
 
 

Developing TAPES Base System 
Performance Plan(S) 



Employees will have written performance 
plans that are based on organizational 

mission and goals and that reflect the types 
of duties and responsibilities  in  their 

position descriptions 
 

 



Components of the Base System 
Performance Plan 

  
1. DA RESPONSIBILITIES (Major Job 

Components) with generic performance 
standards used to measure them 

2. Position description                                                    
3. Specific performance expectation(s) to 

supplement DA RESPONSIBILITIES and 
generic standards 

 

 



What is a DA RESPONSIBILITY? 

 
– A major job component 
– A critical element 

• “…a work assignment or work responsibility of such 
importance that unacceptable performance on the 
element would result in a determination that an 
employee’s overall performance is unacceptable.”         
– 5 CFR 430 

– What is rated 



 
Base System DA RESPONSIBILITIES 

 
Technical Competence 

Adaptability/Initiative 

Working Relationships/Communications 

Responsibility/Dependability 

• Additional 2 for Employees with Supervisory Duties 

Supervision/Leadership Action 

Equal Employment Opportunity/Affirmative Action 

• All Positions  
 

1. 

2. 

3. 

4. 

6. 

5. 



Generic Performance Standards 



Senior System  
Performance Standards 

Base  System                                 
Responsibilities & Performance Standards  

Non-Supervisory 



Supervisory 
Senior System  

Performance Standards 
Base  System                                 

Responsibilities & Performance Standards  



Components of the Base System 
Performance Plan 

  
1. DA RESPONSIBILITIES (Major Job 

Components) with generic performance 
standards used to measures them 

2. Position description                                                    
3. Specific performance expectation(s) to 

supplement DA RESPONSIBILITIES and 
generic standards 

 



 

The pre-printed DA RESPONSIBILITIES  
and 

 generic performance standards  
and  

position description 
 

may not specifically identify what is 
required for SUCCESS. 

 
 

    

 
Why Supplement RESPONSIBILITIES? 

 



 
 Why Supplement? - Example: 

 
 
 
 

 
Does not  identify for Ratee: 

– What specifically they need to do during rating period 
– When and how it should be done 
– What training is needed, if any 
– Link to mission goals or reflect the type of job duties or 

work responsibilities in the position description 
 

Has knowledge, skills and abilities to do the work.  
Produces expected quality and volume.  Meets 
Deadlines.  Works with right amount of 
supervision.  Gets desired results 
 

DA RESPONSIBILITY:  Technical Competence 

Generic Performance Standard: 



Developing specific performance 
expectations: Overview 

 
 

1. Identify major job categories, significant 
work responsibilities or work assignments 

 

2. Tie to DA RESPONSIBILITY(ies)  
3. Develop specific performance measurements 
4. Discuss alignment of major job categories, 

significant responsibilities or assignments to 
Strategic Plans or Mission Goals 
 

 



Step 1:   
Identify Major Duty Categories, Significant Work 

Responsibilities or Work Assignments 
 
 

• Look at Ratee’s duties, work assignments & work 
responsibilities 
– Get input from the Ratee on work  performed 
 

• Review position description 
– Is the position description current and accurate? 

• If not: 
– Are  the duties described in the position description no longer required to 

be performed?   or 
– Is the Ratee performing duties outside of the position description?  

– Be sure the position description accurately reflects the major 
duties and responsibilities assigned 
• If not - position description should be updated 
 
 

 



 
•  Are the individual tasks important to the Ratee’s  overall 
job? 
 

•  Is the task part of another function of duty? 
 

•  Can the task(s) be combined and categorized by most 
important duties? 
 

•  Are the identified major duty categories, work 
responsibilities or work assignments so important that 
failure in the RESPONSIBILITY tied to them would result in a 
determination that the Ratee’s overall performance is 
Unsuccessful? 
 

  
 

Step 1:   
Identify Major Duty Categories, Significant Work 

Responsibilities or Work Assignments 









Example 1: 
   
  Administrative Support Assistant 

              1. Budget Work 
              2. Timekeeping 
              3. Miscellaneous Clerical 
              4. Contract Review 
              5. Travel 
 

 

Major Duty Categories Identified  



Work Assignment 

Work Responsibility – Office Training Coordination 

Work Responsibility – Purchasing Work 



 
Significant Work Responsibilities and Work Assignments 

Identified 
 

Example 2: Significant Work Responsibility or Work Assignment 
 
 Administrative Support Assistant 
              1. Budget Work  
              2. Timekeeping  
              3. Miscellaneous Clerical 

– Work Assignment: Organize office files, including those related to river water 
flow levels and the Endangered Species Act 

 

• Work Responsibility: Purchasing Work 
 

• Work Responsibility: Office Training Coordination   
– Work Assignment: Schedule employees and track training attendance and 

travel costs for FY PROSPECT courses  
              4. Contract Review  
              5. Travel  
 



Developing specific performance 
expectations: Overview 

 
 

1. Identify major job categories, significant work 
responsibilities or work assignments 

 

2. Tie to DA RESPONSIBILITY(ies)  
3. Develop specific performance measurements 
4. Discuss alignment of major job categories, 

significant responsibilities or assignments to 
Strategic Plans or Mission Goals 
 

 



  Review the pre-printed DA RESPONSIBILITIES on the reverse side of DA 7223-1 
Step 2 

Determine the DA RESPONSIBILITY(IES) most applicable to each of the major 
duty categories or significant work responsibilities or work assignments selected 

for the rating period 

 
 Administrative Support Assistant 
              1. Budget Work  
              2. Timekeeping  
              3. Miscellaneous Clerical 

• Work Assignment: Organize 
office files, including those 
related to river water flow levels 
and the Endangered Species Act 
 

• Work Responsibility: Purchasing 
Work 
 

• Work Responsibility: Office 
Training Coordination  

– Work Assignment: Schedule 
employees and track training 
attendance and travel costs for FY 
PROSPECT courses  

              4. Contract Review  
              5. Travel  
 



 
Step 2:   

Tie Major Duty Categories, Significant Responsibilities 
or Work Assignments to DA RESPONSIBILITY(IES) 

  
 

 
         Administrative Support Assistant 
 
              1. Budget Work (Technical Competence)  
              2. Timekeeping (Responsibility/Dependability) 
              3. Miscellaneous Clerical (Responsibility/Dependability) 

• Work Assignment: Organize office files, including those related to river 
water flow levels and the Endangered Species Act (Adaptability/Initiative) 
 

• Work Responsibility: Purchasing Work (Technical Competence)  
 

• Work Responsibility: Office Training Coordination (Working Relationships/ 
Communication) (Technical Competence)  (Responsibility/Dependability) 

– Work Assignment: Schedule employees and track training attendance and travel costs 
for FY PROSPECT courses 

              4. Contract Review (Technical Competence)  
              5. Travel (Technical Competence) (Working Relationships/Communication) 



Developing specific performance 
expectations: Overview 

 
 

1. Identify major job categories, significant work 
responsibilities or work assignments 

 

2. Tie to DA RESPONSIBILITY(ies)  
3. Develop specific performance measurements 
4. Discuss alignment of major job categories, 

significant responsibilities or assignments to 
Strategic Plans or Mission Goals 
 

 



 
Step 3:  

Develop specific performance measurements                       
(to supplement DA generic performance standards measures) 

 
• Supplement when specific performance measurements are needed 

 

• Decide which general measures are important 
– Qualitative (accuracy, appearance, effectiveness of product) 
– Quantitative (how much, error rate) 
– Timelines (how quickly, when, or by what date the work product is 

required) 
– Cost Effectiveness (dollar savings to the Government or working within 

a budget) 
– Manner of Performance (Method or way of performing a major job 

component, work responsibility or assignment) 
 

• Remember, some measures must be tracked, such as percentages, 
error rates, or dollar savings. 
 
 
 



 
Specific performance measurements   

(measures may be in addition to the generic DA performance 
standards  or  as stand-alone measures) 

 
 

Example 1: Specific Performance Measurements 
     Office Training Coordination Work Assignment: 
     Schedule employees requiring PROSPECT Civil Work 

Courses NLT 60 days from start of registration.  Track 
training attendance so that travel orders are prepared 
within five days of course attendance.   

 

    GENERIC STANDARD -(Technical Competence): Has 
knowledge, skills and abilities to do the work.  Produces 
expected quality and volume.  Meets deadlines.  Works 
with right amount of supervision.  Gets desired results. 

 

 



 
Specific performance measurements   

(measures may be in addition to the generic DA performance 
standards  or  stand-alone measures) 

 
 Example 2:  Specific Performance Measurements 

 

     Miscellaneous Clerical Work Assignment: 
    Organize office files, including those related to river water flow 

levels and the Endangered Species Act so that information is 
complete and readily accessible to the Environmental Inspection 
Team on 5 July.  No more than 3 instances in which files are not  
properly maintained when requested by Specialist. 

 

    GENERIC STANDARD - (Adaptability/Dependability): Can work 
under pressure or during changing conditions.  Is willing to try 
new ways.  Suggests better ways to do business.  Seeks/accepts 
developmental assignments. 

 
 
 

 



Developing specific performance 
expectations: Overview 

 
 

1. Identify major job categories, significant work 
responsibilities or work assignments 

 

2. Tie to DA RESPONSIBILITY(ies)  
3. Develop specific performance measurements 
4. Discuss alignment of major job categories, 

significant responsibilities or assignments to 
Strategic Plans or Mission Goals 
 

 



 
Review Organizational Strategic Plans and 

Mission Goals 
 
 

• Are there significant work assignments or work responsibilities that 
the employee must accomplish to meet the organization’s mission 
goals? 

• Some job categories may only indirectly support a Strategic Plan 
goal 

• If the job category does not directly support a Strategic Plan 
goal(s),think about relating it to  the Office organization mission 

 
 
Miscellaneous Clerical 

• Work Assignment: Organize office files, including those related to river 
water flow levels and the Endangered Species Act   
 

• Work Responsibility:  Office Training Coordination   
– Work Assignment: Schedule employees and track training 

attendance and travel costs for FY PROSPECT courses  
 
 

 



Example of Strategic Plan and Organization Mission 

Office Mission 

Advisory support in personnel related matters:  training, career development…… 

District Mission 
Oversight of river, 

harbor, flood 
control works  

Operate/Maintain 
flood control 

navigation facilities 

Administer laws –
civil work activities 

Respond to natural 
disasters  

Division Mission 

USACE Mission 

Provide vital public engineering services in peace and war to strengthen our 
Nation's security, energize the economy, and reduce risks from disasters.  

Work Responsibility: Office Training Coordination   
Work Assignment: Schedule employees and track training 
attendance and travel costs for FY PROSPECT courses  

District Implementation Plan 
Establish tools and systems to get the right people in 

the right jobs, then develop and retain this highly skilled 
workforce. 

Division Operations Plan 

Action:  Develop, implement and sustain the Regional 
Human Capital Plan   

USACE Campaign Plan  

Goal:  Build & cultivate a competent, disciplined, and 
resilient team equipped to deliver high quality solutions 



 
Discuss Alignment of Major Duties /Responsibilities /Work 

Assignments to Strategic Plan or Organization Mission  
 

 

 Why is it important to align performance 
requirements to organizational mission 
and goals and discuss it with Ratee? 

   
 
 
 



 
 

Conversation  with Employee 
Discuss Performance Plan and Expectations and 

Relate to Mission Goals 

Your initial conversation to go over your 
expectations for the rating cycle is critically 
important to employees’ understanding of: 
 
 

– The Performance Plan and what you  
    expect of them 
 

– What & How they will be evaluated  
 

– How their work relates to mission goals 
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