Defining: An Overview (Form Sections |, i)

Amoco Performance Management begins with defining. Before a
supervisor and employee can work together on improving perfor-
mance, they need to set expectations about what the employee’s
performance should be. By setting common expectations, both

the employee and supervisor are better equipped to do their jobs.

Defining starts with an initial meeting each year, when the
employee and supervisor sit down together to decide mutually on
expectations for the employee’s performance. During this meeting,
they also discuss Amoco’s business plans and strategies, as well as
their department’s goals. These plans, strategies, and goals form

a basis for each employee’s individual responsibilities.

Steps involved in defining

» Define roles and accountabilities, including whether they are
individual, joint, or team;

» Develop objectives that are closely tied to department goals;
m Clarify performance dimensions;
m Set interim review dates; and

® Agree on who will provide supplemental input.

The new circumstances
under which we are
placed call for new
words, new phrases,
and for the transfer
of old words to new
ohjects.

—Thomas Jefferson



The Importance of Mutuality

Mu-tuealsisty /IMyco//chod al/i te/ n. (ca. 1586) I the quality or
state of being mutual  2: given and received in equal amounts
3: having the same relationship, each to the other

Mutuality is the foundation of Amoco Performance Management.
It means that employees and supervisors participate equally and
actively in the process.

Mutuality first occurs in defining. During this step, employees and
supervisors prepare on their own for a defining meeting by preparing
draft versions of the defining portions of the form. Next, they meet
to compare their draft versions as a means to mutually establish
performance expectations.

Mutuality doesn’t end with defining, though. It continues using a
similar comparison procedure throughout all aspects of performance
management—from development planning, to interim reviews, to
the preliminary review discussion and the formal review.



Amoco Business Plans

Careful business plans and strategies that anticipate the future have
always been a key factor in Amoco’s success. These business plans
have an effect on your individual work objectives. While you may

be most concerned with departmental goals when writing your objec-
tives, it's important to step back from your role to see how you fit in
with where Amoco is heading as an organization. This section provides
a brief review of Amoco’s overall business plans and how they affect
all levels of the Company.

Here are some brief definitions on terms being used:

Goals: “What we will accomplish”

Strategies: “How we will get there”

Objectives: “How we know we are getting there”
Business Plan: “How everyone knows where they fit"”

Our plans miscarry
because they have no
aim. When a man does
not know what harbor
he is making for, no
wind is the right wind.
—Seneca



Business plan flow of events

Flow of Events

Action and Inter-Relationship

Amoco Corporation

!
Goals & Strategies
1

Subsidiary Companies &
Corporate Departments

Objectives

!

Departments
!

Group Goals
!

All Employees
!

Individual Objectives

Amoco Corporation setg annual goals that

it wants to achieve as an organization, based
upon subsidiary and Corporate strategies.

It communicates these goals to its subsidiary
companies and departments.

Each subsidiary and Corporate department
identifies the best tactics to achieve their part
of Corporate goals and strategies. They also
identify broad objectives that can be used

to determine their progress in achieving

the goals, in accordance with their strategy.

Department goals that reflect the overall busi-
ness ptan and strategy of the subsidiary and
corporation are communicated to work groups
for their guidance in planning their own goals.

With this information, the individual members
of each wark group are able to formulate their
personal objectives that will contribute to the
accomplishment of the group's goals, which
are in accordance with the overall business
plans, strategies, and goals of the corporation.

Double arrows are used in the flow of events to represent the process
working both from the top down, and from the bottom up.



Tying Individual Objectives to Department
Goals/Business Plans

Individual objectives need to strike a balance between being meaning-
ful to the individual and supporting the department’s goals. Before
writing their objectives, employees need an understanding of depart-
ment goals as well as Amoco’s overall business goals and strategies.

In each department, the supervisor should share this information during
group meetings (and through written communications, if appropriate).

Oncc department goals have been reviewed, cach individual needs
to consider the following questions before writing objectives:

= How do my roles and accountabilities affect department goals?
How can t improve my contribution? What objectives will maximize
my contribution?

® Who can help me achieve my objectives? Whom do | interact with
(clients/customers)? What is their reiation to department goals?

® What key aspects of my job must be accomplished in order for our
department to accomplish its goals?



Roles and Accountabilities (Form Section IA)

Philosophy

Roles and accountabilities are a new feature of Amoco Performance
Management. They are designed to gain mutual understanding
between supervisor and employee about major job responsibilities.
Statements of roles and accountabilities should be short, concise,
and relate to the current performance cycle.

Content

Roles and accountabilities describe and highlight:

= Your most important job responsibility;

® Your interaction reguirements with other people; and

® Your significant activities and functions that support objectives.

Roles and accountabilities should include short, general statements
about an employee’s most important responsibility. Next, it should
include a statement of interaction with others and a statement of
specific activities and functions.

Here are several examples:

Lead technician in the laboratory analyzing catalyst samples from the
plant. Meets regularly with plant operating engineers to report on
catalyst activity. Also analyzes catalys( sarnples from the plant and
writes reports of analysis resulfts.

Supervisor, financial systems, maintains and runs the financial system.
Works with the other members of the implementation team to install
systern enhancements. And manages project budgets and supervises
three other employees in the group.



Accounting department clerk provides monthly reports on vendor
payments to the purchasing department. Also verifies choice
documentation before payment, manages the petty cash fund, and
reconciles the monthly bank statement.

Exploration secretary provides administrative support for the profes-
sionals in the group. Major duties include making travef arrangements,
preparing and distributing weekly committee agenda, and typing
reports and correspondence.

Roles and accountabilities: process steps

As you begin to consider writing and discussing your roles and

accountabilities in Section |A of the form, here are some questions
to ask yourself:

® What is your most important job responsibility?
® What are your interaction requirements with other people?

® What are your significant activities and functions that support
objectives?

® Which of your roles and accountabilities are critical to the
achievement of your department’s or group'’s goals and
business plans?

® Are your roles and accountabilities clearly stated?

® Are any of your major job activities not accounted for by this
statement of roles and accountabilities?

= Could your productivity be improved if certain roles and
accountabilities were changed?



Objectives (Form Section IB)

Philosophy

As always, objectives are designed to help achieve business results.
Objectives may target individual or team performance, and must
focus on clear, measurable results during the performance cycle.

Content

Unlike roles and accountabilities, which are general statements about
your job, objectives are specific.

In addition, objectives are:

» Measurable —They provide a clear way to tell whether they have
been met or not. Measures may be concerned with timeiiness,
quantity, quality, cost, and impact.

n Attainable—They present a challenge, but they're also realistic.

m Bolavant They nced to support the department’s or unit’s goals
and Amoco’s overall business goals and strategies.

Several different types of objectives may apply to an individual.
Here are some issues to discuss when mutually establishing them.
Objectives:

m Are concerned with improvements in operating results (for example,
volume, margins, expense, profit);

= May require work products to be completed by a specific time
or date;

= May deal with your special projects (if any);

¥ May spell out planned contributions to your unit or department
goals; and

® May be related to a team’s performance.



Examples of objectives

Remember that objectives must be measurable, attainable, and
relevant to an employee’s roles and accountabilities. Here are some
examples:

® Actions or steps designed to improve operating results:

-Modify activity test procedures to increase the accuracy of the test
by 20% and implement by August 30.

- Achieve $4 miflion in new revenue by the end of this fiscal year.

® Statemenls requiring work to be completed by a specific time
or date:

- Train new hire on the financial system by March 1.
- Consolidate division files into a central focation by April 1.

- Complete petty cash and bank statement reconciliation by the tenth
work day of each month.

- Stay within a specific percentage of control budget for fiscal year.

® Planned contributions to unit or department goal or team
performance:

- Recruit and fill 85% of department staff requirements meeting
Company commitment to the 10-point program.

- Reduce vehicle accidents from seven incidents per month to two
incidents per month by year-end.

- Achieve an increase of 15% over last year’s department contribution
to this year’s United Way campaign.

- Ensure Accounts Payable area conforms to internal controls by
achieving zero audit exceptions.



Objectives: process steps

= As you establish your objectives during defining, record them in
Section IB on the form.

m Section I1B1 of the form has been provided to allow for objectives to
be changed during the performance cycle.



Supplemental Input (Form Section IC)

Philosophy

In a typical performance review, two people have input: the employee
and the supervisor. In many cases, though, other people may offer
important insights about performance. Those people can be other
supervisors, managers, peers, and clients. A complete review should
include those people.

Process steps

= During defining, the people who will provide supplemental input
are agreed upon by supervisor and employee. In most cases, supple-
mental reviewers should be limited to no more than three.

» The employee and the supervisor agree on who will provide input,
list these people in Section IC, and the supervisor contacts them
to ensure their participation.

The use of supplemental input during reviewing wili be discussed in
the reviewing section.



Performance Dimensions (Form Section I}

Philosophy

Performance dimensions are another new part of Amoco

Performance Management. They respond to the employee survey
which suggested the need for a stronger link between job performance
and development.

Performance dimensions are seven aspects of job-related effective-
ness that apply to all employees. They are important because they're
concerned with how roles and accountabilities are fulfilled and how
objectives are met—not just what results you get. This doesn’t mean
that results aren’'t important—they are. But now results will be tied
to overall job effectiveness.

Why performance dimensions?

There are three major reasons why performance dimensions are part
of the process. Dimensions provide:

= Ways to evaluate aspects of performance that go beyond meeting
objectives;

u A formal, consistent way to focus on job-related behaviors and
personal effectiveness; and

= A much more open and concrete way of talking about job-related
behavior and development.



Content

Here are the seven performance dimensions:

Communication covers all the ways
employees listen, talk with others,
present information, and write.
Clarity, completeness, organization,
accuracy, and opportunities for
communications should be con-
sidered in this dimension.

Listens well

Effectively communicates with
individuals throughout the
organization

Gives clear and complete oral
instructions

Makes clear and well organized
presentations

Writes clearly and concisely

Other

Creativity/innovation covers the
ways that individuals move the
organization ahead—through
generating and applying new ideas,
finding better ways of doing work,
and encouraging others to think
and act creatively.

Generates new ideas

Implements new and useful
concepts effectively

Fosters innovation

Other

{continued)

Communication is
something so simple
and ditficult that we can
never put it in simple
words.

—T F Matthews



Decision making is concerned
with the quality of decisions,
how decisions are made, who is
involved, the impact of decisions,
and appropriate risk-taking.

Makes timely and effective deci-
sions consistent with business
plans and department goals

Considers broader impact
of alternatives

Delegates appropriately

Balances logic and intuition to take
appropriate risks

Other

Participative leadership applies
directly to supervisors and
indirectly to employees. It covers
motivational actions, willingness
and ability to lead, and inclusion
of others in leadership functions.

Creates participative climate

Effectively communicates mission
and goals

Motivates by promoting mutual
ownership of ideas and actions

Seeks input from others

Other

Performance management applies
to all employees. It includes full
participation in all aspects of
Amoco Performance Management
as applied personally, to others
supervised, and through supple-
mental input provided.

Mutually defines performance
expectations and sets objectives

Mutually plans development

Mutually reviews and evaluates
progress and results

Effectively works with supervisor
to define, develop, and review
personal performance

Other



Planning and organizing is con-
cerned with getting work done
smoothly, on time, and within
budget. It includes locating and
using resources effectively and
adjusting resources to meet prob-
lems and changing conditions.

Teamwork covers all the ways
people must work together within
their work groups, throughout the
Company, and with vendors and
customers. It includes both gaining
and giving trust and respect

to others.

Identifies directions and desired
results

Anticipates problems and adjusts
accordingly

Organizes work effectively and
uses dvailable resources {(for exam-
ple, people, money, and time)

Other

Works and interacts eftectively as
a team member

Balances individual and team effort
Gains trust and respect of others
Effectively uses interpersonal skills
(for example, managing conflict

and, negotiating)

Other

Performance dimensions not listed
This space on the form affords you
the flexibility to include technical,
functional, and business dimen-
sions. Additional pages can be
utilized as necessary.



Performance dimensions: process steps

As you and your supervisor discuss performance dimensions, you
should consider the following:

® Review each dimension carefully;
= Decide which dimensions apply to your job;

m|f a dimension applies, discuss how it could be demonstrated
on the job;

m Decide how important the dimension is and note this in Section |l;
and

® Decide if any dimensions are missing and add them in the open
areas provided, as appropriate.

It is important to remember when determining the importance of
dimensions, that there is no preset number of critical or important
dimensions.



H. Parformance Dimensions

Indicate to what degree esach dimension is important to effective perfor-
mance in this positon and W what degree thg employee is effective in sach,
Commaent on specific incidents when appropriate.

Research Engineer

Importance! C - Critically important
| - Important
N - Not Applicable

{Do not rate effectiveness on
dimensions marked "N}

0 - Opportunity for Deveiopment
{Opportunities for Development may exist

even when axpectations meet reéquirements)

]

fam)

Empioyee Nama Data |
Lari Anderson '
Effactivaness: E - Exceeds reguirements i -
M - Mests raquirements mportance | Effectiveness

c

|
{|N

-

E

M

0

Communication:

Listans wall

Effectively communicates with =nd|wduals throughout the organization

Gives clear and cornplete oral instructions .

Makas ciear and well-arganized presentations

Writes ciearly and concisely

Other (specity] Communicates effectl Vel y with engineering
candidates

v

“NNSY

Comments:

Creativity/ Generates new ideas Lo J!

Innovation: Implements new and useful concepts effectively i VA
Fosters innovation { 1/ 1
Other {specify) | i

Comments:

. Comments:

Decision Making:

Makes timely and effective decisions consistent with business plans ana department goals
Considers broader impact of alternatives

Delegates appropriately

Balances logic and intuition to take appropriate risks

Other (specify)

Participative Creates participative climate v E
Leadership; Effectively communicates mission and goals P : J
Mativates by promoting mutual ownership of ideas and actions J ! I
Seeks input from others ‘J
Other {(specify) 1 i
Comments:
Performance Mutually defines performance expectations and sets objectives . ! !
Management: Mutually plans development VA :
Mutually reviews and evaluates progress and results J
Effectively works with supervisor to define, develop, and review personal performance jJ !
QOthaer (specify) . 1 \
Comments:

Pianning and
Organizing:

Commaeants:

Identifies goals, directions and desired results

Anticipates problems and adjusts accordingly

Organizes work effactively and uses available resources (e g. people money, tlme)
Other (specify) .,

~N




Employee Name Data 1
Amoco Performance Management Lori Anderson L ,
| S
II. Performance Dimensions . . . continued importance | Effectivens
CIITI{NJE MID
Teamwork: Works and interacts effactively as a tearm member . - } ¥4
Balances individual and teameffort . . . . .. . . . \/
Gains trust and respect of others e p
Effectively utilizes interpersonal skills {e.g. managing cenflict, negotiating! \/
Other {specify} . . = .
Comments:

Performance dimensions not listed: ! | \
{Technical, Functional, Business, etc.)

Comments:

HI. Performance Development

t | A. ldentify deveiopmental issues affecting performance which relate to roles, accountabilities, objectives or performance dimensions.

Lori will be making regular department presentations in addition
to a major presentation to the Implementation Team. Lori will

alsoc be working with college campuses to support cur recruiting
efforts.

B Describe action plans 10 address developmental issues discussed above. Inciude roles, responsibilities and the time frame by which the
:_activities shouid be compieted.

Plans this year Iinclude provisions for Lori to make several dry
run presentations to help build her self-confidence. I will also
work with Lori to organize her presentatlions and teach her how to
use a graphics package to improve her presentation visuval aids.

In addition, Lori will spend one afternoon a week doing research
of our product lines and businesses to provide her the knowledge
to answer guestions by potential college recruits.

Empioyee's Signature Date
Roies and Accountabilities, Objectives, “importance’’ portion of plo¥ ¢
Petformance Dimensions and Performance Deveiopment issuss

and plans have been mutually established and Supplemental Input | Supsrvisor's Signature Date
individuals have been idantified.

Ereen 260,104 /2 oo




Accounting Clerk
i Employee Name Date

Fam Thompsuon

Il. Performance Dimensions

indicate tn what dagras aach dimansion is important ta effective parfor-
mance in this pasitinn and to what degrea the empioyee is effectiva in @ach.
Comment on specific incidents when appropriate.

Importance: C - Critically imporiant Effectiveness: E - Exceeds requirements - ‘
| - Important M - Meets requirements importance ) Ettectiveness
N - NotT Applicable O - Oppuitunity fur Development - far}
(Do not rate sffectiveness on {Opportunities for Development may exist I I
dimensions marxed “‘N*J evern when expectations meet requirements) C | | NIE ‘| M O
Communication: Listens well [ v ‘
Effectively communicates with |nd|wduals throughout the organlzatlon J.
Gives clear and compilete orat instructions J
Makes clear and well-organized presentations o V4 |
Writes clearly and congisely i \/ !
Otner {specify) . _ ; !
Commants:
Creativity/ Generates new ideas . | {I . I
Innovation: Implements new and useful concepts effectively . ; ¥4 i
Fosters innovation ! i f ' (
Other {specify) T |
Comments:
Decision Making: Makes timely and effective decisions consistent with business plans and department goals ! Ll \/
Considers progoer impact of siternatives J i
Deiegates aporopriately i .{ I
Balances logic and intuition to take appropriate risks | ; J
QOther (spacify! :
Comments:
Participative Creates participative climate : i J, I
Leadership: Effectively communicates mission and goals ‘ ' J :
Motivates by promoting mutual ownership of ideas and actions ! ‘ J;| i
Seeks input from othars IFrs C
Qther (spacify) | i 1 i
Comments:
Perfarmance Mutually defines performance expectations and sets objectives . ‘ v Al "
Management: Mutually pians development o v,
Mutually reviews and evaluates progress and results J |
Effactively works with supetrvisor to defins, develop, and review personal performance J t
Other {specify) L '
Comments:
Planning and identifies goals, directions and desired results .
Organizing:

Anticipates problems and adjusts accordingly

NSNS

Organizes work effectively and uses available resources (e g. people money, tlme)

Other {specify}l .. .

Comments:




Employee Name Date

Amoco Performance Management Pam Thompson
Importance | Effectivena

i1, Performance Dimensions. . . continued

CliIN]EIM|om
Teamwork: YWorks and interacts effectively as a team member ... ... e e \/
Balances individuai and team effort e B v
Gains trust and respact of others ‘ e V4
Effectively utilizes interpersonat skills (e.g. managing conflict, negotiating} e ‘ /
Other (specify) e . . . [ !

Comments:

Performance dimensions not listed: [q/
{Technical, Functional, Business, etc.) Adheres to Internal Controls ‘

Comments:

lll. Porformance Development
A, Identify developmental 1ssues attecting pertermance which relate 1o roles, accountabilities, objectives or performance dimensions. ]_’

Pam will also be processing and inputing invoices for payment
this year. Would also like to see Pam develop monthly purchase
report on PC and learn the contract accounting desk.

Describe action plans to address developmental issues discussed above. Include rales, responsibilities and the time frame by which the
©_aclivities shouid be compieted.

Pam is scheduled to attend the Accounts Payable System training
during the second gquarter. Pam will also conduct an internal
audit on the contract accounting desk. To perform a thorough
audit, she will need to learn more about this function.

Pam and I will also try to schedule her for an internal

Lotus 1-2-3 seminar or she will attend a class at the local
college.

i Employee’s Signature Data
Roles and Accountabilities, Objectives, “‘Importance’” portion of o

Parformance Dimensions and Perfarmancs Development issues

and plans have been mutuaily established and Supplemental Input [ Sepervisors Signature Dete
individuals have been identified.

Form 39-151 {589}

Fac- "



Hl. Performance Dimensions

. L . Employee Name Date
indicate to what degree each dimension is important to effective perfor-
mance in this position and to what degree the empioyee is effective in @ach.
Comment on specific incidents when appropriate, N
importance: C- Critically important Effectiveness: E - Exceeds requirements -_—_‘I
| - important M - Meets requirernents importance | Effectiveness
N - Not Applicable O - Opportunity for Devalapment fer) (v}
{Do not rate effectiveness on {Opportunities for Development may exist
dimensions marked N} even when expectations meet requirements) C 11 (N TE |M | O
Communication: Listens well B
Effectively cornmunicates W|th |ndW|duats thraughout the o:gamzatlon
Gives clear and complete ora! instructions
Makes clear and well-organized presentations
Writes clearly and concisely .. .
Other {specify)
Comments:
Creativity/ Generates new ideas ! I |
Innovation; Implements new and useful concepts effectively i |
Fosters innovation
Other (specify)
Comments.
Decision Making: Makes timely and effective decisions cansistent with business plans and department goals f
Considers broader impact of alternatives i i
Delegates appropriately i
Balances logic and intuition to take appropriate risks i 1
’ Other (specify) i :
Comments:
Participative Creates participative climate | ! ' '
Leadership: Effectively communicates mrssion and goals | ‘
Motivates by promoting mutual ownership of ideas and actions | | ]
Seeks input from othars | | !
Other ispecify) !
Comments:
Performance Mutually gefines performance expectations and sets abjectives .. I
Management:
Mutually plans development .
Mutually reviews and evaluates progress and results
Effectively works with supervisor to define, develop, and review personal performance .
Other {specify)
Comments:
Stfgr:ir:liir;g and Identifies goals, directions and desired results
ing.
9 Anticipates problems and adjusts accordingly .. ‘
Organizes work effectively and uses available resources (e g. people money, tlme)
Other (specify) ...

' Comments:




Employes Name

Amoco Performance Management

Date

Il. Performance Dimensions. . . continued

Importance

Cil|N

Effactivansestll

E

M|

Teamwork: Works and interacts effectively as a team member
Balances individual and team effort
Gains trust and respect of others

Qther (specify)
Comments:

Effectively utilizes interpersonal skills (e.g. managing conflict, negotiating) ...

Performance dimensions not listed:
(Technical, Functional, Business, etc.)

Comments!

Ill. Performance Development
| | A. identify developmental issues affecting performance which relate to roles, accountabilities, obiectives or perfarmance dimensions.

actvities should be completed.

B. Describe action plans to address developmental issues discussed above. Include roles, responsibilities and the time frame oy which the

ors . ' Employes’s Signature
Roles and Accountabilities, Objectives, “Importance’” portion of P ¢

Parformancs Dimensions and Psrfarmance Development issues

Data

and plans have been mutually established and Supplemental Input | Supervisor's Signature
individuals have been idantifisd.

Cata

Form 33-181 (5-80)



