
 

TThhiiss  jjoobb  aaiidd  wwaass  ddeevveellooppeedd  
ttoo  hheellpp  yyoouu  ccoommpplleettee  aann  IInnddiivviidduuaall  DDeevveellooppmmeenntt  
PPllaann  ((IIDDPP))  iinn  LLeeaarrnnAATTFF..  TThhiiss  jjoobb  aaiidd  ccoonnttaaiinnss  
aaccttiivviittiieess  aanndd  wwoorrkksshheeeettss  ffoorr  yyoouu  ttoo  ccoommpplleettee  
pprriioorr  ttoo  eenntteerriinngg  yyoouurr  IIDDPP  iinn  LLeeaarrnnAATTFF..  
PPlleeaassee  nnoottee  tthhaatt  aann  IIDDPP  iiss  nnoott  aa  ppeerrffoorrmmaannccee  
wwoorrkk  ppllaann  ––  rraatthheerr  iitt  iiss  aa  rrooaaddmmaapp  ffoorr  ppeerrssoonnaall  
ddeevveellooppmmeenntt..  IItt  iiss  ddeessiiggnneedd  ttoo  hheellpp  yyoouu  ggrrooww  iinn  
yyoouurr  pprreesseenntt  ppoossiittiioonn  aass  wweellll  aass  sseett  aa  ppaatthh  ffoorr  
yyoouu  ttoo  aattttaaiinn  tthhee  kknnoowwlleeddggee  aanndd  sskkiillllss  yyoouu  wwiillll  
nneeeedd  ttoo  aattttaaiinn  ffuuttuurree  ccaarreeeerr  ggooaallss..    
AAnn  IIDDPP  iiss  aallssoo  nnoott  aa  ccoonnttrraacctt..  AATTFF  ccaannnnoott  
gguuaarraanntteeee  tthhee  ccoommpplleettiioonn  ooff  IIDDPP  ggooaallss  aanndd  
aaccttiivviittiieess..  FFoorr  iinnssttaannccee,,  sshhoouulldd  yyoouurr  aaccttiivviittyy  
iinnvvoollvvee  aatttteennddiinngg  aann  eexxtteerrnnaall  ttrraaiinniinngg  eevveenntt  oorr  
ccoonnffeerreennccee,,  ccoommpplleettiioonn  ooff  tthhee  IIDDPP  ddooeess  nnoott  
gguuaarraanntteeee  ffuunnddiinngg  wwiillll  bbee  aavvaaiillaabbllee  ttoo  
ppaarrttiicciippaattee  iinn  aann  eevveenntt..  AAddddiittiioonnaallllyy,,  ccoommpplleettiioonn  
ooff  aann  IIDDPP  ddooeess  nnoott  aauuttoommaattiiccaallllyy  rreeggiisstteerr  yyoouu  
ffoorr  aann  iinntteerrnnaall  ttrraaiinniinngg  eevveenntt  oorr  ssuubbmmiitt  aann  
eexxtteerrnnaall  rreeqquueesstt  ((SSFF--118822))  ffoorr  aaccttiivviittiieess  
aapppprroovveedd  oonn  tthhee  ppllaann..  YYoouu  mmuusstt  ssttiillll  ccoommpplleettee  
tthheessee  rreeggiissttrraattiioonnss  aass  sseeppaarraattee  pprroocceesssseess  aanndd  
tthheeyy  mmaayy  rreeqquuiirree  aaddddiittiioonnaall  aapppprroovvaallss..  
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  IDP Process Overview 

 

 
 
 
 

 
Before entering your IDP in LearnATF, use the worksheets contained in this job aid to collect the information needed to 
create your IDP. 

 

 
 

 
When you create a new IDP, it is in Draft status. You can modify anything on your plan while it is in this initial status. 

 

 
 

Goals are anything pertinent to your work and your career that you see as worthwhile. They can be the improvement or 
mastery of a skill in your current job, or attainment of a skill that may prepare you for another position. Goals should be 
realistic and attainable, but at the same time involve some work and challenge. 
For example, your goal may be “I would like to be a more effective presenter.” 

 

 
 

An activity is a specific action that will assist you in reaching one of your goals. Research the opportunities available 
online, internal to ATF, and external to ATF. Think about including non-traditional learning activities in your IDP. These 
can include such things as special project assignments, involvement in career relevant organizations or reading job-
related journals or books. 

 

 

This is the final step in the IDP creation process. Once you submit your plan, your supervisor will review it, and then 
approve or reject it. It is a good idea to discuss your IDP with your supervisor before submitting it. He/she may have 
additional ideas for goals or activities and modifying your IDP before submission will make the process much more 
efficient. Once your plan has been fully approved, you will update the status of goals and activities in LearnATF to ensure 
that your IDP is current. 

 
 

 
 

 
 

 
 

 1. IDP PREPARATION 

2. CREATE A NEW IDP 

3. ADD GOALS 

4. ADD ACTIVITIES 

5. SUBMIT FOR APPROVAL 

The online IDP allows you to manage your career goals, locate training, and track your progress throughout the year - 
all within LearnATF. Every employee must have an active IDP in LearnATF and they must submit a new one for each 
fiscal year.  

 

 

 

 



 

 What are your short term goals? (within 1 year)

 What are your long term goals? (within 2 – 5 years)
 

 1. IDP PREPARATION 

 

GOALS AND ACTIVITIES

Take some time to identify your short and long term goals. Use the space below to record your goals. Be specific when 
stating your goals. For example, instead of “Become a Program Manager,” a specific goal supporting this might be, “Gain 
additional knowledge and experience in managing budgets and expenditures,” since this is a skill program managers need. 

1. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________  

2. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

3. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

4. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________    

 

1. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________  

2. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

3. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

4. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________    



  What activities will help you meet your short term goals? Try to identify at least two activities for each  goal.

 

GOALS AND ACTIVITIES 
Once you have identified your short and long term goals, consider activities that you can complete to reach your goals. Be 
sure to search the LearnATF catalog for free online training, books and abstracts that can help you reach your goals. For 
example, to support a goal related to budgeting, you might add the online course “Basics of Budgeting”; read sections of the 
online book “Budgeting and Financial Management in the Federal Government”; or sign up to read abstracts via email related 
to “Controlling and Budgeting.” 

1. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________  

2. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

 What activities will help you meet your long term goals? Try to identify at least one or two activities to 
complete towards each goal this year. You can copy these goals and add additional activities to help 
you meet these goals next year when you complete your IDP. Target dates for long term goals can 
extend past your IDP dates. 

  

3. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

4. ___________________________________________________________________________________________________________
___________________________________________________________________________________________________________    

1. ____________________________________________________________________________________________________________
____________________________________________________________________________________________________________  

2. ____________________________________________________________________________________________________________
____________________________________________________________________________________________________________ 

3. ____________________________________________________________________________________________________________
____________________________________________________________________________________________________________ 

4. ____________________________________________________________________________________________________________
____________________________________________________________________________________________________________     



 Finalize your goals and activities based on discussions with your supervisor and peers. Once you have completed the following 
worksheet, use it to create your new IDP in LearnATF. 

After drafting goals and activities for your IDP, meet with your supervisor to get a better idea of things that you still need to 
know for your current position, skill sets that you need to expand, etc. Meet with peers that are in positions that interest you. 
Ask them for suggestions on conferences to attend, groups to join or projects to tackle. What steps did they take to get where 
they are? 

GOALS AND ACTIVITIES 

IDP________________________________________________________________________________________________________ 

 

IDP Title____________________________________________________________________________________________________ 

IDP Purpose_________________________________________________________________________________________________ 

Short Term Goals and Activities 

Goal 1. 

 Activities: 

1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

 



 
GOALS AND ACTIVITIES 

Goal 2. 

 Activities: 

1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

 

Goal 3. 

 Activities: 

1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

 



1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

1. __________________________________________________________________________________________ 
2. __________________________________________________________________________________________ 
3. __________________________________________________________________________________________ 
4. __________________________________________________________________________________________ 
5. __________________________________________________________________________________________ 
6. __________________________________________________________________________________________ 

Now that you have prepared your goals and activities, you can login to LearnATF to enter your IDP and submit it for 
your supervisor’s approval. Additional guidance and instructions will be presented to you within LearnATF. 

GOALS AND ACTIVITIES 

Long Term Goals and Activities 

 Activities: 

 Activities: 

 Activities: 

Goal 1. 

Goal 2. 

Goal 3. 


