PMP Form:  Excel Format

The PMP form is available in an easy to use Excel worksheet format.  It is recommended that supervisors who are comfortable working in the Excel environment and familiar with the Performance Management Process utilize this form. The form can be found on the HR Forms website at http://www.salisbury.edu/hr/forms.html
General Instructions:

1. Open the Excel file and Save it onto your network or hard-drive.

2. Within the file, the PMP form is divided among several worksheets in the workbook.  Each worksheet has a tab (bottom of screen) that displays what information can be found on the worksheet. By clicking on the tab, a worksheet can be opened. The tabs are as follows:

· Instructions:  Provides a space for general employee information input and general overview on how to complete the form.

· Individual Performance Factors:  Utilized for all employees.

· Mgr. and Supv. Perf. Factors:  Utilized for employees that supervise and manage others.

· Operational Obj.:  Utilized for documenting and evaluating employee’s work goals.

· Summary and Signatures:  Includes overall evaluation, employee comments, and space for developmental planning and signatures.

· Overall Ratings Worksheet:  automatically calculates the employee’s overall performance rating based on number (weights and ratings) input from the other various worksheets.  Note:  this worksheet is locked.
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INSTRUCTIONS FOR COMPLETING PMP FORM: If using Excel format, see related
11 |instructions for completing form online.
12 |Beginning of Review Period

13 1) Complete identification information above.
2) ldentify major performance areas applicable for employees (Section 1).
14 Sign and date form after discussing factors/objectives.

3) Identify the performance factors which are key to the position (Sections 2
and 3) by indicating the importance weighting (High, Medium, Low). These
will be the factors on which the employee will be evaluated. (Note: A “Low”
weighting does not mean the factor is unimportant, only that it is less

15 important than other factors.)
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Tabs related to worksheets.  

             Use scroll arrows to view other worksheet tabs.

3. Utilizing the Individual Performance Factors worksheet, the supervisor should place on an “X” in the appropriate boxes that correspond with the applicable performance areas that will be evaluated as part of the employee’s PMP.

4. Also, at the beginning of the review year or cycle, the operational objectives and standards should be determined and agreed upon.  The operational objectives and standards will be entered on the Operational Objectives sheet.
5. Both the supervisor and the employee should sign and date the form in the appropriate area to indicate that the performance factors and objectives have been identified and discussed with the employee.  Note, typically this should occur at the beginning of the review year.
6. All applicable Performance Factors should be weighted—utilizing the High (=3), Medium (=2), Low (=1) weighting scale.  Note, typically this should occur during the beginning of the review year/performance cycle.   If the employee does not supervise, only the Individual Performance Factors and the Operational Objectives need to be weighted.    Supervisors will have both the Individual and the Manager/Supervisor Performance Factors weighted.
7. After all applicable weights have been entered, the totals will automatically calculate in the corresponding Total Weights cell which is located at the bottom of the weights column.  These totals will also populate as the overall calculation in the Overall Ratings Worksheet.

8. Enter an “x” in the appropriate cell that corresponds with the rating for each performance factor.  The Total  (weight x rating) cell will automatically populate with the calculation for each applicable Performance Factor. This information will also be placed into the related Overall Ratings Worksheet cells. The numerical rating is as follows:

· Above Standards:  3
· Meets Standards:   2
· Below Standards:  1
9. Any applicable, helpful comments can be entered into the applicable Comments cell.

10. If Operational Objectives are being evaluated, enter in the appropriate weight, rating and Totals--following the same format as in #6 - #9.
Again, all calculations will be automatically placed in the Overall Ratings Worksheet.

11. After all numerical information is entered, the supervisor should review the Overall Ratings Worksheet for accuracy.  This worksheet has been “locked”, so any necessary adjustments must be made to the data entry within the other worksheets.

12. Within the Summary and Signatures worksheet, the supervisor should input the Overall Rating Number (based on the calculation from the Overall Rating Worksheet) and place an “X” within the corresponding Overall Performance Rating box or write/type in the actual overall rating.  

13. Any necessary employee developmental plans, with related timing, should be included in the Employee Performance Development Plans cells.

14. The supervisor should review the PMP with their next level supervisor or department designee before they meet with the employee.

15. The supervisor should then schedule a formal PMP meeting with the employee.

16. If the employee has written comments, they can be entered into the Employee Comments cell within the Summary and Signatures worksheet—or attached to the overall PMP.

17. After the Next Level Supervisor’s Signature has been obtained, the original signed copy, with any applicable attachments, and all necessary signatures must be forwarded to Human Resources.  Copies should also be maintained with the employee and supervisor.
Questions?  Contact Human Resources at extension 36035.


