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HQ Employee Job Aid: Reviewing and Signing a Performance Plan 
	Reviewing a Performance Plan	1
	Signing a Performance Plan	3

· [bookmark: _Toc429645230]Reviewing a Performance Plan 
1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Plan Summary tab (if not already selected)
[image: ]
Note: Rating Officials may first need to click the Your Performance Plan tab
3. Click Start
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4. Review the Critical Element and the related performance standards and indicators
5. At the bottom of the page, record your review using one of the following options:
[image: ]
a. [bookmark: _GoBack]Do not provide feedback
i. Click the radio button next to I have reviewed the above Critical Element and the related performance standards and indicators – I have no comments 
ii. Click Continue
a. Provide feedback
iii. Click the radio button next to I have reviewed and would like to provide comments about the above Critical Element and the related performance standards and indicators 
iv. Enter your comments in the Comments text field
v. Click Continue
6. Repeat Steps 4 – 5 for each Critical Element
7. Click Notify 
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Note: You can click the Recall button to recall the Performance Plan to review it further or provide additional comments.




· [bookmark: _Toc429645231]Signing a Performance Plan 
1. Log into SPACE using http://space.ksc.nasa.gov  
Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN). 
2. Click the Plan Summary tab (if not already selected)
[image: ]
Note: Rating Officials may first need to click the Your Performance Plan tab
3. As needed, click the hyperlink for each Critical Element to view the Critical Element, and the related performance standards and indicators and then click Previous Page to return to the plan summary 
4. Click Sign
[image: ]
5. Click Confirm
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Welcome to your draft performance plan, created by your Rating Official. On the next pages, you will have the opportunity to
review and/or provide feedback on the following components of the draft performance plan:

o Critical Element(s)
o Performance Standards and Indicators

When you have finished reviewing, indicate your response to each element then click the notify supervisor button.
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Employee Review Element 1

© I have reviewed the above Critical Element and the related performance standards and indicators - | have no
comments.

© I have reviewed and would like to provide comments about the above Critical Element and the related
performance standards and indicators.
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Employee Signature
By clicking the confirmation button located below, | certify that | am
and that my Rating Official provided my Performance Plan for performance year 2016 to me,
and conducted a discussion with me regarding the critical elements and performance
standards/indicators therein.
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