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November 19, 2012
SUBJECT:
FY13 Performance Plan/IDP Process

TO:
Administrative Officers

FROM:
Laurence D. Chandler, Area Director  /s/
It is time to implement the FY2013 performance plan process.  We expect the Administrative Officer to manage the process for your Location.  You will need to review the material, set your Location deadlines, review submissions for compliance with policy, and ensure deadlines are met.

Enclosed is guidance from Human Resources Division (HRD) along with their checklist.  Also enclosed are NPA’s guidelines and timetable to assist you with the process.  These items will also be posted on the NPA Web Page under the Personnel Section:   (http://www.ars.usda.gov/Main/docs.htm?docid=16583).  
This year, all Category 1 and Category 4 SY performance plans/IDPs must be submitted to the Area Office for Area Director’s review prior to discussions with the scientist.  This includes those performance plans/IDPs for scientists at Centers where the Center Director is the reviewing official.

Instructions for performance plans for SES and ST employees went directly from HRD to the employees.  If you do not have a copy, let Olga know and she will send it to you. 
We do not yet have the employee spreadsheets from HRD which you will need for documenting establishment of FY13 Performance Plans/IDPs.  As soon as we receive these items, we will forward them to you.  We will need to have all complete location employee spreadsheets by December 28 to meet the deadline for submission to HRD.  Please review the attached timetable for all due dates.  Please make sure you meet our deadlines.  

Please make sure you follow the instructions closely.  Your attention to the details will be appreciated. 

If you have any questions, give us a call.

3 Enclosures 
HRD Guidelines & Checklist

NPA General Performance Plan Guidelines & Timetable
Supervision and Human Capital Management Element
cc:

Senior Management Team

Center Directors
Research Leaders

Secretaries
L. Jensen
D. Strub
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