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Awards and Recognition Program

INTRODUCTION

What is the purpose of the Awards and Recognition Program!

There are two main purposes:

• To allow maximum flexibility in the design and application ofa variety oftraditional and
non-traditional mechanisms to recognize individual and group achievement, and;

• To acknowledge contributions that lead to achievement oforganizational, team, or
individual results.

What are the objectives of the Program?

The Program objectives are to encourage all employees and non-employee partners-in-mission* to:

• share actively in improving Government operations;
• enhance productivity and creativity; and,
• optimize personal job satisfaction.

"

·Public- and private-scclOf organizations and their employees, customers, vohmteers, private citizens. etc., whose

contributions directly or indireetIy suppon the mission of the Dc:panmenl.

:
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What are the characteristics of the Program!

The Program characteristics are:

• simple to use;
• allows for approval at the lowest practical level;

• reduces paperwork;
• encourages timely recognition;
• facilitates creativity in local program design, including peer and team recognition; and
• recognizes and encourages improvement in individual, team, and organizational

performance.

When may achievements be recognized!

Achievements should be recognized at the time ofaccomplishment. Acknowledgement ofprogress
toward achieving individual, team, or organizational results should be a continuous process. Quality
Step Increases, which are the only awards based solely on an employee's performance appraisal of
record, should be awarded at the time of the annual performance appraisa1.

How are awards initiated!
'.

Quality Step Increases (QSI) are initiated by immediate. supervisors. Any other award may.be
initiated by any employee of the Department of the Interior. Complete form 01-451, Award

Cerdjicatiofl, (when required), and submit to the approving official established in Bureau delegations
ofauthority.

:
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What must managers do to support the Program! .

Local managers must:

• seek employee involvement in Program design;
• ensure that employees are aware ofthe Program;
• publicize employee accomplishments, awards, and infonnal recognition;
• ensure consistent and equitable opportunity for employee recognition;
• administer the Program fairly;
• comply with negotiated agreements with organized labor and labor-management

partnerships;

• ensure the appropriate use offunds; and
• include funding for the Program in the annual budget.

How should awards be presented?

Awards should be presented in a way that supports the significance of the recognition. Award
presentations may be occasions for the serving oflight refreshments purchased by the Government
[65 Comptroller General decision (CG) 738 and CG B-223319, dated July 21, 1986]. Travel for
Presidential, departmental, or a major Bureau award ceremony may be paid for award recipients and. -
an individual ofthe recipient's choosing [CG decision B-233607, dated October 26, 1989].

What is the authority for the Program?

The authority for the Program is Title 5, United States Code, Chapters 43 and 45, and Executive
Orders 11438 and 12828.

:
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What will you find in this Dart of the handbook!

This part contains instructions on giving positive recognition for achievements through:

• monctaly awards;
• continuous improvement incentives;
• non-monetary recognition and informal honors;
• honor awards; and
• outside awards.
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MONETARY AWARDS

Monetary awards are cash awards that may be granted to recognize an individual or team of
employees ofthe Department for:

• achieving organizational results;
• providing quality customer service;
• displaying exemplary behavior, dedication, innovation and/or team cooperation;

• fostering partnerships;
• promoting diversity;
• ensuring safety in the workplace; or for
• sustained exceptional performance.

Approving officials inust ensure that employees are not recognized with a monetary award more than
once for the same achievement(s).

Note: Partners-in-mission are not eligible for monetary awards. Political
appointees (Schedule C) are not eligible for monetary awards between
June I ofany year in which there is a Presidential election and

January 20 of the fol'owing year.

TI1'ES

Oo-the-Spot Award-A cash award granted to provide immediate recognition for achievements.
On-the-Spot Awards have a net value between $50 and $500 (see page 3 of DI-451 for gross
amounts). On-the-Spot Awards may be paid from imprest funds, with third party drafts, or through
the normal payroll process.

Special Thanks for Achieving Results (STAR) Award-A cash award of$925 (gross) or more.
The amount of the award should be commensurate with the value of the individual or team
accomplishment, considering the overall benefit to the Government. STAR Awards are paid through

the normal payroll process. ..
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Quality Step Inaease (QSl}-A QSI is a pay increase that provides faster than normal progression
through the steps for permanent General Schedule employees. To be eligible for a QSI, employees
must achieve all critical. results in their Employcc Performance Plan and display exceptional
performance that is expected to colJlimie. Briefspecific examples ofbow expectations were exceeded
must be provided in the justification. AQSI is the only award linked dirCctly to the employcc's rating
of record and should be granted in a timely manner following receipt ofthat rating. Only one QSI
may be granted in a 52-week period.

NOMINATION PROCESS

Any employcc aware of an achievement(s) they believe deserves recognition may recommend an
On-the-Spot or STAR Award. Use form 01-451. Award Certification. to recommend a monetary
award. Submit recommendations to the recipient's supervisor. Supervisors approve andlor transmit
award nominations to the official delegated approval authority in their Bureau for the amount
recommended.. If an award recognizes team achievements and members are to receive different
award amounts, the justification must describe each individual team member's contnDution.

QSl's arc recommended by the immediate supervisor or rating official, and arc approved under
appropriate Bureau delegations.

Approving Authority: Assistant Secretaries have approving authority for individual awards from
S5,000 to SI0,000. Awards in excess oU10,000 arc submined by Bureau headquarters through the
appropriate Assistant Secretary, the Director ofPersoMel, and the Assistant Secretary for Policy
Management and Budget, to the Office ofPersoMeI Management for approval or further processing.
Bureau Directors may approve group awards up to S10,000 ifno group member receives more than
S5,000. They may also approve individual awards up to S5,000 and QSI's, and are encouraged to
delegate this authority to the lowest practical level. Refer to Bureau delegations ohuthority.

Note: Cash awards for SES members must be approved by the Department's
Executive Resources Board.

Table 1. on page 1-13 summarizes approval authorities, eligibility, and the nature of recognition for
each of the monetary awards.
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CONTINUOUS IMPROVEMENT INCENTIVES

Continuous improvement incentives are awards to recognize individuals and team members for cost
savings, quality improvements, innovation and creativity, and the sharing of ideas. Continuous
improvement incentives empower employees and require a commitment from supervisors and
managers to champion employee ideas. Timely evaluation ofideas and prompt implementation and
recognition ofadopted ideas are required. Awarding employees for their continuous improvement
contributions promotes productivity improvement throughout the organization.

TYPES

Productivity Improvement Award: A cash award or other recognition for process improvement,
cost-saving suggestions, streamlining, or the eIimination of non-value added processes. The award
shares some portion of actual savings resulting from cost reduction or productivity gains with the
employee(s) who recommend or achieve the savings.

Lile . r Innovation Award: Issued to teams or individuals to recognize outstanding achievements
in reducing costs, reinventing work processes, and improving service to customers. An award of
$1,000 is transferred to the individual's or team's operuing budget to be used for project support such
as training, books, software, or office equipment.

InventionlPatent Award: Automatic $500 (gross) compensation awarded upon the actual filing
ofa patent application at the Patent Office by the Office ofthe Solicitor. An additional $800 (gross)
will be awarded ifthe patent is granted. Further recognition based on the benefit of the contn'bution
may be granted through the use ofan additional cash award.

'.
NOMINATION PROCESS

Employees are encouraged to submit a narrative description of their idea and its benefits through
supervisory channels to the office with implementing authority. Nominations for the Innovation
Award should be submined through the Bureau Director to the Director ofPlanning and Performance
Measurement. Supervisors or co-workers may recommend individuals or teams for the other
continuous improvement incentives based on the value of estimated or actual first-year savings or
other benefits. Use form 01-451, Award CertijicaJion, to make recommendations for monetary or
non-monetary awards. Amounts ofawards should be commensurate with the savings or value ofthe
improvement reali?M!.

Approving Authority: The implementing office should authorize payment of continuous
improvement awards. Refer to Bureau delegations ofauthority.

Table 1. on page 1-13 summarizes approval authorities. eligibilitY. and the nature of recognition for
continuous improvement incentives.
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NON-MONETARY RECOGNITION AND INFORMAL HONORS

Non-monetary recognition and informal honors are granted to employees to recognize conmoutions to the
Department. These contnoutions may be:

• superior accomplishment ofregularly assigned duties;
• exceptional achievement of project goals;
• noteworthy accomplishments over a sustained period; or
• specific conmoutions to the organization's mission.

Note: Partners-in-mission may receive non-monetary recognition of nominal value and infonna
honors.

The recognition method selected should match the employee's effort expended, the behavior exemplified or th.
results achieved. Supervisors have the flexibility to tailor recognition of their employees based on the persona
interests ofthe individual. Through the daily communication process, supervisors gain insight into the values ofthei
employees and their personal interests, hobbies, or activities. In addition, supervisors may simply ask employees ho\
they would like to be shown appreciation when they have done a good job. The challenge in recognizing employe
accomplishments is that the possibilities are endless!

TI'PES

Non-Monetary Recognition-includes items of:

• Nominal value (up to $25 cash value); such as coffee cups, key chams, pens, paperweights, plaques,
T-shirts, or other appropriate item~.

• Significant value (from $26 to $250 cash value); such as pen-and-pencil sets, clocks, desk organizers.
jackets, watches, gift certificates, fruit baskets, tickets to events, or other appropriate items.

Note: Approving officials should exercise care in selecting an appropriate item for non
monetary recognition to avoid potential appearance of misuse of Government funds.
The question is: "Would public disclosure cause embarrassment to the Department?"
Ifthere is some level of discomfort, an On-the-Spot.Award could be an 8Jternative.
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Informal Bonon-letters ofcommendation, certificates, "thank you" notes, or other similar items.

Tune OfTRecognition-an ClCCUsed absence awarded to an employee without charge to leave. The
minimum time offrecognition is 1 hour. There is no maximum time offrecognition.

Length-of-Service Recognition-eenificates and/or pins awarded at various milestones in an
individual's caretr. Though this recognition is usually given in lo-year increments, Bureaus may give
it in 5-year increments. Bureaus may develop their own length-of-service certificates or order
Government-issued certificates through the publication rider process. Pins for 10, 20, 30, 40, and
50 years ofGovemment service are available for procurement through a departmental contract. If
a Bureau chooses to do so, other Government-issued length-of-service pins may be used. They are
ordered through normal General Services Administration (GSA) procurement channels.

NOMINAnON PROCESS

Non-Monetary Recognition of nominal value and Informal Honors may be awarded as appropriate
without completion of form 01-451, Award Certification. Recommendation for Non-Monetary
Recognition of significant value and for Time Off Recognition is made on form 01-451. Any
employee aware of an achievement(s) they believe deserves recognition may submit an award
recommendation. The recommendation must be signed by the Bureau official having delegated
authority to approve monetary awards ofcomparable value.

The specific item should be purchased through normal procurement channels. To effect cost savings
and provide for immediate recognition, offices should order supplies of specific items. Where
appropriate, the item should contain the Bureau name, logo, award title, and/or mission. (CG
decisions allow procurement ofnon-monetary award items: B-243025, dated May 2, 1991;
B-256399, dated June 27,1994.)

Approving Authority: Refer to Bureau delegations of authority.

Table 1. on page 1-13 summarizes approval authorities, eligibility, and the nature of recognition for
non-monetary recognition and informal honors.

.'
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Table 1. Monetary Awards, Continuous Improvement Incentives, and Non-Monetary Recognition and Informal HOhUrs
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510.000
or more

••J
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sharing ofideu.

Procl8Cttylty Impronmtal.·for eliminllion or non vllue·
Idded proceuu; proeest improvement: cost· saving ,uUes·
lions: and slreamlining.

.I

,/ ,/ II ,/
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./

./
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,/
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,/
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Office of lhe Solicilor and lhe Innlins of I palenl by Ihe
PaacnlOffice.

NOD~MoDtiall RKopltto.--nominal value.

No••M......, Rocol"ldo.-.ignificanl .a1••.

tafol1lllll R....Ca1do..Lcn....f commendation.
..niDelt... ploqu... thank-yau nol••, .mploy••·to-<mploy..
rec:.opilion.

Noa.MoDetaijlifcopldoa uia liiiGniUl HODori-Superior
accomplishmenl of rec:uninl assigned dUlies: exceptional achieve-
menl in projed goals; nolewonhy IICCOmplishmenlS over I SUJ

gined period of lime: or .imilar specific contributions 10 the
Orpnililion's mission.
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..,
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III

~
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HONOR AWARDS

Departmental Honor Awards provide non-monctazyn:cogni!ion to employees ofthe Department and
partners-in-mission. Honor Awards arc the most prestigious recognition that can be granted by the
Department for carccr accomplishments, exceptional support ofthe departmental mission, or for
heroism. Because of the status of this recognition, Bureaus arc strongly encouraged to establish
mechanisms to ensure that a consistent approach is applied to evaluation of the nominccs'
qualifications for these awards. These mechanisms should also identify employees at a11lcvels ofthe
organization who mcct the high standards required for these honors.

When Granted: Honor Awards are !!Ieant to be progressive career recognition and should be
awarded at successive career milestones.

NOMINAnON PROCESS

Any employee may recommend an Honor Award by completing form 01-451, Award Certification,
and attaching the required citation. Submit recommendations to the recipient's supervisor for
concurrence and further transmittal to the official delegated approval authority.

Note: Before final approval ofHonor Awards, Bureaus ~ust ensure t!tere is no derogatory
information in the nominee's Official Personnel Folder.

The Department's Office ofPersonnel will maintain a contract for certificates, medals, and pins for
all honor awards except Bureau-specific awards. Bureaus must order medals and certificates directly
from the contractor.

:
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PROCESSING INSIRUcnONS

For Meritorious Service AWIZl'dr, Unit Awards/orExee"erv:e 0/Service, and OIltst4nding Service
Awart&, Bureaus must:

.
• prepare the citation in final format (include a surname copy, Bureau copy, .and DOl Office of

Personnel copy) and send them with the 01-451 to the appropriate Assistant SeCretary for
approval;

.• order the certificate and medal after approval;

• send the citation on Secretarial letterhead, the certificate, and the DI-451 to the Office of the
Executive Secretariat for signature; and

• affix the Department's silver seal on the certificate after official signature.

For DistinguishedService Awards, Valor Awards, QJi:en's Award/or Bravery, and CollSuvation
Service Awart&, Bureaus must:

• prepare the citation in final format (include a surname copy, Bureau copy, and DOl Office of
Personnel copy) and send them with the 01-451 to the appropriate Assistant Secretary for
approval;

• send the citation on Secretarial letterhead and the 01-451 to the Office ofthe Executive
'.Secretariat for signature; and

• order the certificate and medal after notification ofa convocation.

The Office of Personnel will obtain the signature of the Secretary on the certificate and affix the
Department's gold seal.

Table 2. on page 1·16 summarizes approval authorities, eligibility, and the nature of recognition for.
each ofthe departmental honor awards.

..
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Table 2. HODor Awards

Appro••' ~ Rodploai II Rotocailloa II Stculan II PnsulIlloa
II Authorlty

Aw.nI c.ltcorl•• II AnLJ DIrJ 1 1Mod.\lPl1II ICOrtlllCllIO I Cilldoa IISfC)'. I DlrJ \I 'I 1
Stty. Comm. ladl.. Groap P'.quo Camm. DOl Bur.
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~{ltll'~ 'r':''''''
·:--·:~·<:·':l~r
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hey Include: i%~tt,:~k
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o :; ~
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nelude:

~ . .
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Iroup. unit. Of Icam contribuliont: .I
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Sup.,'" 5e".~.Award-for CUter employee. of Ibe Department;

Clltu.', Award fo' EncpdD.a' Sd"Yk~·butC"...pecilc.wanII for pri.
vale ehilcn or 0rJlJla.lionai ,annen,lncludin, volunllten.

iltnk Atf Ii...n-'Ionorary f'C'COpidon .ruled to empioyeCi orpr:......
ciliu", by the Oeputmtnl ror heroic: aetJ or unUl\UI bravery In the fKe of
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'"
Valor Award-ro' employee. of Ihc Depal1l:Dtnl .ho risk their live' while
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tT
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PI life 0' lUIy odler PC"", whlS. oa ,roperty owned by or e....... Ie Iht

~ OepU1mcnl.

..... 1:••III,la.,. Ad Award-for employ....... 1Ih~1 to .."" the Uri
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OUTSIDE AWARDS

These awards are sponsored by other organizations or are co-sponsored with the Department ofthe
Interior. The Department will provide criteria, the exact due date, and other pertinent information
concerning outside awards to the Bureau per5OMe1 offices when awards are 1M0unced each year.
Bureau nominations must be consolidated and submitted through the appropriate Assistant Secretary
to the Department's Office ofPerSOMeI.

Table 3, on page 1-18 summarizes the purpose and eligibility requirements for many outside award

programs that the Department supports, The table is not intended to be all inclusive.

"

February 1996
1-17



·-
I

"

...,
111
tra
III

~
.....
\0
\0
0\

Table 3. Outside Awards

Award Purpose/Criteria Sponsor Approllimate Due Date

~ur S. FI.mninl AWli'd o '<coani.., a c:arttr employee o£lhe Fed."IIOw:mmenl Ibe OowaIOWD Jaycees or Wuhin&lon, D.C. December
..ho has pe,rormed oUl5IIndinland ""'ritorious werlt;
mploy•• rnu51 be under aac 40 and have or will ha.e a lOW
06monthsorlO.emmenl service by th....dorthecalcnclar
ear in which the nomination is subnUucd.

poculi•• Excell.nce AWli'd o recognize career members or the Senior Executive Service lienior E••coli.cs Association Prorcssional June
nd .qui.a1ent F.de,al pay sy5lems whoconlribut. sianifi. De•• lopmenl wI'"
a",ly 10 public service and who impro.e the imaac o£lh.
MeCT executive service.

.de,a1 EnBineer or the V'II' o hono' oUlSlandinl Fede,a1.nBineers. Only on. nominee f'/alional Society or Prorcssional Enlin.ers October
~ward . 'om cach Bur.au .mployinlall.~ 2S0 .naineers will be

cccpted annually.

.d.'al Envi'onmental EnBinee, o r,coanize ucmpluy work and aceomplisluncnts by .nvi· ::enr.renee orFederal En.ironmental Enlin"'s F.bruary
Award onmcnlal enain.crs in Fed.ra1 Service.

.d.,a1 TechnololY Leadership o "coanize Fed...1p,oj.cts and pro&Jams that ha•• made Gen.ral Serviees Administralion and Go.ern May
AWlI'd xccptional contributions to mission CffectivCDCSS. cost-effec men. Executi•• Mapzin.

ivcncss, and servic.'o the public throuab the USC or IU'D-

inaled inronnalion SYSlcms.

~EICO Public Servic. AWli'd o ,ecoani"" F.d.,a1.mployees ror oUISWldinlachiev_" PEICO Philanthropic Foundalion AUlUst
n sub5lance abuse pr••enlion IIId ucam...t; fire pre....tion.. pnd sarely; physical 'ehabilitalion; and trallie sarety and acel
tnt prevention. "

Roacr W. Jones AWli'd o 'etoani.., Fede..1career ...culi.e. who demonstraled !be A"""ican Uni.ersity December
upe,ior leadership that 'esulted in oul5llndinl orpniutlonal
chl..e"",nls. or a stronl cornrnitmenlto ell'ective continuity
r lO.emmcnl by successfllUy brinainllabout the develop-

n...t or manaacrs and .,.oculi.es.

~iIIiarn T. PCClll'a AWli'd o ,eeoJP1ize oul5llndinl conlribulions IoWUd underIlaruIinl I'lational Aeronautics and Space AdminiSUllion July
he eII1h by means or remote scnsinl. and Department or lbe IalCrior

.~ISE (Women in Seienee IIId o retoll'ize Federal WOll1Cl\ !ICieoliSIJ and eoaiDeen for IIteir ~ornen in Seience and Eagineerinl laIC [)e(ember or tll'ly Jllluary
!Enaineerlnll AWli'd pedal er specific sei....itle or lechnical contn'bulions•



UNITED STATES DEPARTMENT OF THE INTERIOR

AWARD CERTIFICATIOti

~)

Is Presented a:

MonetlUy Award or Recognition

__ Oil-the-Spot Award in the net amount ofS _

_ STAR Award in the gross amount ofS _

__ Qaality Step Increase (m....jnM coc.cepliaaal perfarmmce pay iDaeuc)

__ TIme Ofl'R.ecognition-nwnbc:r ofbaun _

__ Non-Monetary RecognltiOD with a cash value ofS _

Interior InnovatioD Award ($1,000 iDCI'cac to opcnliag budp)-
_ Continuom Improvement Inceative (cbecl:4ipjliq>iWe.-.lllbave)

Bureau-Spedjic Award ::,,-:,....- _
er~)

Honor Award

•

..

•

•

Highest Honan:

Mid-Levd Honan:

Initial Honon:

Heroic Act Honan:

1-19

Distinguished Senice Award
Conservation Service Award

Meritorious Senice Award
OutstAnding Senice Award
Unit Award for Excdlence ofSenice

Superior Sennce Award
Citizen's Award for Exceptional Senice

Valor AwaJ."d .
Citizen's Award for Bravery
Exemplary Act Award

.....~I_.'"
February 1996
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JUSTIFICATION llA:quiredaolyfao...-.ry owanls. iDDovalioo owanls. DOO-1DClIIClCy.-,ptiDDofIisaifiCOlll
voIue, oc \ime 01£n:oognitioo. Cilabao is i"..itVo..atioD foc hoaor awards. Alucb ocpy ofcilatiDD.

APPROVED BY:

ADDmONAL SIGNATURES
(As Iequir<d by Bureau cleIeptiDDSl

FINANCIAL ACDON RECORD 'Ibis RlOOrd is to iDi1ialc payIIIOIlI, ......mring 0lId lOX Imna<1ions lilr
STAR awmls. OD-lbo-Spot lIIllI DOO-1DClIIClCy n:oognitioll of1i(lli1icaDl voIue, Do DOl ocmplde foc Quality
SIcp ID<:rcu=s, Time 0Ifii" "titiou.1D1aicr bmovlliDD AWlI'll oc HaDar Awards.

RecipiCll! N.....: _ SocioI Socurity Number: _

Block

$, (Gross AmouDl)

MONETAJlY AWAIUl TO BE PAID 11IJlOUGH lMPaEST (ON·11fE.SP01)

AmoulIl AuIhorized for Imprat Poymoat (HoIn Coclo 66A) $ -. (Net Ai>oual)
Auioua!1DcIudiDg Taxa (AmouDI Paid divided by.5S) (H0ln Coclo 30A) $:--~- (Gross AmouIII)

IMPItEST FUNDPA1'MENT RECORD (To be CaDplel<d by lmprostFUDd Cubi...)
Paid by: Cab [ I ThinlPanyOratl [ I Subvoucb<:r. _

Received byS~ 0lId DIIC:

MONETAllY AWAIUl TO BE PAID 11IJlOUGH1HE PAYROLL SYSTEM (STAll OR ON-1HE-SPOT)

TcI.II Cab AWlI'll (Hours Code lOA)
P.,. Period to be P, f by PO)TIIII

NON.MONETAllY RECOGNJTION OF SIGNmCANT VALUE (D1Ie PrcocalaI: .J)

Cash Voluc ofAwanl (Hours Code 66A)
VIIuc 1DcIudiD& Taxa (Cub VIIuc divided by .55) (HoIn Code 30A)

$: (NetAmouDl)

$ (Oroa AmouDt)

Dill 'M 1ft a1da1o....., Origiaallooo:nic:illgpa5l:XllJCl olfioc. ocpy torocipic:ot. For STAR awcda, OD.fho.Spot awonls,
0lId aoo-lIlODClOIY I'<ICUjpIitiDD 01sil!Jli1icaDl voluc FAX pare 2 oflhis form to tbc PO)TIIII 0pcnIi0as DiYisioD.
'Ibis fax is in lieu oforigiDal. DO NOT SEND ORJGINALOFnDS DOCUMENTTO PAYROLL

_ Iallab_.................,.-bylbc '"-YAIL -...."._aaly.._ .......--...TaIc Su.s.c._
SS2a(1)} ---""
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-J.

-INSTRUcnoNS -

'Ibis Aword C<:lilicIlia> will be uood for all lwords for individulls or _ wbcD requiraI. IlIIbc "JustifiCllioll" SOClicD llIl JIll" 2, pn>Yick:
1 brid"SUlIIIIIIly cilbc IClCDlIlpIill=l being n:cognizod by Ibc IWIlIl, using specific COCIIIlples. For HOIlClr Awll'ds, Ibc ciwicn is Ibc lword
justifiCitioa. The _ cilbc IWII'lI sbouId be ............"D'Ile willi Ibc vWe cilbc indiYidull or lam ~i",",,",I,CllIIISidoriDB Ibc
cMnII bcD:6l1o tho ....._ Ca!lplcle Ibc 'FiDIDciII AcIiaIl Reccrd" IllCliaD em JIll" 2, for ach =ipioat ofIDllIlOlIr)' IWIIds m1111l1l
lDllIlOlIr)''''''''JIIitiem oflligaificlDt VII.... A copy oflbc FiDIDciII AcIiaIl Ra:onI must be fIxaI '" Ibc Pl)'IOll Opcnliaas Dmsiao '" updIle
tho~.poy.....,...L A "NrAifir4ricnciPuiUlllCl Ac:lillIl" (SF-SO)_ be g<:IlCrII<d for all -..y,limooft mI QualIty S/q> IlIaase
awanls. For IIlClI'O ck:IaiJcd iDflXlllllillll, rcr" '" Ibc Awords mI RccogDitiClll PrograIIl, IlcparImc:msl HIIlIIIIl Resoun:cs Mmagcmc:m
H"""""oIc .

Oa-lhe-Spol Award.

On-Ibc-Spot Awn hPe a DOl vII... bctwcco SSO Illd SSOO. The IlDOUIlI gival '" Ibc rr:cipiCIIl (.... _1) IIIUSl be isu f '" cover
Ibc Ipplicahle withholdiJlgs (gross IIDOUIlI). Ca!lplete Ibc FiDaacial Actillll Ra:onI mj'ltins wbdhcr PI)'IDI:DI is to be IIIIdo through
/mpn:st Ftmd or PI)'IOU Syscm. DiYick: Ibc DOl IIDOUIll by .55 '" calcul.., Ibc gross IDIOUIIl ofIbc IWri The following table "IIn""""
Ibc gross IDlOUIlIS in SSO iw....ull•• however, DOlIJDOlllllS DIIY f1UI8C III)'Wborc fnm SSO '" SSOO:

"cr.--.or ca... "-""" "cr_ CIooo.--.or

S50 SIll SJOO SS46

SIOO SIC $3:10 $631

SI:IO S2'T.I S400 S'72I

S200 SJ64 $4:10 SlI'

WO $455 SSOO 5910

STAR Award.

STARAwllds II'C cashlwn in Ibc gross amount ofS92S or more. III Ibc FiDaocill Actillll RcoonI, """",Iete IbcMoaetsry AwsnI to be
Paid Through tho PI)'I'OII S}'SlUD Scaioc. imo1mg the gross _ ofIbc IWIrCI. All STAR awn II'C to be plid through Ibc PI)'IOl1 systaIL
Fer Il:lIm IWards. ao Award Ccnilicatioo mUSl be completed for coch team member. If"""'ben II'C to r=ive dif£U=1 IWIIlI amocmts Ibc
justificatioo mUSl ck:scribe Ibc individual team member's spcc:ific """tribulioo(.).

Qualtty Step lnc:re.aset

AD unploycc DIIY r=ive oaIy 0I1C Qua1i1y Step IDc::rcue in a 52 wed; period. In Ibc "Justificatioo' ""';00. uilC:r brief specific cxsmplcs
ofbow ClCpCCUlioos wen: =-kd ill acbiC'ViDB all Critical Results. Follow Bureau guidaoce tp gencralC ao SF-SO.

TIm, Off RO<Of!!ltIog .

Thomjnirmmtimeoff~is I hour. 1b= isllOm.oxuuum time offn:cognitioo. A copy oflbc Iwn ...-tificatioolllUSl he forwarded
to Ibc unploycc's timekeeper fer oodiDg oolbc Time Illd Mondo""" Report.

Noo·Mooetan RtsOfDttIop

Use Ibis Award CcniliCllioll wbullbc vII... of allOl1-mooctary """'JIIitioo is significaot (S26 to S25O). Ra:ogoitioo ofllOllliDal VII... docs
DOt n:qtIiM don""",u.joo. IlIIbc FiDaocill Ac:tioo ReconI, complcle Ibc Noo-MODCWy Rca>gDitioo ofSignificaot Vllue Sec:Iioo, iDseniDg
the cosh vI!uc (DCl) citho awri the gross vI!uc iI:a:hdiDg lIxcs ml the dale pRSClllCd. The gross vllue is oompul<d by dividiDg Ibc cub vI!uc
by .55.

ConttDuOUJ Improvement Incoenttves

AD appropriaICly-vllucd award graoted to rocogniz.c process impro_~ cost-saviDg w8gcslions, Sll'".mJjning. climiDatillll ofllOI1-vllue
added p" gaiDs ill pn:>ductivily. or iIlvcntioos Illd pa=ts. Sec above Iward ck:oaiptioos. PaLcol Awards II'C pi !through Ibc
Solicitor's Oftioc. lnnovatioo Award budget in<:ruscs (granted for cost roduc:tioc. reinvcntioo efforts, Illd improving c:ustolIlcr service) II'C

uood fer projC!'l support such as training Illd cquipmcuL

February 1996
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Highest Honon

The higbcst~ booor awards pt'CSOIIICd ID CIRICl" employees ...DOD-anployec plrtDl:rs-in missilllL Ra:ipic:DIs
must ba..c dcmm"'nllld CXlrCIDCly si(lllilicw klllJ-lCml coalriblllicXls ID clcpartmeDll1 prognms IIllI missicas.

, ..._ ;1 , • .,,;..lly__..... .....n.d..IdoritoriauI_Awri

F.pinlecila-_wS ""Me'! pu1IIG ill -...

Mid-Level Honon

The sccood higbcst dcpInmcnlaI hooor awards prescntodlD employees. groups, IIllIp_·in·missioo wbo ba..c made
exccptilllll1 coa1impng CllIIlnbulioa(s) ID DcpItlmcDl ... Bureau missioolCalOlp1isbmenl

For ' , e1 poiiIicaIJifF . =

Uptt Am (or EtssQmsr or SsI"!1st

F. ; im"===b"M')ol~paupa.UbiII..""

Initial Honon

The lint le..cl DC recogDitioo in the depanmental hooor awards program, pre:!ICZIUd ID career ... 1lCO-eareer empl"","*,
volllDlI:en. ... oIhc:r pII1IlCD wbo bave made si(lllilicani coalribulioo(s) ID \be l)epanIDcDllhrougb o"...ooding service ID
a Buruu ptoglli4.

f_ CU'ICI" _I~)_otitic~

gttupl, A!!!!'!I ror Euypdona.l §or","

a..'1 j ·&....rarpriwlccilWDarc:wp_i:e''=.lpu1bI:ft.iddudiac~

Huoic Act Honon

Dcpanmcntal baa<nly IOCOgnition grant.ed ID employees fer hetoic acts ... lIDusuaJ bravery in \be face ofdanger.

nee" A!!!nI for Bmm

F« piwIc ciIibaI tII'bD riIk tbcir liws &D ..w: 1hc liCe 01. 6:p' lnwaaaJ a:q:No)oee Ia"ViDI ill 1bc 1iae ofduly « Ibe lit. ofuy'" pIlI"IDG.
wIliIo .....-_by..__"' .... Dqou-.

EI.pIea Ad A!!!J"1f

fa'~.priWle auz- wbo aAaIIpt Io.ave 1bc lite olaaadw. or for priva&ae~ VItIoIlMD:lpt &D ..we \be lif. 0/. thpe .1

...,..oonioI iD .... liDo oCcUy" ony _ ...... wbilo .....-_ by ac__"' .... Dq>u-. _rioI< ",Iboir_
!i.-ilDOlaD;'"
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SAMPLE ON-THE-SPOT AWARD

MondM'y A .....d or RtcOlnldon

-
UN1TI:D STATES Dr.PARTMl:NT O. nlE IJ"("TERJOR

AWARD CERTIFICATION

1,.,11 If••• l
~I

Is P,."ealed .:

·J.

JUSTlP1CAnOH ~cdrlb.....,.-.. .........."~,,,• .-.-
"'-. 08~ c And.,,"'......
the Ohilion', tUI"lnl oillel ' .....nte .n orhnutlon ,rOlf•• 11th IU_U lor
Itudln,. Ind nlv ••,10,••• at R4"~u.~t.r•••n' Inclu" •• tr.p to I loeat I.al,
lnltillarion to 'l80ftltrat, on alta thl .u~.t••tIY' vet. al the or••nl•• tlon.
I.elu•• the Trllalna Ortlel v•• ahort Itarr•••• cill tar ••I.lt••r. v...... to
provl" lupport ro~ the o~t.nt.tlon 'ctl.tt,. (....1 le'lc.t•••n lator••t. on'
,ro"I••4 ••••• t.nc. 1n c••~lc.t ,r.,.r.tl••• lor the ••••r.t " •••nt.r•••n'
coordlnatld 10.llt.c. '.~ the Ila.' trl._ Sh••a•• ,'_rt••r tloth Inf.~tlon

.nd .uldanci to plrtlcl,lnt. and ,r••••ta ... 111k•• on' ••••••t •• a 01.,10 'ut
_an.n.ful hun of a••utlarlon for .ath or t'" .......t.u. the 'a, _.1. not
h.". lI••n • '.cc'" ••thollt lMa_l' •••e.,tlotoll all.pot't.

bkrlor la......doo A_.rd (l1.OOO~to""""""")

__ eo.tlDa... lJDpn'YClDul laOUllh't (c6act:~ .... .tJcr,oe)

N••·M••dAr1 ~Ido.willi. ca.sh value Drs _

_1_ Oa-LbC"'Spol A••nlia the nee unouat Drs~

~~"''''''''''''''''''''-CWot

L~~~~e.u ~te,~t'on'} Z/I~IIl-_1'ZJ)555~45'1APPROYmBY:

ADOmONAL SIGNATIIJl.tS'...........-_1
nNANCIA.L~cnOH RECORD UiI~II"""'''''''''"""",,,,,,,,,,,,,
nAJt ...... a.-..5pal ..................,,-...." o...........Qw.IitJs.,.---.... t ... tMI'.-........,.. A.....I'-A....

~N_: (Full M•• l "'s-ilJ~ U)·4§·6189

0' 02 3<5 12345678 6-1134-56789
a;;;;- s-..a.- IUorA 0rJ. CedI CAll"....

MOlQToUYAWoUDTOII'AlDniaOUCIIDCI'Uft(Oft-1I&II'01)

--. _,__"""'MA, 6 100 (NO-I
",... ,_ ~,....ww.,.sS)(ffainCollaJOA) III (0.-0-10--.)

IMI'UlTrtIrfP PArMllfTUCOU(to"~""""cawar)'''Ior. _II nw__ PI _ • ....,U"'3~4 _

~"DlMl ~..~

~..,,..........DIIr. (Si,nature UU/tli

lNo.lln.tor)

Dbtblphbcd $c:t'YI« A••nI
CellHl"Yldo. Stn'ke A••nI

llIa"a' B•••n:

__ STAR A.lnI u. the pou &mI:IUN DrS _

__ Q."''' Slep "e:t"t:ltN(~~puL_,.,-....)

__ n.. 011 Re<opldo............. orhoun _

S.ruu..s'p«Qk A.....d =::- _
""".

•HonorA ....."

~,
N
W

----

MONnAAY AWAU TO II.AlDftll.OUCll1H&'AftOU.lnnM (lTdoaotC-nu-uvt)

.- ......._ ...............N-,.. -..-..........,..........---..,..'U.&C,.......-

......."' OrIti-IID .....-cI ." '.STAJI ......O'.....".......

..........., fII 'AX t ..tiI , ...~DtriIit&
1WIi..1t .....fII~ DONOTIDCDOalCDtALor11ltlDOCUMll'lI'fOPAftOu..

I __J

I ""'_
I __eM' ValwfllA'" (ltauRCodtMA)

V..........T_ (c-..V......... .,.")(ItoorI00dt1OA)

TotII c:.Il A'" (lWlCodsJOA),.,r.w...............,...,...
1'f000.MOHEToUYUcoctll1101tOrIIGl'flJ'lCAHfYALUI (DtlD~ )

ValorA.anl
Cl '. A.anl rOf' Bn..a,£.,. 17 Act A......

S.pator SQ'orICt A••nI
CllbaI'. A.anl r.r EsCqJl&O." SenIcc:

Merlloelou Scnke A"anI
O.~d~I~A"anI

U.lt A_.rd ref E-ulle-eeerScnke
•

----

laid.. a•••n:

Henle Ad a•••n:

MId-LnclB••on:

...
\0
\0
0\

.."
(1)
tr

a
\II

~



SAMPLE CONTINUOUS IMPROVEMENT INCENTIVE

MOtId/Ir1 AWdT4., Rte"fnldt1n

e
umn:D STAns D~rARTMENT 0' mE INTERIOR

AWARD CERTIFICATION

(rull N.... I
P 21 ,

.. P.....Dled.:

-t·
lUST1FIC\110N ........., ..__ ~,,_

.................-. c....- ..~b Aad..,,,,.....
Tha cor.·b.rr.1 d•• a.n flrat .u••••t.O by I~•••I In I" ••• an .'pro.,••nt Id•••
• dde••••• the c~n probl.. of r.ta.tlon of 100••• unconaolldated ••n', durin,
coltactlOn of ••d •••nt •••pl••• The provo••d barr,1 ua•• tWO .'thode I'luitaneou.ly to
r.taln lh, "'Pla durin. ratrll.I' •••••d on hi. d'••,n. th••• Cor. barr.t, hl.1 Iinci
b••• da•• lopad Indlp'nd'ntly by ".Ir,. othar ,roup.. Thay ha•• contributed
Ilon'ftcantly to ItU'." of phy.lcll Ind ,eoch..lca. hlt.rot,nalty ,Dd ,'crablolotlc_'
proc••••• In ,h.llow .and '~If.r.. Much of What •• _nown 1ft thl, , ••••••• dataralned
fro- cor•• collectad by tht. eor. barr". I~••I·' d•• I,n. whiCh hi' b.,n adopted by oot
and lh, actantlflc coa-unlty It l.r,•• I.,•• '.cantlr l.»rowed tho _bll.tr to eoll.et
eoc•••nd eontrJbwt.d to .n ••port.nt .ra. of aultldlael»llaarr .round-w.t.r r ••••reh.

__ O.·••e-Spo. A••rd In the lid &mouIJf or S _

--L. STAR A••rd In the pou amount ors J.}9!h..Q9.

__ QuUr, Sief r.CI'UM (.............. pab ,.,--)

APPROVI:DIIY: (See Bureau oetnetlon) lIU/96 In•• 555~S618

............,......................0161II
ADDmOllAL SIGNATt1R£S1,,_.,-_1

__ n..OOR-pI...............fhoun _ IRo_1 ft. tor)

~"o-J -........D-.
fDlANC1ALAcnON UCORD _ ....k .........__.....-..n .._~_..__" __ Do.._ .._

...........n.08'~...........A........A....

-I
N
".

N••M......., R-pldo._. tub .......fl _

r.laior r......doa A.ard (SIJ#J __to~budP)

-L C..d••oa K-pt"n'_r.1 r.et.ttn (cbd:~.-nI~)

......N-. Hull •••)

.RI..- 01- ...-
)45-

......__ U3-45-61I'

11345671 1-1134-51719
CJrt. c.II e-A...-

Ba,UII.s,«1fIc AWfU4 --:;= _.....

----

..OfC.MOffUAAYUCOCffI'IIONOrIIGHll'lC.Vft'YAWacn-~ J

~Y"""'A"'(Ibn~456A) • (t¥~
V.......... T.. (CIIAv........,.SS)(lbnCodlJOA). (at-A..-)

........."' CJriIi-IIID ,..............,lID F.STAIt~~.-...

.. _ t ' ct fAX..t.r ,.,...aOpcnlil.-DiNIa
,... ., DONlIrIIllDOaICIlULO'nataocaMl:tfl'lOrAftOu.

..... ...-.. ~.........M.-..-.........,...........__.....tU.l.c........-

,1500 10-_,
BuS

t_CII*A ObnCoc*JOA),., .,...

NorcaTAAY AWAU to aEr.uanmoUCH 1MPUIT(CNt.1H&-RO'I)__.._r_ I (110I_)
__•__".........,31) , __

IMPUST"""',.. UCO.. rr..............._ ....,.,...,
r...." """'II ,."",.11 _.' _

........,_..-'--------------
MOKITAaY AWAD TO IE 'AlDnmODGHTID PAYROLL.rnuI (I'I'..O.....na.avt)

----

Me.-I'odo.. Sa-riu Award
O.btudw, Sa-Yke A.ard
U." A..... ' ... E:aallmca elSerYb

•
Sapaior Serrke A••nt
Otbn'. A••nllor £Supt..... $cn'k:e

Dbtl.pblaed $erYlee A~.nI
Ca••UY.f~Scrrict A••nI

V.lorA.nll
CI'"'' Atu""or BnnfJ
E..eta"'fJ Ad A"....

Berek: Ad a••on:

MW·Lcwcl ao.on:

Blabaf B•••n:

"1.laIao••n:

HAM' AWdT4

t-'
\D
\D
0\

..,
~
~
III

~



SAMPLE QUALITY STEP INCREASE (1ST OF 2 PAGES)

I Jnt!1I1-l')'re' 1NIl.w. '"..., ..,..,.. .....-.~ ..
t .... ,,'fr!c 1_ _ ,'-~ .,tc s......- rlcrbl••.,.M-e" --.. .. ..-'''' .......... I ~t- I Ate••••••

'_DI·l00r

U£ DUARTMt.HT 0' TBt: INTIIUOIit .......... 1"'

EMPLOYEE PERFORMANCE PLAN AND RESULTS.REPORT

"()/ft(fM_~-AIl"""""'-I4-"'.-"''''''' __ ,,,......w _ 'CI'Il._ ........- ~,.,.~ "",.._ .
..,.oUI' "" _II. _n ,.. ~

A,,., •• Crhtulltn''''CIJ:

All @<i> c D •
AU @<!> c D •
All @ (JJ C D •
AD A • C D •

Appl,'. Crttlcal ReI.h(ll:

@A • C D •-
All (A)® c tfi)®
@ A • C D •
All A • C D •

0--'''''""'''- 1Wl ...,..,~ _ ..................._ ....- ---

-'c""'.
c--r. t_ _ ......,..~ e-..--- ,.....,.

T-..-J o..-,....n,.,.-... _ .. -.....__

~.........-

h"""'~ "'Ia ., ......... ,...... C _ _

~'fl - - .
..... ~., Ot .......

.....
cunOMr.R SERVIa

'EIU'OIU4At'CI! ItfDICATORS (CIllfIt.)·

TEAMWORK

~ ......._ _ 0---......_.-................................., -.....

Iochl ...'"

USULn re-r
~.,,,,,,,~

IWiIlI PClriod: .J!L11J1 - tI ]0"'
B~w: JJluU
Socl" SecwI", No.: 'U.U-""

".,, ".1
hu.un fAAL C,-II'-'
CII,••1....

clUneAl. Po.ES1A.n ILJ.. ,., _. tJ-ft...}

Employ.'. thm.:
Tidef$flrin'Gf"';
DYt)' L,.oa.Ii...

'ARTLr~RPO~CE'LAN

"

,D10J.MAHcaIHDICAlOU: 000'* .........."........................
QUALnY Am"CrldcaI Rat...(,..
~ .. ,.... .._..........-: .............-............-... l~
...-..~"......~. IJUIJ A • C D l
...~ ...~...~ .............- .......,.~..___........__- _ .._ AI'@@@ D@

.--... ..,........~~...~..--.......-..........., _J....................... AI ®. ~@

.......... NlM.._...., ......

AlA.CDI

~l!lC@V

~-.I ..w.u.w 1111...1 ...utLIDl..- -- -
..u~1 ,ww» ---,. -=-..,....,.,......,.

!Sl,... , :JWALJ.l...............-...,~~ - I - -

rA.TIV.aRnnCAnOHr(~')i .......................M1I................CJI'IW. " ..._
--,_Nl... .....,.._.....,~-...,J-tI.

'ART II, 'ROGRaS UvtEWs: D-..,....... ...,....... .,..,.,.....,..... ,..,.tftO) .........
~",.-\,..,......A~"'_.""""""".""'__""'''''''. m'MIktII ll " _~_,..,..,.. I"",..--.I _ :::~. '
~ _ JCIII' &d,a.e __.-....."...... ............ .
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Attachment 2

DELEGATIONS OF AWARD AUTHORITY

Position

Assistant Secretary for Land
and Minerals Management

Director, Minerals Management
Service

Associate Directors

Deputy Associate Directors,
Regional Directors, and
Program Directors

2iv':'sion Chiefs,
hjmir.is:~ative SeYV:2e Cen~e=

Manage:s, Regiona~ S~perviso~s,

and Headquarters S:a:£ 0:£1ce
Heads

?irst-level superv:scr

Authority

Cash awards from $S,OOl to
10,000

Distinguished Service Awards
Conservation Service Awards
Meritorious Service Awards
Unit Awards
Outstanding Service Awards
Valor Awards

Group awards up to $10,000
with no individual awards
over $S,OOO

Superior Service Awards
Citizen's Award for

Exceptional Service
Citizen's Award for Bravery
Exemplary Act Award

Cash awards up to $S,OOO

Cash awards up to $3,SOO

Cash awarc;is up to_ S2, SOO,
QSI's .
Non-Monetary Awards
Time Off Recognition

In Excess of 1 Work Day

Time Off Recognition up to
l Work Day

NOTE: Award authorities delegated to lower level positions may
also be exercised by higher levels.



Attachlllent 3

AWARDS COORD:I!lATORB

Minerals Management Service

Beverly Wilson

Office of the Director

Donna Cedar-Southworth
Rosa Thomas

Administration and Budget

Budget and Finance
Robin Eland

Management services and Security Division
Pat Poore"
Beverly Wilson

Personnel Division
Dot Nosal

Information Resources Management Division
Edgar vega

Procurement and Property Management Division
Jane Carlson

Alaska Satellite Office
Linda Reeves

Southern Administrative Service Center
Mike Knight

Western Administrative Service Center
Lenna Gerwing

Royalty Management program

Office of the Associate Director for Royalty Management
Lou Commerford

Office of Indian Royalty Assistance
Joy Alley "

Royalty Management Liaison
Marilyn Johnson

Office of Enforcement
Stacey Browne

Program services Office
Mary Peschong

Office of the Deputy Associate Director for Valuation and
Operations

Mary Lou Miller
Data Management Division

Ann Woosley
Reports and Financial Division :

Mary Dietrick



2

Royalty Management Program (continued)

System Management Division
Millie Weingardt

Valuation and Standards Division
Janet Courtney

Office of the Deputy Associate Director for Compliance
Sara Warne

Lakewood Compliance Division
Dorothy Hise

Dallas Compliance Division
Linda Shearin

Houston Compliance Division
Carol Smothers

State and Indian Compliance Division
Brenda Lechuga

Compliance Verification Division
Mary Ann Martinez

Offshore Minerals Management

Offshore Management Support and TIMS
Vicki Agnew
Vanessa Grable

Offshore operations and Safety Management
Debbie O'Brien
Janice Shay'

Resources and Environmental Management and Office of Program
Development and coordination

Jeri Bryant
Joanne McCammon

Office of International Activities and Marine Minerals
Patty Hawk

Gulf of Mexico Region
Mary Ann Lamm
Eileen Swiler

Pacific OCS Region
Barbara Voyles
patricia Bowen

Alaska OCS Region
Wanda Jones

policy and Management Improyement

Gale HUdgens, D.C.
Janet Drake, Denver

Appeals
Denise Gaines, Herndon ,



UNITED STATES DEPARTMENT OF THE INTERIOR

AWARD CERTIFICATION.

Ow

(R 4' 1)·

Is Presented a:

Monetory Award or Recognition

__ Oa-the-spot Award in the net amount ors _

__ STAR Award in the gross amount ors _

__ Quality Step Increase (p...·ined c:xccplia>II pcafCXDllDl:lCpay iDcrcac)

__ Tame OR'Recogaition-nllmher orbours _

__ Non-Monetary lUcognition with a cash value ors _

__ Interior Innovation Award ($1.000 iua_toClpCntiugbudgoct)

_ Continuous ImproVeDleut Incentive (cbcckijipitljllWcawml~)

Bureau-SpecijicAward "="".,....-- _
(Tille)

Honor Award

•

•

•

•

Highest Honon:

Mid-Level Honon:

Initial Honors:

Heroic Act Honors:

Distinguished Service Award
Conservation Service Award

Meritorious Service Award
Outstanding Service Award
Unit Award for ExceDeuce ofService

Superior Service Award
Citizen's Award for Exceptional Service

Valor Award
Citizen's Award for Bravery
Exemplary Act Award

I\X,""~I-,'"



JUSTIFlCAnON RequiRd only fcrlDCJl>:Uly awards, UlDOvaUQD a...._, _ __ _ •

value, or lime offn:c:ogniticn Citation is justification for boDor awards. AIlach copy ofcitation.

APPROVED BY:

ADDmONAL SIGNATURES
[As required by Bureau delcgalioas]

FINANCIAL ACIlON RECORD This rccordis to iDitiatcpaymcm.lCCOUI1tiJlg and tax ln1lsICtioas for
STAR awards, OD·lhc-Spot awards, and DOD-lIlOIletaly m:ognitiOll ofsigaificant value. Do not COIIlplcle for Quality
Step Increases, Time Offrccognitioo, Inll:rior Innovation Award or Honor Awards.

RccipiCllt Name: _ Social Security Number: _

Bureau Block Org.Code Cost ACCllIIII1

MONETARY AWARD TO BE PAID lHROUGH IMPREST (ON-11IE-SPOT)

Amount Authorized for Imprcst P8)'lDCllt (H0ln Code 66A)
Amountlncluding Taxes (Amount Paid divided by .55) (H0lD"S Code 30A)

$: (NetAmouDt)
$ _ (Gross Amount),

IMPREST FUND PAYMENT RECORD (To be Complcted by lmprcst Fund Cashier)
Paid by: Cash [ 1 Third Party Draft [ ] Subvoucher M _

Received by Signature and D41C:

MONETARY AWARD TO BE PAID lHROUGH TIn: PAYROLL SYSTEM (STAR Oil ON-llIE-SPOT)

Total Cash Award (Hours Code 30A)
Pay Period to be Pre : ! dby Payroll

$ (Gross AmouIll)

NON·MONETARY RECOGNITION OF SIGNIFICANT VALUE (D41C Pr=tcd: -..J)

Cash Value ofAward (H0ln Code 66A)
Value IncludiDg Taxes (Cash Value divided by .55) (H0lD"S Code 30A)

$ (Net AmouDt)
$,----- (Gtoss Amount)

DIo"""lDoa '" IhiI form: OrigiDallD s:rvic:ing pc:r.IODncl office, copy to recipient For STAR awards, OD-tbc.Spotawards.
and DOIl-mouctary m:ognitioo of significant value FAX pagc 2 of this form ID l\:>e Payroll Operatioas Division.
This fax is in lieu of originaL DO NOT SEND ORIGINAL OF nus DOCUMENTTO PAYROu. •

-= JaWx_""'''' thi> Corm is~ by "'" Pri..." M DiocIooute may be made oaIy 10 aulhariud _1'lClOIdiDI1O TtlIe 5U.s.c.. S«lica>
552.<0(11).

.....1lI-U1-,...



This AWIRI Ccrlifntim will be used fer all awi.nls for iDdividullsor-.wbc:D RqUiRd. In Ibc "JuSliticaliClll" IeCliCIIl OD page 2, providl
'abrid'SllllllllllYoflbc ICCQIIIPljstpncnt bciDg~ by Ibc IWarlI, usiDg specific: CX.IIIIpIes. For HllIKlr AWIrds, Ibc ciIIIioa is ibc aware
justificatiCIII. The IDIOlIIII oflbc awud sbouId be""Iii. lsuralewilb Ibc valuc oflbc illdividua1 orteaID lCCIXIIp!jslmy:nt, CClIISidcring the
0I'CI1ll.I bcDdit to lbc~ Ccmplete Ibc "FiDaDciaI ActiClll Record" sectiClll OIl page 2. for each RCipiCDl ofIIlIIIIl:lIIy aWll'ds and OlD!

IIIDDelaIynx:osoitiClll ofsill"iti""ot value. A copy oflbc FiDaDcia1 ActiOD Record IDlISl be faxed to Ibc Paynill 0pcrati0Ds Divisioo to updP
IbccruploJe'splynocmi A"NoIificIIiaoofPaS1llidActiClll" (SF-SO) must be~ fer aIllllODeWy,limc ott IDd Quality SICp \ocrcas
awards. For more detailed iufonDllioa, refer to the Awll'ds IDd RccognitiClll Prc.t9am, Depar1meotaJ HumIIl Rcsoun:ca Maoagcmc:
Handbook.

On-tbe-Spot Award. :

On-thc-Spot Awanls have a oct vaIuc becwo:o SSO and SSOO. The IlnDUDl siveo to the RCipiCDl (oct 1DllllIDt) IDlISl be iDcrc:ucd to 00=
the applicable withboldiDgs (sross lIIIlIlUDI). Ccmp1elc Ibc FiDIociaI ActiClll Record iodie"tiog whether payIDelll is to be made lbrough
lmpresl FIIDd or Payroll SystaIL Divide the oct IDllllIDt by .s5 to ca\euble the gross IIDOUIIl oflbc awllli The following table ca\cuI81eS
the sross llIIO'mt. in SSO iocremeolS, however, oct _mt. IDlYnoge~ fi'om SSO to S500:

NnAMOCINI' .
CI__

Nn_
C__

S50 ,
S91 S300 SS46

SIOO SII2 S350 S637

SUO $273 S4DO S72I
,

$200 S364 , $0450 SlI.

$250 $0455 S500 S910

.

STARA..ard.
. .

STAR Awanls are c8sh IWarcls in the groSs amouot ofS92S or mCll't:. In the FiDancial ActiOll Record, complete Ibc MoaelIIy Award III
Paid 'Throu/lb Ibe Plyroll System SecliOll, inscningJhc gr'QISS IlIDClUIll oflbe awllli All STAR awarcls are to be paid througb the payroll sySIJ
For team awaRIs, 8D Award Certification must be compleud for each Ie8III member. Ifm~bersare to~vediffen::ntawarel' IIDOlIDts,

justification must d=ribe the individualleam member's specific cootribution(s). -

Quality Step Inc~....

An employee mlY receive only ODe Quality Step Increase in a 52 week period. In the "Justification" sectioo, enter brief specific exam
ofbow expectations WeT'C ex.-kd in achieving all Critical Results Follow Bureau guidance to generate an SF-SO.

TIme 011' Rro>f!Iltlon

Theminimum limcoll'recognitionis'l hour. There is 00 maximum lime off recognition. A oopy oflbe awards e:enitic.tiOllmust be forwa
to the employee's timekeeper for coding 011 the Time and Attendance Rc:poI1.

Non-Monetary 'etplDltion

Continuous Improvement Inceotlv..

An appropriately-valued award granted to recognize process improvement. cost.saving suggestions, slleIm1iniog eliminatioo of DOD'

added PrCl. ' gaiDs in productivity, or inventions and Pltents. Sec above Iward desctiptioas. Patent AWII'ds are pre c s 1throul
SolicilDr's Ollice. lnnovatioo Award budget incl'eascs (granud for cost rcductiOll, rcioveotioo efforts, and improving cusUltDt:r scMC
used for project suppon such as training and equipment '



Bilka/H-

The bigbest clepartmeDwI hanor IWards prescuted to=-employees or IlIlO-C:DIployee panuers-in missioa. Recipients must
have dcmoIIslraICd eA1Ic:wely sigaificanlloag.tam allllribulillllS to clepll1ml:llll1 proaiamt aad missiOllS.

• D1st!Dgulsbed Sery!se AWlrd

For carc:c:r employees, typically tbo!Ic who have received tbc MailDrious Savicc Award.

• CoDKn'atiop Service Award

For priva~ cilizlin cr orglllizationa1 partDelS-in-missioa..

Ml4-UwlH_n

The second bipest deparlmcnwl boaor IWards pn:seo~ to emp1oyees, poups, aud p8l1DerS-in-mission who have made
exceptional continuing cOlllribulion(s) to Department cr BllI'lO&u missiOllllCCOlDpHs\unen!

• Meritorious §erylee AWlrd

For cc=cmploy=soCtbeDc:paI1mcnt, typically in mid-career, who may have received OIICor more Superior SeMce
Awards.

• OutstlUldlDg Service Award

For dcplll'lmenwl political appointees.

• Unit Award for Excen.pce of Serylce

For exceptional contribulion(s) ofemployee groups, 1UlilS, or teams.

Initial Honon

The finllevel ofrecogtIilion in tbe depanmenIaI haxr awards program, prescn1ed to _ or llOIl-ear= employees, vo\ual=3,
crolbcr parmers whohave made signifiCllll contribution(s) to the Deplll'lmCllt through outstauding service to I Bureau program.

• Superior Serylee Award

For career employees of the Deplll'lmClll

• Clt!zen'. Award for Exceptional S'P'kt

Bureau-specific IWards for private citizen or organizational partners, including vollD1teer1.

Heroic Act Honon

Departme::DwI bonorary recognition gronlcd to employ= for heroic acts or 1D1usua1 bravery in the face ofdanger.

• Valor Award

For employees oftbc Department who risk their lives whiI. attempting to save tbc life of 1IOOlhcr.

• Clt!zen'. Award for BraYen

Far privaItc:itizens who risIc their livcoi to save the life of a dcplll'lmcntal employee serving in the 1ine ofduly or tbc life
of any oIbc:r person. while on property owned by or cntrus1ed to the DepIl1lDClll.

• EsempJ.n Act Award

For employees or private citizens who ItIcmpt to save the life of lIDOlhei-. or for private citizens who Illempt to save
the life of I departme:llwl employeesc:rving in the 1ine of duty or auy oIbc:r penllII while on plopaty 0WDc:C1 by or
enllUSled to the Departme:llt, when risk to their own lives is DOl an issue.


