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Coverage
Bureau Appraisal CycleAppraisal Year

[2] General Schedule

[2] October I - September 30From: 06/01/07

oFederal Wage System

o June 1 - May 31

o Wage Marine

o November 1- October 31
To: 09/30/07

Employee's Name: SSN: _

Position Title: Information Technology Specialist Pay Plan, Series, Grade/Step: GS-2210-14

Organization: I. National Telecommunications & Info Admin 3. Information Technology Division

2. Office of Spectrum Management 4. _

PERFORMANCE PLAN CERTIFICATION
This plan is an accurate statement of the work that will be the basis for the employee's performance appraisal

Privacy Act Statement - Disclosure of your social security number is voluntary. The number is linked with your name in the official
personnel records to ensure unique identification of your records The social security number will be used solely to ensure accurate entry of
your performance rating into the automated record system.



CD-430(b)

PERFORlVIANCE PLAN AND APPRAISAL RECORD
Employee Name:

...

I Date

IElement No.
1of

5
...... --

Cascaded Organizational GoalsEach element must be cascaded ITom 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 Coals:o Strategic Goal I: Provide the infonnation and tools to maximize U.S. competitiveness and enable economic growth for American

industries, workers and consumers
!lJ Strategic Goa] 2: Foster science and technology leadership by protecting intellectual-property, enhancing technical standards and advancing

measurement SC1enceo Strategic Goa] 3: Observe, protect and manage the Earth's resources to promote environmental stewardshipo Management Integration Goal: Achieve Organizational and Management Excellence[l] Bureau Coal:

Ensure that the allocation of Radio Spectrum provides the greatest benefit to all people.
GZJ SESIOrganizational Goal: See FY 2007 DOC-NTIA-OSM Goals, Major Activities, & Performance Elements (October 2, 2006) or

updates thereto on the NTIA Employee Resources website.

Critical Element and Objective

Customer ServiceTo respond to internal and external customers. stakeholders, and the public.

\Veighting Factor (The wei~t for each element should reflect the significance within the framework of the DeEartment's or

I Element Weight
bureau's organization goals. eights should not be assgned based on the ftercentage of time an employee spen s working on

f
that element.) Enter t Ie wei!!:ht fOl' this element in the adiacent box.-> 15

Results of lVlajor Activities: Identify results that need to be accomplished in support of the performance element. A minimum of3 and a maximum of6 measurable results must be listed.
Federal agency and internal customer requests and inquiries are responded to in compliance with OSM standards (ITO 10).
Business requirements are acknowledged and customers are kept apprised of the status of their requirements and when to expect

resolution (ITD 10).
Written and oral responses are developed for public inquiries (ITD 10). Customer needs are identified, and issues clarified in

communications with customer.

Requests and inquiries from the Department Office of the CIO are addressed (ITD 10).Requests and inquiries from the Office of Management and Budget (OMS) are addressed (ITD 10).(ITD #): For expanded description of each major activity see FY 2007 DOC-NTIA-OSM Goals, Major Activities, & Performance
Elements (October 2, 2006) or updates thereto and also available on the NTIA Employee Resources website.

Criteria for Evaluation: Supplemental Standards are required for each element and must be defined at Level 3 perfonnance in terms of

quality, quantity, timeliness, andlor cost-effectiveness. Attached Generic Perfonnance standards also apply.General Measure: TimelinessSpecific Measures: On average, routine requests are acknowledged and addressed within one working day.If information or more detailed analysis is necessary, a response is provided within five working days.Requests that cannot be satisfied within five working days are reported to management and the customer withan acceptable cause for the delay.
General Measure: Quality

Specific Measures: Responses to customer requests are based upon the most accurate and complete information available.Responses to customer requests are clear, concise and unambiguous to the customer.
If on approved absence, an automated notification e-mail will normally be sent in response to in-coming messages that indicates your

absence, the period of absence and identifies an alternate contact. Voice mail messages must also provide the caller with the sameinformation.
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Cascaded Organizational Goals
Each element must be cascaded trom 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 tbe cascade.DOC Strategic Goals:D Strategic Goal I: Provide the information and tools to maximize U.S. competitiveness and enable economic growth for American

mdustnes, workers and consumers
[Z] Strategic Goal 2: Foster science and technology leadership by protecting intellectual-property. enhancing technical standards and advancing

measurement ~IenceD Strategic Goal 3: Observe, protect and manage the Earth's resources to promote environmental stewardshipD Management Integration Goal: Achieve Organizational and Management Excellence[Z] Bureau Goal:

Ensure that lhe allocation of Radio Spectrum provides the greatest benefit to all people.

[Z] SES/Organizational Goal: See FY 2007 DOC-NTIA-OSM Goals, Major Activities, & Performance Elements (October 2, 2006) or
updates thereto on the NTIA Employee Resources website.

Critical Element and Objective
000 Program/Project Management

To provide program/project management support for Spectrum XXI, EL-CID, and ZYWeb systems

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

I Element Weight

bureau's organization goals. eights should not be assgned based on the ftercentage of time an employee spen s working on
Ithat element.) Enter t Ie wei"ht fOl' this element in the adiacent box.--

15

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 measurable results must be listed.
Internal and external customer requirements for Spectrum XXI and EL-CID are satisfied (ITD 04, ITD 07).Spectrum XXI , EL-CID, and ZYLab software are maintained and updated at the HCHB and Site C (ITD 04).Spectrum XXI, EL-CID and ZyLab documentation is maintained and updated (ITD 04),Spectrum XXI, EL-CID and ZyLab database maintenance is coordinated with the ITD Database Administrator (ITD 04).Technical expertise is provided for the transfer of functionality to the Federal Spectrum Management System (ITD 01).(ITD #): For expanded description of each major activity see FY 2007 DOC-NTIA-OSM Goals, Major Activities, & Performance
Elements (October 2, 2006) or updates thereto and also available on the NTIA Employee Resources website.

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

quality, quantity, timeliness, and/or cost-effectiveness. Attached Generic Performance standards also apply.General Measure: TimelinessSpecific Measures: Program/project milestones are created and met unless extension is agreed by supervisor and customer.All requests for technical end-user support are acknowledged and addressed within one working day.If information or more detailed analysis is necessary, a response is provided within five working days.Weekly project status update is provided to the Division Chief.On average, coordinates response to critical system outages within 30 minutes of notification.
General Measure: Quality

Specific Measures: Budgets do not exceed allocated funds.000 project objectives are satisfied within budget limits.Project is managed in accordance within PMI best practices, DOC and NTIA guidelines.




