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INSTRUCTIONS FOR PREPARATION

This form is used to identify and record individual E-M-S development needs of Farmers Home Administration (FmHA) E-M-S employees. It
should be prepared on or about the time the E-M-S employee is scheduled to receive his or her annual performance rating. It should be reviewed
annually and revised or updated as necessary.

Block 1
Block 2
Block 3

Block 4
Block 5§

Block 6
Block 7
Block 8
Block 9

Block 10

Block 11

Block 12
Block 13

Block 14

Block 15
Block 16

Block 17

GENERAL

Identify the managerial knowledges, skills, and abilities (KSA factors) necessary to perform the duties and responsibilities of the
E-M-S employee’s assigned position.

Assess the degree to which E-M-S employee possesses the required managerial KSA s. Those KSA s requiring improvement are
designated as individual E-M-S development needs.

Identify the optimum developmental activity which will assist the E-M-S employee in acquiring a satisfactory level of proficiency
for each KSA requiring improvement.

Prepare a current year development plan. List only those developmental activities which you plan to accomplish during the
succeeding 12 months.
SPECIFIC
Enter the employee’s last name, first name, and middle initial exactly as recorded on Time and Attendance Report (T&A).
Enter the employee’s Social Security Number as it appears on the T& A Repost.

Enter the position number which identifies the position to which the employee is assigned. Refer to Form AD-332, Position
Description (Block 3). e m—

Enter the employce’s pay plan, occupational series, and grade (e.g., GS-475-11, GS§-1165-12).

Enter the employee’s official position classification title (e.g., Supervisory Agricultural Management Specialist, Supervisory Loan
Specialist).

Enter the émp]oyee’s working/organizational title (c.g., County Supervisor, District Director).

Enter the employee’s Organizational Structure Code. Refer to Form AD-332, Position Description (Block 17).

Lists the managerial KSA s required to perform the duties and responsibilities of FmHA E-M-S employees.

Enter the appropriate “weight factor” beside each managerial KSA listed in Block 8. Assigned weights are listed on the informa-
tion sheet ““Managerial Knowledges, Skills and Abilities Required by E-M-S Emplo;’ees” contained in the “E-M-S Training and
Development Guidebook.”

Place a check “\/” in the Satisfactory colymn beside those managerial KSA s which the E-M-S employee has attained a satisfac-
tory level of proficiency and a check “N/”in the Needs Development column beside those managerial KSA s which the E-M-S
employee requires improvement or needs to sharpen.

Beside those KSA s with a check “\/’ in the Needs Development column, enter the recommended optimum developmental
activity which will assist the employee in attaining a satisfactory level of proficiency. Alternative developmental resources are
listed in the designated section of the “E-M-S Training and Development Guidebook”.

Enter those developmental activities from Block 11 which you plan to accomplish during the next 12 months.

Select the appropriate “Source” code from those listed below and enter beside cach developmental activity listed in Block 12:

01 — FmHA Sponsored 05 — Other Federal Dept. 09 — Industry

02 - USDA 06 - USDA Graduate School 10 — Professional Association

03 — Other USDA Agency 07 — State/Local Government .11 — Consultant

04 - OPM 08 - University/College 12 — Other (Specity)

Select the appropriate “Method” code from those listed below and enter beside each developmental activity listed in Block 12:
01 — Formal Classroom 05 — Computer Based 09 - Training Film

02 — Correspondence 06 —~ VCR Tape 10 -~ Detail/Mobility Assignment

03 — Programmed Instr. Text 07 - Audio Cassetic 11 - Other (Specify)

04 — Formal TV Course 08 - LP Recording

Enter inclusive dates of developmental activity (¢.g.. 7/22/85 - 7/25/85).

g.’ntcr total number of hours for each developmental activity: 1 day = 8 hours (e.g., total hours for example in Block 15 is
2 hours).

Enter estimated total cost for each developmental activity (i.c., tuition and associated fees, books and materials, travel. per diem,
houschold movement, etc.) Do not include salary costs.
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