiplying the weight by the rating level.
Interim ratings should be considered when you prepare the final summary rating.
After each element has been scored, compute the total point score by adding the individual scores.
Rating officials must provide either an overall narrative justification of the summary rating or a written justification for each
element rating.
A written justification is required for any element rated below Level 3.

Customer Service

Conducts Reviews for FTZ Board Actions

Monitors Foreign-Trade Zone Activity

Outreach/Counseling

20

40

25

15

Element Rating
(5, 4,3, 2, 1)

Score

o

o

o

o

o

DLevel5
(470 - 500)

o Level 4
(380- 469)

'" .. -., .. , .. - .. , .. ,"

:~PERF'O~A.NCE RATING

TOTALSCORE I 0

OLevell
.(100:.... 199)

Rating Official's Signature/Title

Approving Official's Signature/Title

Employee's Signature (indicates appraisal meeting held)

Date

Date

Employee comments attached? I Date

DNo
. - .. , '.

PERFORMANCE RECOGNITION

o Performance Award $
o QS1 (LeveI5Required)

Rating Official's Signature/Title

Approving Official's Signature/Title

%) Approprimiol1 Code

Date

Date


