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WORKSHEET FOR MID-TERM AND INITIAL 90 DAY PERFORMANCE PROGRESS REVIEWS
(Last Name, First, Middle Initial)
(YYYYMMDD)
EMPLOYEE
ORGANIZATION
DATE
PERIOD COVERED
This worksheet is to be used to document performance progress (1) upon completion of the first 90 days of Air Force employment and (2) approximately
midway through the appraisal period. Other performance progress reviews are encouraged and may also be documented on this form.  Use of this form for both
the 90 day and mid-term reviews is mandatory for bargaining unit employees.  The process is intended to facilitate communication between the supervisor and
the employee.  The Comments section serves as documentation of specific strengths and weaknesses.  The employee should be made aware that the progress
review is meant to provide feedback about his/her performance that may impact the rating of record at the end of the appraisal period.  Do NOT forward the form
to the civilian personnel flight. It is filed with the AF Form 971.  A copy should be given to the employee.
     Indicate by use of an "X" the employee's performance at this stage of the appraisal period. Place an "X" at the appropriate place on the arrowed line. Performance items not observed are not rated.
Needs Significant Improvement
Needs Little or No Improvement
COMMENTS
(If improvement is needed OR to document contributions)
1.  PROGRESS ON PERFORMANCE PLAN ELEMENTS
-Element 1
-Element 2
Use space bar and backspace key to move X back and forth. To change position of the X to the left use space bar.  To change position of the X back to the right use the backspace key. (This is a non-printable field)
-Element 3
-Element 4
-Element 5
-Element 6
-Element 7
-Element 8
2.  Work Effort:  Exerts effort and shows initiative
in starting, carrying out and completing tasks;
Spends time effectively performing work.
3.  Adaptability to Work:  Is easy to instruct;
Picks up new ideas and procedures quickly; Can
adapt to the demands of new situations; Understands and carries out oral or written instructions.
4.  Problem Solving:
Devises effective solutions to problems or; identifies effective methods and procedures for accomplishing objectives.
5.  Working Relationships:  Sensitive to the behavior of fellow workers, supervisors and
subordinates; Maintains effective working
relationships with others.
6.  Communication:  Communicates clearly and
effectively, whether orally or in writing.
7.  Work Productivity:  Productive during work
time; Completes his/her work project, duties, and
tasks in a timely manner.
8.  Self-Sufficiency:  Follows through well;
Works independently with little need for
additional supervision or help.
Accomplishes all tasks required to complete a job on his/her own.
9.  Skill in Work:  Performs job-associated tasks
well, whether they require physical, technical,
professional, supervisory or managerial skills; is considered very skillful on the job.
10.  Work Management:
Effectively plans and organizes work;
Properly follows or implements management
procedures, directives, regulations or Technical
Orders; Ability to direct or evaluate or substitute
for absent supervisor.
(Supervisor's Signature)
(Signature Optional)
(YYYYMMDD)
RATER
EMPLOYEE
DATE
(IMT-V1)
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