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DEFENSE PERFORMANCE MANAGEMENT AND APPRAISAL PROGRAM (DPMAP) 
2023 APPRAISAL PERIOD (1 APRIL 2022 THROUGH 31 MARCH 2023) 

  
The 2023 DPMAP appraisal period will end on 31 March 2023.   
 
CHECK THE BASICS 
 

▪ Make sure the performance plan is in an approved status.  An approved status means the performance plan was 
approved by the higher-level review official and acknowledged by the employee. There must be 90 days of 
observation after plan/element approval for an element to be rated. 
 

▪ Check the dates on the performance plan to make sure they are correct.  
 

o The ending date must be 31 March 2023 (except in the case of an extended rating period).  If an appraisal 
period has been extended, the end date of the rating period will be the end date of the extension. 

 
o The appraisal effective date must be 1 June 2023, unless the appraisal period was extended beyond 1 

June. 
 

EMPLOYEE SELF-ASSESSMENT - See the attached documents: How to Complete a Self-Assessment and 
Employee Input Fact Sheet 
 

▪ Prior to the end of the rating period, employees should start completing their self-assessment for the annual 
appraisal.   
 

o Employees have a due date of on/about 8 April for this to be accomplished. Supervisors may adjust this 
date for their employees. 
  

▪ If the employee is not the current “owner” of the plan, the RO will need to transfer the plan to the employee. 

    
 
 
 
 
 
 
 
 
 
 
 
 

 

 

CHRO News 
 

Give us 5 Minutes, and we will 
give you all the HR news you need 
to know now! 

 
 
 
 
 
 
 

 
March 2023 

 

MCAGCC Civilian Human Resources Office, Building 1433, Twentynine Palms, CA 92278 
The HR webpage can be found here: https://www.29palms.marines.mil/Staff-Offices/Civilian-Human-Resources/ 
 

ACTION/EVENT DATE 

End of appraisal period 31 March 

Performance appraisals reviewed, approved, & acknowledged by employee NLT 30 April 

Both Performance Plans and Individual Development Plans (IDP) for the 
2024 appraisal period must be established (i.e., approved by higher level 
review official and acknowledged by employee). Performance Plan is 
located in DCPDS, IDP is located in TWMS. 

NLT 30 April 

https://www.29palms.marines.mil/Staff-Offices/Civilian-Human-Resources/
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Upcoming Training Opportunities 
 

Defense Performance Management Appraisal Program (DPMAP) Training - Tuesday, 28 March   
Get ready for the new performance year. These sessions are designed to assist new employees and supervisors with 
understanding the performance cycle, requirements, and an introduction to Performance Management program in 
MyBiz+. This is a one time required training; may also be used as a refresher.  
 
Date:  28 March 23 
Location: Training Room (BLDG 1525) 
Supervisors 10:00am – 12:00pm 
Employees 1:00pm – 3:00pm 
***To register please email: SMBPLMSHROTRAINING@usmc.mil. Specify which session you are signing up for. 
 
----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
FY23 Virtual Individual Development Plan (IDP) Training – 16 March, 0700 – 0830 
FY23 Virtual Half Day Performance Writing for Supervisors Training – 22 March, 0600 - 1000 
 
Follow these simple steps to get registered for these sessions.   
1. Copy / Paste link into your browser: 
https://usmc.sharepoint-mil.us/sites/TECOM/erav2.0/SiteAssets/Event-Registration/ERA.aspx  
2. Under column "Title" find the program you want to attend 
3. Click the corresponding blue "Documents" button to find the course flyer. 
4. Click the blue "Register" button.  Once registered, the box will turn RED 
and it will read "Unregister". 
5. You will receive a confirmation email from ERAV2.0 indicating you have 
successfully registered for this training event. 
 
Link to Registration Tool Job  Aid - 
https://usmc.sharepoint-mil.us/:p:/s/TECOM_KM/EaByfzNymdNEs2lWEWPvkCUBvtt_ma9noqq7npEBTroROQ?e=ISJlNC  

 

 
How to Update your Email in GRB Platform 

 
1. As many employees have experienced the migration to Flank Speed and received the new “.civ@us.navy.mil” email 
address, you will want to ensure the GRB Platform has your current email address. Employees must update their email 
address in MyBiz+. Once updated, you will see the change in GRB within 24-48 hours. The GRB Platform does not allow 
you to update your email address in the application.  
 
2. To update your email address you must access MyBiz+ through the Defense Civilian Personnel Data System (DCPDS) 
Portal page at https://compo.dcpds.cpms.osd.mil and follow the Common Access Card (CAC) access login process 
below. If this is your first time accessing your account, you will be required to complete a simple registration.  

• Upon login and acceptance of the Privacy Act Statement, users are directed to the MyBiz+ homepage.  

• At the MyBiz+ home page, on the left side under “Key Services,” select  

• “Update Contact Information”.  

• Use the drop-down menu to ensure “Work Email” is selected and click “Update”.  

• Select “Edit” to add/update your work email address. Select “Add/Update” to confirm changes.  

• Logout from MyBiz+ by using the Logout link on the upper right of the MyBiz+ homepage.  
 
3. If you have any questions, please call the Benefits Line at 888-320-2917 from 7:30 a.m. - 7:30 p.m., Eastern Time, 
Monday - Friday, except on Federal holidays. The TTY number is 866-359-5277.  You may also email your questions to 
navybenefits@us.navy.mil.  You must include your full name, pay plan, grade, and contact telephone number but please 
do not include Privacy Act Information such as date of birth or social security 

 
 

 
 

mailto:SMBPLMSHROTRAINING@usmc.mil
https://usmc.sharepoint-mil.us/sites/TECOM/erav2.0/SiteAssets/Event-Registration/ERA.aspx
https://usmc.sharepoint-mil.us/:p:/s/TECOM_KM/EaByfzNymdNEs2lWEWPvkCUBvtt_ma9noqq7npEBTroROQ?e=ISJlNC
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USA Jobs Application Process 
 

Applying for Department of the Navy (DON) jobs posted on USAJOBS has never been easier. Applicants can upload 
multiple resumes and multiple supporting documents to their USAJOBS account to select and attach to their application 
packages as needed. 
 
Applicants must provide documentation that supports the eligibility and qualification claims they make in their application 
package. Applicants that do not provide supporting documentation at the time of application will not be referred to the 
hiring manager. For example, if you claim that you are a current federal employee, you will have to provide the 
documentation (SF-50) that supports the claim. Requirements are posted in the Job Announcement.  
 
Ensure your resume includes the following information for each job listed in your resume: 
*Job Title 
*Hourly wage or annual salary 
*Specific start and end dates (to include month/day/year) 
*Number of Hours Worked Per week 
*Detailed summary or list of job responsibilities and duties performed 
*For all federal positions held, list pay plan, series, and grade 
 
 
For more information, please visit the below website that can answer any other questions you may have on what to 
include in your federal resume: 
 
https://www.usajobs.gov/Help/faq/application/documents/resume/what-to-include/  
 
 

 

Department of the Navy Civilian Employee Assistance Program (DoN CEAP) 
 

Department of Navy employees are busy juggling work and family, and it is not unusual to encounter difficulties with 
stress, family, relationships, alcohol, work, or other issues which impact their quality of life. The Department of Navy 
(DON) values its employees and has partnered with Magellan Health to provide a centralized Employee Assistance and 
Work-Life program for employees and their household members. The Department of Navy Civilian Employee Assistance 
Program (DONCEAP) provides a wide range of services to employees and their household members. Employees can 
access services 24/7 through the web www.MagellanAscend.com or by phone (1-844-DONCEAP). A professionally 
staffed call center will provide answers to questions, research information, link employees to a wide variety of qualified 
local services and provide licensed confidential support to help with difficult issues. 

 

REMINDER 

Telework agreements are due annually 

 

 

 

 

https://www.usajobs.gov/Help/faq/application/documents/resume/what-to-include/
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Heart Health 

 

 

Additional fact sheets can be found at: 

 https://www.nhlbi.nih.gov/health-topics/education-and-awareness/heart-month/fact-sheets 

https://www.nhlbi.nih.gov/health-topics/education-and-awareness/heart-month/fact-sheets
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What is Employee Input? 

Employee Input is your written description of your work accomplishments related to the 
performance elements identified in your performance plan.  In the employee input, you discuss 
the results of your work, the behavior you demonstrated in accomplishing your work, and how 
your work contributed to your organization’s goals and your Agency’s mission.  Writing 
employee input is a voluntary activity, but is highly recommended for your interim review and 
performance appraisal. Employee input serves as the basis for your manager’s/supervisor’s 
evaluation of your work. It is your opportunity to highlight your most significant work 
achievements using your own words and provides your manager/supervisor with a clear picture 
of how you perceive your own performance and contributions.  

Guidelines for Writing Employee Input 

Employee input is your opportunity to list the facts about what you have done during the 
performance period.  To write effective employee input, you should maintain an ongoing record 
or journal of major achievements throughout the performance period.  Records might include 
written and verbal feedback you received from people within your department or from sources 
outside your department.  Other examples include recognition or thanks from others, and notes 
to yourself about deadlines that you met or tasks that you successfully completed.  By 
documenting major achievements against your job objectives as they occur, you have the 
information needed to complete the Employee Input when it is due.  When writing employee 
input, the following guidelines may help:  
 
Restate elements.  Paraphrasing performance elements gives your manager/supervisor a clear 

picture of how well you understood performance expectations.  
Focus on achievements rather than tasks.  Emphasize the results you accomplished, not the 

steps you took to create the results.  Focus on the service, product, or deliverable resulting 
from the performance element.  

Highlight your most significant achievements for the rating cycle. Your employee input 
does not need to be lengthy.  Use your achievements to demonstrate how you successfully 
completed your performance elements.  

Make the connection between what you did and how your work helped the organization.  
Explain how the organization benefited from what you achieved or contributed by describing 
tangible benefits (i.e., a cost savings to the organization or a solution that enabled 
employees to better perform their jobs).  

Cite instances where your actions or conduct exemplified superior performance.  
Highlight specific instances where your behavior made a positive difference in the outcome 
of a job objective and how you met or exceeded the performance elements.  

Describe any challenges you faced and how you overcame them.  Overcoming challenges 
is an important part of the overall performance rating.  Challenges may be technical or 
interpersonal in nature.  They may also involve the ability to succeed despite limited 
resources or difficult circumstances.  

Describe your accomplishments in terms of the performance element.  Without copying 
the text of the elements, describe how your work met or exceeded them. 
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Effective employee input answers the following questions 

 What did I achieve?  

 How well did I do it?  

 What behaviors did I exhibit?  

 How did it help my organization? 

 What special circumstances made my accomplishment even more significant?  

 

ORCA  SCRAM 

Objective: Your employee input clearly 
identifies at what level you felt you 
accomplished the performance element. 

 

 
Situation: Your employee input provides a 
little bit of context so readers understand 
why you were assigned this job objective 
and how it benefits the organization. 

 
Results: Your employee input describes 
how you accomplished the job objective at 
the stated level and references the 
appropriate Performance Indicators without 
copying the text of the descriptors exactly. 

 

Challenges: Your employee input describes 
any unusual circumstances you may have 
faced when working on this performance 
element. 

 
Contribution: Your employee input 
describes the critical behaviors you 
exhibited relative to the selected 
performance element. 

 
Results: Your employee input describes your 
actual results, including how they benefited 
the organization. 

 
Added Value: Your employee input 
describes the value of your 
accomplishments to the organization and, 
if applicable, describes how you exceeded 
expectations. 

 

Actions: Your employee input describes the 
actions you took and the behaviors you 
exhibited in accomplishing your performance 
standard. 

  

Measurements: Your employee input 
describes how well you performed against 
each specific measurement in the 
performance element, linking what you did 
and how well you did it. 
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How Do I Update My Self-Assessment Narrative 
 
1. Begin at the MyBiz+main page and select MyPerformance Link located under Key Services.  

 

 

2. Select ‘Update’ under the ‘Action’ column.  Update will allow you to enter narratives for the 
performance elements and standards.  If ‘Update’ action is not available, contact your Rating 
Official and request he/she transfer the plan to you.    The Current status should be ‘Progress 
Review Completed’ or ‘Plan Approved.’ 

 

3. Select the ‘Go’ button.  
4. Select the Annual Appraisal tab. 

5. Select the radio button for the performance element you wish to write self- assessment 
narrative.  
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6. Enter your self-assessment narrative into the ‘Employee Input’ box. You may copy and paste 
information into the appropriate box from MS Word or ‘My Journal’. You may select the ‘Spell 
Check’ button to check the spelling of the text. Up to 2000 characters are allowed. 

7.  Once you have completed entering your self-assessment narratives for all of your 
performance elements and standards, select the Save and Continue button located at the 
lower right hand side of the screen.  This will take you to the Approvals and 
Acknowledgements Tab. 
 

 

 

8. From the drop down menu on this page, select ‘Transfer to Rating Official’ and then select the 
‘Go’ button.   
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9. Before transferring the plan/appraisal to Rating Official, you may include a message in the 

‘Message to Rating Official’ box.  You also have the option of transferring the Plan with or 

without an E-mail notification.  Select the appropriate Transfer button. 

 

 
10. The screen below depicts what the Employee will see following the transfer of the Plan to the Rating 

Official.  The employee is no longer the owner of the Plan therefore, can no longer update.  The Rating 

Official now has the ability to complete the Rating Official Performance Assessments. 
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