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Appraisal Input Form (AIF)

for Non-Supervisory staff  
(see page 2 for instructions)

	Employee Name
	AIF Rater Name
	Performance Dates

	     
	     
	From:   /  /    

	
	
	To:       /  /    


	1
	Performance Element – Execution of Duties and Delivery of Assignments

	
	Performance Standard – Carefully researches and analyzes assignments. Work product supports the office/bureau’s strategic and annual goals. Products and services meet performance expectations as defined by the organizational structure, and final work product addresses organization, quality, quantity, and timeliness.

	
	Actual Performance

     


	2
	Performance Element – Technical Expertise

	
	Performance Standard – Maintains a broad and detailed knowledge of field essential to performing responsibilities of the position, including regulations, rules, policies, procedures, and technologies.

	
	Actual Performance 

     


	3
	Performance Element – Planning and Organizing Work

	
	Performance Standard –Takes initiative to meet goals.  Plans and prioritizes effectively.  Adapts to available resources, changing assignments, and multiple responsibilities.

	
	Actual Performance

     


	4
	Performance Element – Communications

	
	Performance Standard – Oral and written communications are clear, concise, grammatically correct, and exhibit behavior that support the vision, philosophy, and values of the Agency.

	
	Actual Performance

     


	5
	Performance Element – Professionalism and Teamwork

	
	Performance Standard – Performs in a professional and cooperative manner when interacting with co-workers and the public.  Willingly initiates and responds to collaborative efforts with co-worker(s).  Treats others with respect and reinforces their efforts.  Contributes to team building and team results.  Accepts and offers team direction.

	
	Actual Performance

     


	6
	Performance Element – Customer Service

	
	Performance Standard – Provides quality customer service and results to clients, both internal and external, in a professional, competent, and timely manner in accordance with the USAID Customer Service Standards.

	
	Actual Performance

     


	7
	AIF Rater's signature
	10
	Employee's signature

	
	
	
	

	8
	Organization
	11
	Date Signed:    /  /    

	
	     
	12
	Required Meeting Date:    /  /    

	9
	Date Signed:    /  /    
	
	

	
	
	
	Employee may respond on plain paper and attach to this document.


Instructions:

This is a Word document.  The space in the blocks will expand to the length of the feedback the Supervisor chooses to provide.  

This form is designed to capture written 360-degree feedback to employees when the following change(s) occur:
The Supervisor

1. Changed jobs or the Employee changed jobs; and 

2. Supervised the Employee for at least 30 calendar days.

The form must be

1. Completed no less than two weeks before either the Employee or the Supervisor change jobs; 

2. Provided to the Employee for comment at least five work days prior to a required face-to-face meeting and discussion during which the Supervisor provides performance feedback to the Employee; and 

3.   Sent or given to the Employee's current (if the supervisor is leaving) or future (if the employee is leaving) AMS Officer within two workdays after the comment period ends.

Privacy Act Statement:  The following statement is required to be attached to the subject form by the Privacy Act of 1974 (P.L. 93-579: 88 Statute 1896).  This form is used to evaluate the performance of Civil Service employees.  Disclosure of information provided will not be made outside the Agency without written consent of the employee concerned except:  (a) pursuant to any applicable routine use listed under USAID's Civil Service Employee Personnel Records System (USAID-1) in USAID's Notice of System of Records (available from the Information and Records Division) for implementing the Privacy Act published in the Federal Register, or (b) when disclosure without the employee's consent is authorized by the Privacy Act and provided for in USAID Regulation 15.
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