The following is a Task Sheet to help rating officials and employees to reach an agreement on what is expected by each task statement.  It is keyed to the issues addressed in the 4 levels of accomplishments in each employees performance plan. 
PERFORMANCE MANAGEMENT TASK SHEET



EMPLOYEE :                                                                                DATE:


ELEMENT # _____

TASK #: ____ : _______________________________________

INTERMEDIATE OUTCOMES OR WORK PRODUCTS EXPECTED:

SOURCES OF INFORMATION:

SCOPE/COVERAGE OF OUTCOMES OR WORK PRODUCTS:

COOPERATION/COLLABORATION WITH:


PROGRESS/MILESTONES NEEDED ON:

FINAL DUE DATE:


Special considerations related to this task:

Special/scarce resources identified____

Diversity considerations____


Possible intra-organizational conflict present____
SOPs present__;absent__; needed__

Internal/external teaming possible____

Post-project evaluation needed____



