AFZA-IBO-P  (672)                                  30 April 2001                                 

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) Number 02-01

          Incentive Awards Plan

1.  Reference.

    a.  Army Regulation 672-20, Incentive Awards, Decorations, Awards, and Honors, 1 June 1999.

    b.  Department of the Army Pamphlet 672-20, Incentive Awards Handbook, Decorations, Awards, and Honors, 1 June 1993.

2.  Purpose.  To establish procedures and responsibilities regarding the nomination and approval of monetary and honorary awards.

3.  Scope.  This MOI is applicable to all major subordinate commands (MSC) and garrison activities nominating Army civilian employees for monetary and honorary awards, and to those activities nominating non-appropriated fund employees for non-cash awards.

4.  General.  The intent of the Incentive Awards Program is to provide monetary or honorary recognition for civilian employees of the government who, by their suggestions, inventions, or superior accomplishments, contribute to the economy, efficiency or other improvement of government operations; or who perform special acts or services in the public interest in connection with or related to their official employment.  Recognition should be awarded on a timely basis and not solely on the basis of a farewell gesture incident to separation or retirement.  The primary function of the Incentive Awards Program is to motivate employees to perform as well as possible in areas of importance to the organization.

5.  Delegation of Authority to Approve Cash Awards.

AFZA-IBO-P

SUBJECT:  Memorandum of Instruction (MOI) Number 02-01

          Incentive Awards Plan

    a.  Installation Commander.  Approve awards which exceed delegated authority of MSC commanders and garrison activity directors.

    b.  Garrison Commander.  Approve special act awards for garrison activities in accordance with (IAW) award policy (Enclosure 1).

    c.  Major Subordinate Commanders and Garrison Activity Directors.  Approve performance and other monetary awards within budgetary restrictions IAW incentive awards policy. 

6.  Responsibilities.

    a.  Installation Commander.

        (1)  Encourages participation in the program.

        (2)  Ensures program requirements established by Headquarters, Department of the Army and major Army commanders are accomplished.

        (3)  Endorses to higher headquarters nominations exceeding delegated authority.

    b.  Garrison Commander.

        (1)  Manages the Incentive Awards Program.

        (2)  Keeps installation commander advised on the status of the program.

        (3)  Approves/disapproves recommendations or forwards those exceeding authority to the installation commander.

    c.  Garrison Commander (Director of Civilian Personnel).

        (1)  Provides positive program leadership and sufficient numbers of qualified staff to implement the Incentive Awards Program.
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        (2)  Provides guidance and assistance to supervisors and managers in carrying out their responsibilities under the program.

        (3)  Receives, reviews, and processes all honorary and monetary awards.

    d.  Commanders/Activity Directors.

        (1)  Ensure each employee receiving a level 1 rating on his or her annual performance appraisal is eligible for a performance award.  Performance awards will be divided into equal shares among all employees in each activity.  
        (2)  Ensure performance awards do not exceed 80 percent of the award budget plus/minus 15 percent. 

        (3)  Develop a master plan for the cash award distribution and provide a copy annually to the garrison commander.

        (4)  Ensure appropriate and consistent use of various types of awards. 

        (5)  Ensure minorities, women, and other underrepresented groups are included among those receiving honorary and monetary awards commensurate with their contributions.

        (6)  Consider recommendations and initiate appropriate action for honorary and monetary awards submitted by subordinate supervisors.

    e.  Supervisors.

        (1)  Recommend employees for honorary and monetary awards.

        (2)  Take prompt action when recommending employees for awards.

3

AFZA-IBO-P

SUBJECT:  Memorandum of Instruction (MOI) Number 02-01

          Incentive Awards Plan

7.  Procedures.  When a determination is made that an employee's achievements/accomplishments warrant recognition of an honorary or monetary award, the following procedures will be accomplished.

    a.  Prepare a DA Form 1256, Incentive Award Nomination and Approval Form (Enclosure 2), or electronic SF 52, Request for Personnel Action (Enclosure 5).  Prepare the documentation required to justify the nomination. 

    b.  Secure the activity director's signature.  

    c.  Secure the garrison commander's approval on honorary and monetary awards that exceed delegated authority of activity directors.

    d.  Forward the appropriate form, DA Form 1256, DA Form 7222 (Enclosure 3), DA Form 7223 (Enclosure 4), or electronic SF 52 and supporting documents to the Civilian Personnel Advisory Center for processing.

8.  Point of contact is Mrs. Sara Morgan, Director, Civilian Personnel Advisory Center, (910) 396-6001.

FOR THE COMMANDER:

                                     //s//

5 Encls





   DAVID H. PETRAEUS

as






   Brigadier General, GS








   Chief of Staff

DISTRIBUTION:

D, E

4

PERFORMANCE AWARD 

AWARD RANGE

Major Subordinate Commanders and Garrison Activity Directors are delegated authority to approve awards within 80% of their award budget and deviate by plus/minus 15% with equal distribution between eligible employees receiving Level 1 rating

PURPOSE.
To recognize an employee's high level performance over a specific period of time with a one-time 

lump sum cash award.

ELIGIBILITY:
Appropriated fund: General Schedule (GS) and Federal Wage System (WS, WL, WG) employees.

Employees with Successful Level 1 for the most recent rating period may receive this award.

NOMINATION PROCEDURES:
Nominations should be submitted within 30 days from the approval date of the rating.  Final action should be completed within 30 days thereafter.

(Organizational accomplishments, including the employee's overall contributions to mission accomplishment, should be major considerations when recommending/approving Performance Awards for individual employees).
DOCUMENTATION:
Awards for Senior System employees must be submitted on a DA Form 7222 (encl. 2) along with one copy of the evaluation report packet (DA Form 7222 and Support Form/ DA Form 7222-1).

For Base System employees, awards must be submitted on a DA Form 7223 (encl. 3) along with one copy of the evaluation report packet (DA Form 7223 and Counseling checklist/DA Form, 7223-1).

RESTRICTIONS:
Nominations will not be approved when: Prompted solely by the impending departure of a supervisor or an employee.

Prompted solely by the fact that employee is currently at a pay rate subject to legal limitation (pay cap) or the tenth step of the grade.

An employee has received a previous Performance Award based in whole or in part on the performance

currently being recommended for recognition (except when a GS 13-15 rating of record is extended, see 

AR 672-20, paragraph 5-2e).

APPROVAL AUTHORITY:
Approving official will be Major Subordinate Commanders and Garrison Activity Directors 
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QUALITY STEP INCREASES (QSI)
PURPOSE:
The purpose of the QSI is to provide appropriate incentives and recognition for excellence in performance granting faster than normal step increases, a successful level one performance rating is Required.
ELIGIBILITY:
Career, career-conditional, or term, General Schedule (GS) employees only.

NOMINATION PROCEDURES:
Documentation will consist of a Successful Level I Evaluation Report for the current rating period.

Nomination should be submitted within 30 days after annual rating has been approved.

DOCUMENTATION:
QSIs for Senior System employees must be submitted on a DA Form 7222 (encl. 2) along with one copy of the evaluation report packet (DA Form 7222 and Support Form/DA Form 7222-1).

QSIs for Base System employees, must be submitted on a DA Form 7223 (encl. 3) along with one copy of the evaluation report packet (DA Form 7223 and Counseling Checklist/DA Form 7223-1).

RESTRICTIONS:
An employee may not receive more than one QSI in any 52-week period.

An employee may not receive a QSI if the employee has received a Performance Award based in whole or in part on the performance being recommended for recognition.

NOTE:  A QSI, which places an employee in steps 4 or 7, will extend the waiting period for the regular within grade increase by 52 weeks.  It takes 104 weeks (2 years) to go from step 4 to 5 and 156 weeks (3 years) from step 7 to 8.
APPROVAL AUTHORITY:

The Approving official must be at least one level above the level of the nominating official when the Commander/Director is the rating official.  Activities must forward QSI actions through the Garrison Commander for review. 

EFFECTIVE DATE:  

The Effective date of a QSI is the first pay period after receipt at the Civilian Personnel Operations Center, Fort Benning, Georgia.  These actions should be flowed electronically through Persaction (Software Program) to the CPAC.
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SPECIAL ACT OR SERVICE
AWARD RANGE
$25-$25,000
Major Subordinate Commanders and Garrison Activity Directors are delegated authority to approve awards within budgetary restrictions in accordance with yearly-submitted awards plan.

PURPOSE:
To recognize a meritorious personal effort, act, service, scientific or other achievement which results in tangible and/or intangible benefits to the Government.

ELIGIBILITY:
All appropriated fund employees are eligible and may be awarded for individual or for a group effort.

NOMINATION PROCEDURE:
Submit the award as soon as possible or no later than 30 days after the act was performed.

DOCUMENTATION;
Completed DA Form 1256 (Encl 1) or SF Form 52 (Encl 4) including type of award and award amount).

Description of the specific achievement (who, what, when and benefits to the Government).

(DO NOT RELY SOLELY ON NON-SPECIFIC PHRASES).
Supporting data will shows in detail how tangible benefits were computed. Recommendations based on intangible benefits will identify the VALUE of benefits and EXTENT of application appropriate for the achievements to be recognized.  

Description of each nominee's contribution.

Proposed citation (NTE 50-60 words).

NOTE:  If accomplishment is within job responsibilities, it must significantly exceed normal expectations. (Attach a copy of the job description).
EXAMPLES OF AWARD USAGE
Reduction of wasted resources; Simplification of operating procedures --Reducing energy or other operating costs --Disclosure of fraud, waste and mismanagement --Recruiting for hard-to-fill vacancies --Achievement of EEO or other mission goals --Improving services to the public or customers --Creative problem-solving --scientific or technical contribution --Value engineering/suggestion/MIP contribution

APPROVAL AUTHORITY:  

Approving official will be Major Subordinate Commanders and Garrison Activity Directors.
Garrison Commander will be approving authority on all monetary awards that exceed delegated authority for Activity Directors.
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ON-THE-SPOT (OTS)
AWARD RANGE
$25 - $500

Major Subordinate Commanders and Garrison Activity Directors are delegated authority to approve awards within budgetary restrictions in accordance with yearly-submitted awards plan.
PURPOSE:
To provide a small cash award which may be given for day-to-day accomplishments.

ELIGIBILITY:
All appropriated fund employees.

NOMINATION PROCEDURE:
Submit the award as soon as possible or no later than 30 days after the act was performed.

DOCUMENTATION:
Completed DA Form 1256 (Encl. 1) or SF Form 52 (Encl. 4)(include OTS as type of award and award amount).

Short description of the achievement (who, what, when, where, how and why)

EXAMPLES OF AWARD USAGE:
Employee(s) observed in the act of:

--Completing a special assignment --Giving excellent customer service --going the "extra mile" to help the team complete a project or assignment --completing a report or assignment well in advance of the due date

--Using initiative or ingenuity in completing a task --doing things which aided in "passing" an inspection

--Performing an act which you want to be repeated by the employee or coworkers

APPROVAL AUTHORITY:

Approving official will be Major Subordinate Commanders and Garrison Activity Directors.
Garrison Commander will be approving authority on all monetary awards that exceed delegated authority for Activity Directors.
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TIME OFF AWARDS (TOA)
AWARD RANGE
1 - 80 Hours

PURPOSE:
To recognize employees for contributions that directly supports the Army mission and result in benefits to the Government.

ELIGIBILITY:
All-appropriated fund employees (may be individual or group effort).

NOMINATION PROCEDURES:
Submit the award as soon as possible after the employee's achievement.

DOCUMENTATION:
Complete DA Form 1256 (Encl. 1) or SF Form 52 (Encl 4), specifying TIME OFF AWARD and the number of hours.  

A description of the specific achievement to include who, what, when, where, why, and how. 

Reflect derived benefits to the Government.

Upon the employee's use of time off, document the employee's time card in block 3 with code LY and show the number of hours used.

The actual time off will be requested and scheduled the same way as annual/sick leave is scheduled, but must be scheduled and used within one year of the approval date.  The TOA does not convert to a cash payment under any circumstances.

CRITERIA:
The TOA will be given in increments of I hour and must be scheduled and used within 1 year of the approval date.  Managers and supervisors should consider an employee's leave status prior to choosing time off as an award to assure there is no impact on use or lose leave.  In cases where employees have accumulated significant amounts of leave, the supervisor may wish to choose a monetary award instead of the TOA.  An employee receives no additional money in receiving a TOA and salaries are already taxed; therefore, no additional taxes will be required.

For awards of more than 1 day off, the tangible/intangible benefits criteria will be used to determine benefits and the award amount.  The award amount will be converted to time off using the employee's hourly rate of pay.
APPROVAL AUTHORITY:
The immediate supervisor may approve awards up to one day.

Second line supervisors may approve awards up to 16-20 hours for day to day accomplishments.

Awards in excess of 20 hours, but not more than 80 hours, MUST be approved by activity directors or at a higher level.
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