CHAPTER 35
| NCENTI VE AWARDS
35-1. GENERAL.

The objective of the Arnmy Incentive Awards Programis to
recogni ze and reward civilian enpl oyees for superior work or
acconplishnents and to i nprove the econony and efficiency of Arny
operations by making full use of the skills and resourceful ness
of enpl oyees. The program provides a neans of denonstrati ng,

t hrough nonetary or honorary awards, the high value that you, the
supervi sor, place on superior performance, exceptional

achi evenment, and constructive ideas that conserve energy, nman-
hours, supplies; and inprove/reduce operating procedures or

costs. The programis adm nistered | AWAR 672-20.

35-2. TYPES OF AWARDS

a. Basically there are two categories of awards, nonetary
and honorary, both of which can notivate enpl oyees. To determ ne
whi ch award nmay be appropriate, a supervisor should consider the
nature of the contribution and the needs and interests of the
enpl oyee. For exanple, while it nmay be nore appropriate to grant
an honorary award to an individual for |long and distingui shed
service, nmonetary awards m ght be consider appropriate for a
group of enpl oyees who have produced an excell ent product of
conpleting a conpl ex assignnent in an outstandi ng manner.

b. Mnetary Awards.

(1) A Performance Award consists of a nonetary award and
an Optional Commendation Certificate (DA-Form 2443) given in
recogni tion of high-level performance during the rating period.
This award is used to recognize all Appropriated Fund enpl oyees,
except Senior Executive (SES) enployees. Consult AR 672-20 and
any local policy for eligibility. The enployee's imediate
supervisor is responsible for initiating the nom nation by making
an extra copy of Page 1 of the Evaluation report Formwth Parts
I, I'l, 1V and V conpleted, conpleting Part 11l on the copy and
submtting it with the Evaluation Report through the rating chain
to the awards approver in accordance with | ocal procedures.

Maxi mum award anount for a Performance Award is 10% of an
enpl oyee' s basic pay unless a higher headquarters direct sone
ot her anount.

(2) A Quality Step Increase is an additional step
i ncrease granted to recogni ze those enpl oyees who are rated at
Successful Level I. Al GS enployees are eligible to receive the
QSlI. The imedi ate supervisor is responsible for initiating the
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nom nation by maki ng an extra copy of Page 1 of the Eval uation
Report Formw th Parts I, Il, 1V and V conpleted, conpleting
part I1l on the copy and submtting it wth the Eval uation
Report through the rating chain to the awards approver in
accordance with | ocal procedures. The QSI will not change the
effective date of the enployee's normal wthin-grade increase
except when receipt of a QSI places an enployee in the fourth or
seventh step of a grade. Then the waiting period for the
regul ar within-grade increases is extended by 52 weeks. An
enpl oyee may not receive a Sl if he/she has received a
Performance Award based in whole or part on the performance
bei ng recomended for recognition. An enployee nmay not receive
nore than one QSI in any 52-week peri od.

(3) A Special Act or Service Award is a cash award
(ranging from$25 to $25,000) given to recognize a neritorious
personal effort, act, service, scientific or other achievenent
acconplished wthin or outside assigned job responsibilities.
Al l Appropriated Fund enpl oyees are eligible for this award.

The act, service, or achievenent nust result in either tangible
or intangible benefits to the Governnent and may invol ve nore

t han one enpl oyee. The supervisor or any official having direct
know edge of the act or service or scientific or other

achi evenent may initiate an award nom nation. Nom nations
shoul d be submtted within 30 cal endar days after the act,
service, or achievenent to be recognized on a DA Form

1256-1 ncentive Award Nom nation and Approval or an Electronic SF
52, Request for Personnel Action. A narrative justification is
required for this award. Wen the recommendation is based on
measur abl e tangi bl e benefits, the supporting docunentation wl|
show in detail how these benefits were conput ed.

Reconmendati ons based on intangi ble benefits will identify the
val ue of benefits and extent of application appropriate for the
achi evenment to be recogni zed.

(4) The On-The-Spot (OIS) Cash Award is a small Special Act or
Service Award ($25 to $500) which may be given by the supervisor
for day-to-day work site acconplishnments. The OIS Award

nom nation is submtted along with a short narrative description
of the enployee's achievenent to the Incentive Awards

Adm ni strator.

(5 The Time Of Award (TQA) is a formof recognition
given to civilian enployees for contributions that directly
support the Arny mssion and result in benefits to the
Governnment. The TOA provides tine off for up to 80 hours during
a | eave year without charge to | eave or | oss of pay. Enployees
may receive a TOA in conbination with an honorary award for the
sanme act of achievenent if the criterion for both awards is net.
TOA may be granted in anounts up to 40 hours for a single
contribution. Awards up to one day may be approved by the
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i mredi at e supervi sor, and the second |ine supervisor can approve
16-20 hours tinme. Awards in excess of 20 hours, but not nore
than 80 hours, nust be approved by activity directors or at a

hi gher level. The TOA nust be schedul ed and used wwthin 1 year
of the approval date. Wen a TOA is given based on an

enpl oyee' s performance, the enpl oyee's i nmedi ate supervisor is
responsible for initiating the nom nation by maki ng an extra
copy of Page 1 of the Evaluation Report Formwth Parts |, |1,
|V and V conpl eted, conpleting part Il1l on the copy and
submtting it with the Evaluation Report through the rating
chain to the awards approver in accordance with | ocal
procedures. Wen the TOA is given for other reasons, a DA Form
1256, or electronic SF 52, Request for Personnel Action should
be submtted to the Incentive Awards Adm nistrator with witten
justification.

c. Honorary Awards

(1) A Certificate of Achievenent is used to recognize
performance whi ch denonstrates skill and initiative which
results in tangi ble or intangible savings, favorably affects
enpl oyee noral e and work perfornmance, or neets m ssion
requi renments or special workloads invol ving unexpected
difficulties and demands. The supervisor should submt DA Form
1256 or Electronic SF 52 with narrative justification.

(2) The Achievenent Medal for Civilian Service is for
not ewort hy achi evenents that are of a | esser degree than that
recogni zed by the Commander's Award for Civilian Service. Al
Appropriated and Non- Appropriated fund enpl oyees, both foreign
nationals, and US citizens are eligible for consideration. A
nom nation would normally cover a period of service and/or |evel
of achi evenent sufficient to warrant this recognition. The
supervi sor should submt a DA Form 1256 or Electronic SF 52 with
witten justification and proposed citation. Any commander
(Li eutenant Col onel and above) or civilian equival ent may
approve this award.

(3) The Commander's Award for Civilian Service is used
to recogni ze outstanding contributions to m ssion
acconplishnment. Nom nations will reflect service or achi evenent
of a | esser degree than recognized by the Superior Cvilian
Service Award. The supervisor should submt a DA Form 1256 or
El ectronic SF 52 to the Incentive Anards Adm nistrator with
witten justification and proposed citation. Any commander
(Col onel and above) or civilian equival ent may approve this
awar d.

(4) The Superior Civilian Service Award is used to

reflect superior service or achievenent, or heroismof a |esser
degree than that recogni zed by the Meritorious Cvilian Service
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Award. Wien this award is granted for bravery, a m ninmum cash
award of $500 will acconpany the nmedal. This nom nation nust be
submtted within six nonths after conpletion of the act/period
to be cited. A DA Form 1256 or Electronic SF 52 shoul d be
submtted to the Incentive Awards Adm nistrator with witten
justification and proposed citation. It is approved by any
commander (Maj or General and above) or civilian equivalent.

(5) The Meritorious Cvilian Service Award is the
second hi ghest DA honorary award and is used to recognize
speci al achi evenents. Types of contributions could include
acconplishing duties in an exenplary manner, setting a record
achi evenment, and inspiring others to inprove quantity and
quality of their work; denonstrating unusual initiative and
skill 1in devising new and i nproved equi pment, work mnethods,
procedures or inventions resulting in substantial savings;
achieving outstanding results in inproving the norale and
performance of workers; rendering professional or public
relations service of a unique or distinctive character; and
exhi bi ti ng unusual courage or conpetence in an energency, while
perform ng assigned duties, resulting in direct benefit to the
government or its personnel. Award has been delegated to Fort
Bragg Commanders in the grade of Mjor General and above.

(6) The Decoration for Exceptional Cvilian Service is
t he hi ghest honorary award granted by the Secretary of the Arny
to Arny civilian enployees and is used to recogni ze excepti onal
achi evements. A mnimum cash award of $1, 000 nay acconpany this
award when granted for bravery. Nom nees, other than those for
bravery, normally will have previously received ot her Departnent
of the Arny recognition. Nom nations should be submtted within
six nmonths after conpleting the period to be cited. The
supervi sor should submt DA Form 1256 or Electronic SF 52 with
extensive witten justification (see requirenents in AR 672-20)
and proposed citation to the Incentive Awards Adm nistrator for
review and forwardi ng through command channels to the Executive
Secretary, Arny Incentive Awards Board. It is recommended to
give at |east 60 days lead-tine for the processing of this award

d. See AR 672-20 for further explanation of awards |isted
above and listing of additional honorary awards avail abl e.
Questions concerning Incentive Awards can be answered by calling
396- 6001.
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