
Preparing NSPS Performance Plans 

All employees must have an approved performance plan prior to converting to NSPS in order to maximize the first NSPS rating period which has a shortened performance cycle.  An approved plan is one that has been communicated to the employee and has all required signatures (employee, rater, higher level reviewer).  

Following the 2-step process outlined below will facilitate the development of performance plans for employees.  

Step 1 (Prior to NSPS conversion)

· Review your organization's strategic goals.  This is critical since the job objectives align the critical work of your organization to the organization's goals.  Doing so, allows employees to understand how performance and contribution link to achieving organizational goals and Army's mission.  

· Develop 3-5 SMART job objectives that directly align to the organization's strategic goals and mission.  

· Select contributing factors for each job objective using the benchmark descriptors.

· Weight each job objective.

· Evaluate whether or not objectives meet SMART criteria, recommending appropriate revisions.

· Communicate and discuss the objectives with the employee, fully explaining the performance expectations and the relationship between the employee's accomplishments and achieving organizational goals.

· Cut and paste the information into the fillable DD Form 2906. 

· Print out appropriate pages of the performance form and have the rater, higher level reviewer, and employee sign and date the form.

Step 2 (Post conversion and within the first 30 days of the rating cycle)

· Cut and paste information from the performance plan to the automated tool and flow the automated performance plan to the higher level reviewer and employee to review for accuracy. 

After step two, supervisors and employees may use the automated tool to record/document accomplishments. Supervisors and employees can only access the automated tool, My Workplace and My Biz, after converting to NSPS.  

For more detailed information on developing meaningful job objectives, you are encouraged to review the attached Job Objective Writing Guide.
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