DEPARTMENT OF THE INTERIOR
HEUMAN RESOURCES MANAGEMENT HANDBOOK

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 of a variety of traditional and
non-traditional mechanisms to recognize individual and group achievement, and,

® To acknowledge contributions that lead to achievement of organizational, 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-seclor organizations and their employees, customers, volunteers, private citizens, etc., whose
contributions directly or indirectly support the mission of the Department,
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What are the charagteriétig of the Program?

The Prograrh characteristics are:

simple to use;

allows for approval at the lowest practical level;

reduces paperwork;

encourages timely recognition;

facilitatés 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 of accomplishment. Acknowledgement of progress
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 appraisal. :

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 DI-451, Award
Certification, (when required), and submit to the approving official established in Bureau delegations
of authority. :
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What must managers do to support the Program?
Local managers must:

® seck employee involvement in Program design;

= ensure that employees are aware of the Program;

® publicize employee accomplishments, awards, and informal 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 of funds; 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 of light 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 of the recipient's choosing [CG decision B-233607, ddted October 26, 1989].

What is the suthority 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 vou find in this part of the handbook?
This part contains instructions on giving positive recognition for achievements through:

monetary 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 of the Department for:

® achieving organizational results;

® providing quality customer service;

® displaying exemplary behavior, dedication, innovation and/or team cooperation;
® fostering partnerships;

s promoting diversity;

® ensuring safety in the workplace; or for

® sustained exceptional performance.

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

Note;  Panners-in-mission are not eligible for monetary awards. Political
appointees (Schedule C) are not eligible for monetary awards between
June 1 of any year in which there is 2 Presidential election and
January 20 of the following year.

TYPES

On-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 Achieﬁng Results (STAR) Award--A cash award of $925 (gross) or more.
The amount of the award should be commensurate with the value of the individua! 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 Increase (QSI)—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 .resuits in their Employee Performance Plan and display exceptional
performance that is expected to continue. Brief specific examples of how expectations were exceeded
must be provided in the justification A QSI is the only award linked directly to the employee’s rating
of record and should be granted in & timely manner following receipt of that rating. Only one QSI
may be granted in a 52-week period.

NOMINATION PROCESS

Any employee aware of an achievement(s) they believe deserves recognition may recommend an
On-the-Spot or STAR Award. Use form DI-451, Award Cemﬁcatx‘on, to recommend a monetary
award. Submit recommendations to the recipient's supervisor. Supervisors approve and/or 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 contribution.

QSI’s are recbmended by the immediate supervisor or rating official, and are approved under
appropriate Bureau delegations. '

Approving Authority: Assistant Secretaries have approving authority for individual awards from
$5,000 to $10,000. Awards in excess of $10,000 are submitted by Bureau headquarters through the
 appropriate Assistant Secretary, the Director of Personnel, and the Assistant Secretary for Policy
Management and Budget, to the Office of Personnel Management for approval or further processing.
Bureau Directors may approve group awards up to $10,000 if no group member receives more than
$5,000. They may also approve individual awards up to $5,000 and QSI's, and are encouraged to
delegate this authority to the lowest practical level. Refer to Bureau delegations of authority.

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

Table 1. on'page i-l3 summarizes approval authorities, eligibility, and the nature of recogmition for
each of the monetary awards. '
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CONTINUOQUS 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 empioyee ideas. Timely evaluation of ideas and prompt implementation and
recognition of adopted 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 elimination 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.

Intecior 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 operating budget to be used for project support such
as training, books, software, or office equipment.

Invention/Patent Award: Automatic $500 (gross) compensation awarded upon the actual filing
of a patent application at the Patent Office by the Office of the Solicitor. An additional $800 (gross)
will be awarded if the patent is granted. Further recognition based on the benefit of the contribution
may be granted through the use of an additional cash award.

NOMTNATION 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 submitted through the Bureau Director to the Director of Planning 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 DI-451, Award Certification, to make recommendations for monetary or
non-monetary awards. Amounts of awards should be commensurate with the savings or value of the
improvement realized.

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

Table 1. on page 1-13 surnmarizes approval authonnes 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 employecs to recognize contributions to the
Department. These contributions may be:

® superior accomplishment of regularly assigned duties;

® exceptional achievement of project goals;

" noteworthy accomplishments over & sustained period; or
® specific contributions to the organization’s mission.

Note: Partners-in-mission may receive non-monetary recognition of nominal value and informa
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 of the individual. Through the daily communication process, supervisors gain insight into the values of thei
employees and their personal interests, hobbies, or activities. In addition, supervisors may simply ask employees hov
they would like to be shown appreciation when they have done a good JOb The challenge in recogmzmg employe
accomplishments is that the pos&bdmcs are endless!

TYPES
Non-Monetary Recognition—includes items of;

® Nominal value (up to $25 cash value); such as coffee cups, key chains, pens, paperweights, plaques,
T-shirts, or other appropriate items.

s 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 qﬁestion is: "Would public disclosure cause embarrassment to the Department?”
If there is some level of discomfort, an On-the-Spot Award could be an alternative.
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Informal Honors--letters of commendation, certificates, "thank you" notes, or other similar items.

Time Off Recognition—an excused absence awarded to an employee without charge to leave, The
minimum time off recognition is 1 hour. There is no maximum time off recognition.
Length-of-Service Recognition--certificates and/or pins awarded at various milestones in an
individual's career. Though this recognition is usually given in 10-year increments, Bureaus may give
it in S-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 of Govemnment service are available for procurement through & 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.

NOMINATION PROCESS

Non-Monetary Recognition of nominal value and Informal Honors may be awarded as appropriate
without compietion of form DI-451, Award Certification. Recommendation for Non-Monetary
| Recognition of significant value and for Time Off Recognition is made on form DI-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 of comparable value.

The specific item should be purchased ﬁu‘ough 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 of non-monetary award items: B-243025, dated May 2, 1991;
B-256399, dated June 27, 1994.) ’

Approving Authorigx: Refer 1o Bureau delegations of auihority.

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

February 1996



[=1

L

9661 Axenzdgad

Table 1. Monetary Awards, Continuous lmprovement Incentives, and Non-Monetary Recognition and Informal Honors

ing quality custorner secvice: displaying exemplary behavior, dedi-
cation, innovation, and/or team cocpemtion; fosiering
parterships; promoting diversity; ensuring safety in the work-
place; ot [or sustained exceptions| performance. ‘

Ou-the-Spot--granted immediately to recognize
achievements.

Recipient Recognition 2 Value ?
i al
Award Types \ Partner-la- Norm 1]
Indiv. Mission Group || Cash Payroll Item 451 Min. Max.
. Process
Mouetary Awards—For achieving organizationsl results; provid-

Patent Office.

Non-Mouoetary Recognition and Informal Honors—Superior
accomplishment of recurring assigned duties: exceptional achicve-
ment in project goals; noteworthy sccomplishments over a sus-
tained penod of tirne; or similar specific contributions o the
organization's mission.

Noa-Mooetary Recognition--nominal value.

4 v/ $910
l © THipecial Thanks for Achieving Results (STAR)--for achiev- $10,000
: ing resuits that promote DOl programs. 7/ 7 va 7/ $925 or more
Qualky Step locrense--For sustained exceptional One One
performance in achieving critical results with expeciation of s 7 e Step Step
continued high-level performance.
 Covtinuous Improvement Incentives--For cost
savings, quality improvements, innovation and creativity, lnd the
sharing of ideas.
Productivity Imprevement--for climinstion of non valut- ' $10,000
added processes; process improvement: cost-saving sugges- v 4 4 7 4 7 $91 ot more
tions; and streamlining.
Interior Innovation--for reducing costs, reinventing work $1,000
processes, and improving scevice (o customers. 4 a budget increase
Invention/Patent—for the fiting of & paient application by the Addil.
Office of the Solicitor and the grunting of s patent by the

$800+ 4

$35 (nel)
Noa-Monetary Recognition—significant value. 7/ v v $48 $455
Informal Recognition—Letters of commendation, ‘
certificates, plaques, thank-you notes, employce-lo-employee 7 7/ S 7
recognition.
Time Off Recogaitiow—excused absence, no charge One No
to lesve. _ 7/ / v Hour Restrictions
Length-of-service—various milestones in carcer. 4

o bfeam

! Recommendation and Approval: QSI's sre recommended by Rating Officials; sny employee may recommend other awards and recognition; the Dmeetur. Planning and
L) 1 annmvea Innnvation Awards: see Bureau delegations for other approval authorities.
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HONOR AWARDS

Departmental Honor Awards provide non-monetary recognition to employees of the Department and
partners-in-mission. Honor Awards are the most prestigious recognition that can be granted by the
Department for career accomplishments, exceptional support of the departmental mission, or for
heroism. Because of the status of this recognition, Bureaus are strongly encouraged to establish
mechanisms to ensure that & consistent approach is applied to evaluation of the nominees’
qualifications for these awards. These mechanisms should also identify employees at all levels of the
organization who meet the high standards required for these honors. ‘

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

NOMINATION PROCESS

Any employee may recommend an Honor Award by completing form DI-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 of Honor Awards, Bureaus must ensure there is no derogatory
information in the nominee's Official Personnel Folder.

The Department's Office of Personnel 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 INSTRUCTIONS

For Meritorious Service Awards, Unit Awards  for Excellence af Service, and Outstanding Service
Awards, Bureaus must:

® prepare the citation in final format (include a surmame copy, Bureau copy, - and DOI Office of
Personnel copy) and send them with the DI-451 to the appropriate Assistant Secretary for
approval; '
'8 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 Distinguished Service Awards, Valor Awards, Citizen's Award for Bravery, and Conservation
Service Awards, Bureaus must:

8 prepare the citation in final format (include a surname copy, Bureau copy, and DOI Office of
Personnel copy) and send them with the DI-451 to the appropn'ate Assistant Secretary for
approval; :

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

8 order the certificate and medal after notification of a convocation.

The Office of Personne! will obtam 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 of the departmental honor awards.
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‘Table 2. Honor Awards

Group Plaque

Certificate | Cltation || Secy.

A ] - '
AE:’I:::‘:, Reclplent Recognition Signature Presentation
Award Categories
. s At Medal/Pin/ DirJ

Comm. DOIL 1 Bur.?

igbest Henors--The highen deparumental honos swards presented to career
e mployees of non-employee partners-in-mission, The recipient must have

Hemonstrated extremely significant contributions o departmental programs.
[They inchude:

Distingubshed Serviee Award—for career employees of the Department
typically those who have reeeived the Meritoriows Service Award:

NP

Conservation Serviee Award--for private citizen of organizational
partners-in-mission.

Mid-Level Honore— T he second highe st departmentsl honot awards presented
fo individual employees or groups that have demonstrated exceptions| continy.

ng contributions to departmental of buresu misvion accomplishment. They
include:

Merlworious Service Award--for carcer employees of the Department.
typically in mid-carces, who may have received one o owre Superior
Service Awards;

Unit Award for Excellence of Service--for recopnition of employee
group, unit, ot team contributions: :

Outstanding Service Award--for deparumental political sppoinizes.

Iattiat Level Honots--The first level of recognition in the series of departmental

Jonor aivards presented to carcer cmployees or partners, including vo hunteees,

bwho have made a significant contribution to the Department through service toa
uresu of program. They include:

Superber Sarvice Award--for career employees of the Department:

Citizen's Award for Exceptionat Service--buresu-specific awards for pri-
vaie citizen or organizational purmers, including volunicers.

Terote Act Hevors—llonorary recognition granted 1o employces of private
cilizens by the Department for herolc acts of unusual bravery in the face of
Hanger. They include:

Velor Award—for employees of the Department who risk their lives while
attempting to save the life of another;

9661 Alenigsad

Department.

| / /
Citizen's Award for Bravery—for private citizens who risk their lives to

save the life of 8 departmenisl eonployes serving in the line of duty or the 7 7
life of any sthet person, white oa property owned by or eagrusied to the

Essmplary Act Award—-for employses who attempl to save the Tife

of anothet, or for private chiizens who sfteopt W save tha {ife of & depart-
mental employee serving in the line of duty or any other person whil on
property owned by of entrusted %o the Department, when risk to their owa
tives is not en Isve.

v/

' v/

v/

1 tso bs deloanted 1n & rankine execytive in an organizational component.

Y Charmor lupel pin with bireau logo.

4 Maybes 1e|ter7
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OUTSIDE AWARDS

These awards are sponsored by other organizations or are co-sponsored with the Department of the
Interior. The Department will provide criteria, the exact due date, and other pertinent information
concerning outside awards to the Bureau personnel offices when awards are announced each year.

Bureau nominations must be consolidated and submitted through the appropriate Assistant Secretary
to the Department's Office of Personnel.

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.
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Table 3. Outside Awards

gineering) Award

Award Purpose/Criteria Sponsor Approximste Due Date
Arthur S, Flemening Award 0 recognize s career employee of the Fedenl government e Downtown jaycees of Washington, D.C. December
ho has performed outstanding and meritorious work;
mployee must be under age 40 and have or will have a totsl
f 36 months of govermunent service by the end of the cal
car in which the nomination is submitied.
ecutive Excellence Award 0 recognize career members of the Senior ‘Execulive Service|Benior Executives Association Prolessional June
‘ nd equivaleni Federal pay systems who contribute signifi- Development Lesgue
antly to public service and who improve the image of the
areet txecutive service.
ederal Engincer of the Year © honor outstanding Federel engineers. Only one hominee [National Society of Professional Engineers : October
F\ward torn each Bureau enploying st least 250 engineers will be :
ccepled pnnuatly,
ederal Environmental Engineer {lTo recognize exemplary work and accomplishments by envi- lerence of Federal Environmental Engineers February
Award onmental engineers in Federal Service.
Federal .Technology {eadership |lTo recognize Federsl projects and programs thal have made eral Services Administration and Govern May
Award xceptional contributions to mission effectiveness, cost-effec{! menl Executive Magarine .
iveness, and service to the public through the use of auto-
ted information systems.
EICO Public Service Award _ |[To recognize Federal employees for outstanding achievernenis| GEICO Philanthropic Foundation August
n substance sbuse prevention and treatment; fire prevention
" d safety; physical rehabilitation; and traffic safety and acci
ent prevention. '
oger W, Jones Award 0 recognize Federal carcer executives who demonsirated American University ~  December
uperior leadership that resulied in outstanding organizational
chievements, or a srong commitment to effective continuity|
[ governsment by successfully bringing about the develop-
ent of managers and executives.
William T, Pecora Award 0 fecognize outstanding conwributions toward understanding|National Aeronautics and Space Administration July
he earth by means of remote sensing. and Department of the Interior
‘[WISE (Women in Science and ] teeogniu?edaal women scientists and engineers for theirjWomea in Science and Engineering late December or early January
&En pecisl or specific scientific or technical contributions.
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2 AWARD CERTIFICATION

m " s l)
Is Presented a:

Monetary Awarﬁ or Recognition

On-the-Spot Award in the net amount of $

—— STAR Award in the gross amount of

—__ Quality Step Increase (sustsined cxocptioost pcforramos pay increac)
____ Time OfT Recognition—number of hours |
- Nnn-M_oneﬁry Recoguition with a cash value of §

___ Interior Innovation Award ($1,000 increasc to operating budget)

—— Continuous Improvement Incentive (check appropriste sward above)

Bureau-Specific Award
_ (Tule)
Honor.Award
. Highest Honors: Distingixished Service Award
Conservation Service Award
. Mid-Level Honors: Meritorious Service Award
' Outstanding Service Award

Unit Award for Excellence of Service

Superior Service Award
Citizen's Award for Exceptional Service

. Initial Honorz:

T

. Heroic Act Honors: Valor Award
Citizen's Award for Bravery
Exemplary Act Award
FORI DI-651
rﬁ_—vl!ﬂ
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3.

JUSTIFICATION  Required caly for monetary swards, innovatioo swards, a0G-mooctery recoguition of significant
veiue, or time off recognition. Citation is justification for honor awards. Afzach copy of citation.

APPROVED BY: -
. (Signature, Date, sod Talophone Numbar inchading Ares Code)
ADDITIONAL SIGNATURES :
[As required by Burcau delegations)
(Sigmetaare and Duis) (Rignetuyw aod Duis)

FINANCIAL ACTION RECORD This record is 1o initiste payment, accounting and tax sransactions for
STAR swards, On-the-Spot swerds, and noa-mooctary recogaition of significent value, Do not complete for Quality
Stq:lnc:uﬂ.ThpeOﬁ‘mogniﬁmlnuia'lmovaﬁmAwdu&norAwmh

Recipient Name: Social Security Number:

Buresu Sub-Buresu Block Org. Code Cost Account
MONETARY AWARD TO BE PAID THROUGH IMPREST (ON-THE-SPOT)

Amount Authorized for Imprest Psyment (Hours Code 66A) s - (Net Amount)
Amount Inciuding Taxes (Amoumt Paid divided by .55) (Hours Codc 30A) ~  § {Gross Amount)

IMPREST FUND PAYMENT RECORD (To be Completed by Imprest Fund Clshierj

Paidby:  Cash[ ] Thind Pasty Drat { ) Subvoucher #
Received by Signature snd Date:

MONETARY AWARD TO BE PAID THROUGH THE PAYROLL SYSTEM (STAR OR ON-THE-SPOT)
Total Cash Award (Hours Code 30A) s (Gross Amount)
Pay Pcriod to be Processed by Peyroll - .
NON-MONETARY RECOGNITION OF SIGNIFICANT VALUE (Date Presented: )
Cash Value of Award (Hours Code 66A) $ (Net Amount)
Value Inciuding Taxes (Cash Vabue divided by .55) (Hours Code 30A) s (Oross Amount)

Dinpoadtion of this form: Original (0 servicing parsomne] office, copy 10 recipiont. For STAR awards, On-the-Spot awards,
anxd poo-mooctary recogaition of significant value FAX page 2 of this form 1o the Payroll Opersticns Division,
This fax is in lieu of original D NOT SEND ORIGINAL OF THIS DOCUMENT T0O PAYROLL,

Noter fnlarwstion an this form s protectad by the Privacy A Disclosurs may be made anly 10 sutharized parsans according 1o Title 3 US.C., Section

552a(b).
Feawumy 1996
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3.
- INSTRUCTIONS -

This Awsrd Certification will be used for all swards for individuals or teams, when required. In the *Justification” section on page 2, provide
2 brief siunmary of the accomplishonent being recognized by the sward, using specific examples. For Honor Awards, the citation is the sward
justification. The amount of the awsrd should be commensurate with the value of the individual or team sccontplishment, considering the
overall benefit 10 the govarnment. Complete the “Financial Action Record” section on page 2, for each recipient of monetary swards and noc-
menetary recognition of significant value. A copy of the Financial Action Record must be faxed to the Payroll Operations Division to update
the employee's pay record. A “Notification of Personne! Action® (SF-50) mexet be generated for sll maonetary, time off, and Quality Step increase
awards. For more detailed information, refer to the Awards and Recognition Program, Departmentsl Human Resources Management
Handbook. ‘ )

On-the-Spot Awards

On-the-Spot Awartds have & pet value between $50 and $500. The amount given to the recipiznt {pet amount) must be incressed to cover .
the applicable withholdings (gross amount). Complete the Finaacial Action Record indicating whether paymeat is to be made through
Imprest Fund or Payroll System. Divide the net amount by .55 10 calculate the gross smount of the award Tbcfoumnguhlewwhm
the gross amounts in $50 increments, however, ndmmumynn.gemywha:ﬁthSOtoSSOO

STAR Awards

STAR Awards are cash awards in the gross amount of $925 or more. In the Finaocial Action Record, complete the Monctary Award to be
Paid Through the Pryroll System Section, mscring the gross smount of the award. All STAR awards are to be paid through the payroll system.
For ieam awards, an Award Centification must be completed for esch team member, lfmanbasmwrwuvcd:ﬂ'muwudm&lhc
justification must deseribe the individual team member’s specific contribution(s). - -

Quality Step Increases

An cmployes may receive oaly one Quality Step Increase in a 52 week period. In the *Justification” section, enter brief specific examples
of bow expectations were exoeeded 1o achicving all Critical Results. Foliow Bureau guidance to gencraic an SF-50.

Time Off Recogmition

Th:mmmmun:oﬂ'mgnmmuihmx There is oo masamum time off recognition. Aeopyoflhcawnrdsmﬁutwnmbel‘orwuded
1o the employee's limekeeper for coding oo the Time and Attendance Repart.

on-Monetary R itlo

Use this Awand Certification when the value of & non-monetary recognition is significant ($26 to $250). Recognition of noming) value docs
not require documentstion. In the Financial Action Record, camplete the Noo-Monetary Recognition of Significant Value Section, inserting
the cash vatue {net) of the sward, the gross vahue mchuding taxes amd the date presented. The gross value is computed by dividing the cash value

by .55.
Continuous Improvement Inceatives

An appropriately-valued sward granted 1o recognize process improvement, cosi-saving suggestions, streamlining, elimination of non-value
added processes, gains in productivity, or inventions and patents. See sbove award descriptions. Patent Awards are processed through the
Solicitor's Office. Innovation Award budpet increases (granted for cost reduction, reinvention efforts, and improving mmw) are
used for project support such as training and equipment.

February 1996
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Highest Honors

The highest departmental honor awards presented to career employees or pon-cmployee partners-in tission.  Recipients
must bave demonstrated extremely significant long-term contributions 10 departmental programs and missions.

. Distinguished Service Award

For caresr amployess, typically thoss who have secevved the Meritoricus Servies Award.
. Comscrvation Service Awarg

For privas citizen er . iead
Mid-Level Honors
mmm@md:pmulhmswudspmwdmmlmmmdpm -mission who have made
exceptional continuing contribution(s) to Department or Bureay mission accomplishment. '
. e rito| YR

For career amploywes of the Department, typiealiy in onid-carcar, who may have received one or more Superior Service Awards,
. Outstanding Service Award )

For departtnental poitical appotstocs, .
. Unit Award for Eycefjence of Service

For exoeptianal contribution(s) of amployes group, smits, or teams.
Initial Honors

The first level of recognition in the deparumental booor swards program, prescated to career or non-career employees,
volunteers, or other partners who bave made significant contribution(s) to the Department through outstanding service to
2 Bureau program.

. Supertor Service Awsrd
Fuwwduw i
. ’ o Service

Braresu-apacific awsrds for private citizen or organizational parters, inciuding voluntoen,
Heroic Act Honors
Departmental honocary recognition granted to employess for heroic acts or unususl bravery in the face of danger.
. Vaior Award
For exployses of the Dopariment who risk their lives while atiernpting 10 save the life of another.
. Oitien's Awnrd for Bravery
For private citizens who fisk their Lives to save the Life of 2 departmental ampioyve acrving in the line of duty or the 1ife of ay otber persco,
while oo proparty owaod bry or erirusted 10 the Deparoment. ) :

. Racenplary Act Awary
chcpmmuhommuwmuulm or for privaic cititons who azampt to save the Life of s deparamental
mmnmmdmwwmmmkmmmdbyxmndhlbbmmﬁ.uhukblhﬂm
Livew is pot an e
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SAMPLE ON-THE-SPOT AWARD

9661 ATeniqag

UNITED STATES DEPARTMENT OF THE INTERIOR

22 AWARD CERTIFICATION

_|rult Mame]
(L]

Is Presented a;

Monetary Award or Recognlton

X Os-the-Spot Award in the nct amount of $ _100.00

STAR Award intheponm of

Quality Step Lacrease (»

"]

————

¥

) perke peay imcreas)

Time Off Recogaltion —number of hours

Nea-Manetary Recoguition with a cash value of

Interior Lnnevation Award (31,000 hacrimse 0 oporating budgd)

. Contlnogoms Imprevement Lncentive {dhook approprists rewd sbowe)

Bureau-Specific Award

+ Honor Award

Highest Honors:

Mid-Level Honory:

1aitlal Hemere:

Hereic Act Homonnt

]

____ Distingulshed Service Award

Canservation Service Award

Meritorions Sexvice Award

Outstandlag Service Award

Unlt Award for hcﬂPu of Service

Superior Servite Award

Cltlzen's Award for Exceplional Service .

Valor Awsrd

]

Cltizen's Award for Bravery
Ezxcmplary Act Award

i

JUSTIFICATION  Raquired coly bor ¥ weneds, b jom Swands, Ao y twiogiition of s gnifican
wahat, of time off recOgRition. Cislion i jusiification far honor ywerds.  Anach sopy of citstion.

Tha Division's Training Office presents sn oclantetion prograw eech symmar for
students and new saployass at Mandquartets, and Includse a telp to a locsl Llald
installstion to demonstrate on site the substentive werk of the organisstion.
Sucavan the Training Office wee sherr stafied, o ¢al) Cor volunteste wed made to
provide support for the orientation activity. [Mama| indicated an inceresc, and
ptovided sssistance in claricel prepsratiens tor the sevaral presantars, snd
coordinated togistics Cor tha [lekd trip. She was o sovrce of doth tnforwmacion
snd gulidance to pacticipants and presentare slike, snd suggested 3 slaple Wyt

" weaningful Letter of apprecistion for asch of the presenters. The Jay would not

have been s success vithout |[Msme)'s exceptlonal support,

APPROVED BY: [See Bureau Deleqstions} 2713796 ()23) 555-4567
(Siguamre, i, sl Tolloplinms byuyives basbniing Asma Opie}
ADDITIONAL SIGNATURES
[As recquaired by Buress delegatiome]
{Nominator) .
(Mgt st Dt} (Rigatrn el Do)

FINANCIAL ACTION REQORD  This recont ks o initist paysecat, sorownting and Lat Wresaections for
ﬂMMMSpuMdmm-tw* D ol sozoploss ke Qwaliey

Suep focrwnsce, Ticsa OFf rcopuition, erior icm Award ox Homs Awarde.
Rncipiont Neme: {Full Mame) Social Security Hawh 12)-45-6189
01 02 M5 12345678 §-1234-56789

MONKTARY AWARD TO BE PAID THROUGH IMFREST (ON-THR-SFOT) '

Amoug Authorized for hoprost Peymost (Hours Cods 66A) lw Aunounty
Asmcomy fardading Tuss (Amowst Peid divided bry 35) (Himars Coda J0A) ?:_m;

IMPREST FUND PAYMENT RECORD UothWF-ﬂCM)
Paid by Cash | Thind Paty Drelt [) e_1234

Racetved by Signanse mnd Dot (Signature 2/13/96)

MONETARY AWARR TO 2K PAID THROUGCH THE PAYROLL SYSTEM (STAR OR ON-THE-SIOT)

Totsl Cesh Award (Hours Code 30A) } ] (Oross Amowst)
Pay Puriod 0 ba Mroocssod by Peyroll -

NON.MONETARY RECOCNTTION OF SIGNIFICANT VALUR (DetsProscsted: _ )

Cashy Value of Award (Hours Code 88A) [} (Mot Asnount)
Vebur lnchudiog Tows (Caah Vedws divided by 35) (Hours Code J0A) ] (Ovom )

Mdﬂbﬁr‘ &Ipdh perowid olfics, copy w resipiont. For STAR swards, On-the-Spat rwverds,
nad b Sty ddpﬂ:‘vﬂul‘“wld’ﬁahhhlmﬂimm
i fiux I oo of original D0 NOT SEND ORICTINAL OF THIS DOCUMENT T0 PAYROLL.

m&*uﬂhtpo—lhhhu [~ v e ufy ' malhariast g stmevding te This § 1 LC Samien
¥

il ey
[ ]




SAMPLE CONTINUOQOUS IMPROVEMENT INCENTIVE

7Z-1

9661 Alenagad

UNITED STATES DEPARTMENT OF THE INTERIOR . : N

AWARD CERTIFICATION o JUSTIFICATION _ Rairnd ey for ety svarda imnovaion e, mce-cucirysecognion of siiicest

bt or st off revognition. Citstion be jusification for honor swards Mmim

The cocrs -barcel Seslagn firet suggested by [Nawe]l 15 195%¢ ap 0 Inprovement ldea.
addgesnes the comson probles of retention of looes. unconsolldated ssnds durlng
collactlon ol sediment sasples. The proposed barvrel uses two methods Bimuitansously to
rataln the asmple during retrievsl. Based on hin design, thess core barreis have since

|Putl Ngnl bsan developed Indspendently by several other geoups. They have contzibuted
(Rasiplant) slgnificantly to studies of physical snd geochesicel hetsrogsnelity snd microbiological

13 Presented a: procassas In shallow sand aguifars. Much of what ls known in this f1eld was detsrnined
" from corsa collecksd by this core barrel. [Hame)'s deslen, vhich has been adopred by Dol
and the sclentifle coasunity at lerge. signilicantly improved the ability to collece

Monetary Award or Recognition 7 . - coras #nd contributed to an jsporcant aras of multidisciplinary ground-weter remestch.
. rard in the net amount of $ ) '
- Os-the-Spet Award Inthe ° AFPROVED BY: [See Bureau Delegutlon] 2/13/96  [234] 555-5678
o i, o Ve Do v Arem o)

—X STAR Award in the gross amount of $1300.00 ADDITIONAL SIGNATURES

Quality Step Increase (matsioed cxrptiosst park Py increas) 1As required by Buress dclogations]

- : {Nominator}
Time Off Recoguitios —tumber of hours o p—p—
. HNANCIAL ACTION RECORD  Thisrecord ls e kaitlaia p sing sd bt iraoesctions for

—— Nes-Mosctary Recogaltien witha cashvalueof 8 _ STAR ewarda, Ou-the-Spct ewarchs, sad s0u- smcaclary recogeicicn of slgaificest valen. De st complete fr Quality

g bncresss, Tims OF roguiton, interior fencvstios Awsrd or Howor Awardle,
Istertor lnmevation Award (51,000 increass to pparmting budga}

Racipiost Hema: __ (Ful] Name) Social Secwrity Nusber: _ 123-45-£189
i Contiswons Imprevement [nceathve (check sppropriste sward sbove) 0l 02 k113 12345678 §-1234-56709
: Purem [ —— Block Org. Code Asoomd
B e Award MONRTARY AWARD TO BE FAID THROUGH IMPREST (ON-THR-SPOT)
ureau-Spec _
(Tale} Amoxt fudorbind for Japros Faymost (Hours Code 86A) 3 (el Amcnt)
At fnchefing Tows (Amount Poid Evidel by 35) (Hows Cade 20A) £ (Oress Asvovat)
Hanor Award INMYREST FUND PAYMEIT AECORD (To b Comphtd by brprsFend Cuie)
. Pud Coh Thied Purty Dl
+  Highest Hesers: Distlngulsbed Service Award w: n PegDrd 1)
‘ . Cenzervation Service Award Recsived by Signatars and Date |
Mid-Level Homors: Mesttortows Service Award MONETARY AWARD TO BE PAID THROUGH THE PAYROLL SYSTEM (STAR OR ON-THEATOT)
Outstandlng Service Award Fotal Cask Awraré (Hours Code JOA) s__1500 {Grom Amovat)
Usit Award for Excellencs of Servica Pay Puriod o b Procemed by Fayroll 805
‘ &
e lalial Hessrs: Supertor Scrvice Award NOR-MONETARY RECOGHITION OF SICNIFICANT VALUR (Dute )
Clilzen's Award for Esceptional Service Cosh Valwe of Awsrd (Hours Code 68A) ) et Amownt)
- Vobua lnchading Yaes (Carh Vabes divided by .55} (Hows Code J0A) ] (Oross Amonwnt)
* Herslc Act Homorn: — ValorAward " Dlmkian o s gt o prcd b, cpy st Fr STAR e, On s Spct s,
Cltlzen"s Award for Bravery nd non-ascactary recogaiion of s gnilicent valve FAX page u&m»urqnn
Exceplary Act Award - This fot ia In i of sriginal DO NOT BEND oucmorm.ocuumr'lo unou.
Mot Rolmun o s fiwss. b prebetnd by dhs Poboasy Al Disvlomms sy be uade anlly 1 ssbuarinnd g Thla SURC, buien
r—.-= 1100 . =—:‘
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SAMPLE QUALITY STEP INCREASE (1ST OF 2 PAGES)

US. DEPARTMENT OF THE INTERIOR

Ferm D1-1001
[ - )

EMPLOYEE PERFORMANCE PLAN AND RESULTS REPORT

Employet’s Name: __L2u) Nasa)

Duty Location: .. Cliy, State

Radng Period:  _JO/1/23 - $/00/9¢ .
TiueSerien'Grade: _ Sotcogary (O}, C3-2iB-2 __ BuresOffics: _f(Masal

Social Secudty No.: __113-43-Al0%

PART L. PERFORMANCE PFLAN

CRITICAL RESULTS (Lisf mo more than flvr)

RESULTS (Esser
Aokt or Net Achusad

A DMce Maragomon - An nndorty R of sart @ msimerl  Proeuico ot bl shaad
el e gran e g vy it i At st Asnle o [y o o vl aalt wn the aroen of wevel,
duphcaning. Ale ek, ened proredng. wd mappdom.

e e e ——v i P————————— T ————— e T

Achlaved

] m-al—m-lm-rﬂnmhdmlnmmmvhmuﬁl‘h
et o the tirent ad regerrmens 08 ihe Ooworiwnens Sy Mansal  Sulnorfinsie ctcrical
-nl‘lM«di—nuddhmq-Iq pevaderts thy Aret fwmt.

Achleved

C Racerm—L)
aafl ewibey fou ROYeER.

% raceree the ink e Py d o ore et d +0 thy agyveprise

Ahloaved

D Fies—A w*-'-llln.qmdm‘qlmmﬂbwnd-mnl
ehminmacully A bracfing e purvevided o AT marrdears be Snoers their urdherst arbing
dthwlﬂ-—rmnluw .

Achjaved

£ Offce Equymno Nonds— Roywwt of & mudy ot At ras rrndod st rrsad nffice
wiguprnant, ard prvvidos i s for replecoe The phan inclwdics sl bonst twee

fonbng ahcrnatives ke At squirrret wasds dver Ihe ael b P | Mhisyad
PERFORMANCE INDICATORS: Cirule or wederiis ie applinsbls ortSond rusmkt berfil
QUALITY Appty ts Criveal Reault(s):

o Povid o8 Profusive; bb . iy Hp— e
g I gyt of smmignanl respemimitlBey. .

@) A 8 c D2

Atrernry and Tharvagbos of Werk: Mam, oy vk bogically. Aasiipetes oui
amalyid probioms thely and & apeyr Wk s oot and amplats

NAOO @

Berianbarss of Judigerant end Drodisloan A iy shjpmaieely sud roeptniem od Svemtumts
g swafully. Waghe of mthe, ddwing loag: smil dborsimen
bt oolom ol ymammonms Susly Gooiinbiotat.

M@ OO

L Mscvowes of Wrtns Dosnanny [ e ——
iy ssve, snd appraprisie t sl

M ancb@®

-t parsusshve, S, and apprepries

& ol ¢ Prosmuen sl ¢

. D wrmy, mat mpest fox oo puiem of vhew @‘anscoe
YT Y e~ Vo e wm————yTpe—F S — Al

AMctrmen o 3 Divwcin and patvithes of ual, smnarbey Sonfiiem are ml

Covmiem, sovwwmis, develogs, ond whlitns muff oflesondy, g s oo [A1 @B € D E
Otnor (e iy) Al A B CDE
| Ourr (e y b Al A D CDE

PERFORMANCE INDICATORS {com. )
TEAMWORK

Apply 1o Critleal Resuli(s):

Parddpetion; Wikingly parucipenss o growp weeviim, priorasg w ¢ Saveugh ad
pivs (ahina. C - -

gty wid hare. Sosks s svmion. RN IONIE I
Lasdershiy Provid . publamsn, and & > a ambers o

sonbed Adjunn wyls o Ot slosaman Al @@ C D E
Cosporpiont Bugpres wn infdetivgn  Duntnaretm rumpust fos W dnsinbury, dbdpts

virws ol wihars, el sxtvely support lnove devisins. - A @Q@® c o e
Onbur {qecify ) AD A B C D E
CUSTOMER SERVICE

Apply te Criticat Rauli(s):

| Guadtry of Tarvion Dobivert hugh qualey proviace and sorvum 46 brd oternad aad sl
susinemary. bikiotm el repueds o sag pusrs L Sugrerag e

W a8 cop &

Tunstioms of Sorvinn Delivars quivy pr
| st bl agresd apes with svsrmer

o v - i

MO cHE

Concwey: Trowts avereal sl butwrenl smepaers with setary sl repent.  Cussssear
malaraene, s high priariey.

@ A2 copos

Othar (wpacify )

Al A B C D E

PART I1. PROGRESS REVIEWS: Daw of rnirw ond fairials of smpisyer ond Rarteg Ofetel (A0 musl sl be
Jor such review. A muvwsery of spmvanit & sotionel snlesy ravdn achivvad

M.u-.nan-ﬂhﬂuﬂmmmm:mmﬂlmzlnuh.!’:m-n e .

orrrersibon e 8 reslt of pot ldoribip. Bty Aie caregend astion offert gramly smoghifes - ereweg <

Both Ales and office aquipenent pwrjocia maving shing eaceptinnally sl e
Ponftmth wn dvasdl wy Pubbdic AMuics Oficn. A-M.cll‘dlu’ho. W et

;‘:I:‘l'n:l. SUMMARY RATING: (Enter: Akivved or Not Achirved on this line) RESULTS
8 prwvided i pursirorion ey bty for racieg goean, A "Ramely Nt Ackiaved” :
Py remag reguires splenation: ."-th

Oreat ¢fiimt thermghunt 1he rating year, AN chjectives were met, and rosls of At revions
ond 1fTcx mquipurent snalysia will spws the oMics ermaidareble wumey in the easing yoms,
Landership of tha therical BalT wan eacctiont. -

PART IV, CERTIFICATION: (Euployes § sipeatars ssrsifion review ond dsomuivn with the Ruting Offtcial N doas nat
nevisr tfy s it he amployre sencury with the information on s firey),

[indadt PUAGSLA P I ACE I N RN TR T .;-' "-'.-.':‘-';' .

!ll!u‘| AAnes] - Liianed]
D Atieg Offictad Dty
igmed] !Eﬂu’}
'I'J'-q?'*-l Rarsirring Off icial (roqared for [~
v of Tusnds Not Adddowd
|Signed) 1 ranT1LTy
& w Cftewd e ] Oty [ Dom
Privary At Putium & o i = ety Follys o provids bk il prubioh e sl 9 B4 Ofien of
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Attachment 2

DELEGATIONS OF AWARD AUTHORITY

Position

Assistant Secretary for Land
and Minerals Management

Director, Minerals Management
Service ‘

hssociate Directors

Deputy Associate Directors,
Regional Directors, and
Program Directors

civision Chiefs,

hdministrative Service Center
Managers, Reglonal Supervisors,
and Headquarters Szaff Qffice
Heads

irst-ievel superv:.scr

Authority

Cash awards from 55,001 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 $5,000

Superior Service Awards

Citizen's Award for
Exceptional Service

Citizen's Award for Bravery

Exemplary Act Award

Cash awards up to $5,000
Cash awards up to $3,500

Cash awards up to $2, 500,
QSI's B ,
Non-Monetary Awards
Time Off Récognition

in Excess of 1 Work Day

Time Off Recognition up to
1 Work Day

NOTE: Award authorities delegated to lower level positions may

also be exercised by higher levels.



Attachment 3

AWARDE COORDINATORS
; era ment ic
Beverly Wilson
6 ice O e

Donna Cedar-Southworth
Rosa Thomas

Budget and Finance
Robin Bland

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 Serv1ce Center
Lenna Gerw1ng

ovalty Mana ement ra

Office of the Associate Dlrector for Royalty Hanagement
Lou Commerford
Office of Indian Royalty Assistance
Joy Alley
Royalty Management Liaison
: Marilyn Jechnson
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



Royalty Management Program (continued)

System Management Division
Millie Weingardt

Valuation and Standards Division
Janet Courtney

0office of the Deputy Associate Director for Compliance
Sara Warne '

Lakewood Compliance DlVlSlon
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

Qffshore Minerals Manadgement
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 Progran
Development and Coordination
Jeri Bryant
Joanne McCammon
Office of International Activities and Marine Mlnerals
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 Mapagement Improvement
Gale Hudgens, D.C.
Janet Drake, Denver

Appeals
Denise Gaines, Herndon :



UNITED STATES DEPARTMENT OF THE INTERIOR

AWARD CERTIFICATION

Tr—
Is Presented a:

Monetary Award or Recognition
___ On-the-Spot Award in the net amount of $
———— STAR Award in the gross amount of $
: ____ Quality Step Increase (mmmﬁwmm)
—— Time Off Recognition—mmber of hours
—— Non-Monetary Recognition with 2 cash vaiue of §
—__ Interior lnnovaﬁon Award (31,000 inaamtoopm&nghﬁsd)

- Continuons Improvement Incentive (check appropriate award above)

Btireau-&rec{ﬁc Award

rie) - -
Honor Award
e Highest Honors: ) ‘Diﬁtinguished Service Award
: Conservation Service Awsard
. Mid-Level Honors: Meritorious Scrvice Award
' . Outstanding Service Award

Unit Award for E;cdlenc’c of Servwe

. Initia! Honors: Superior Service Award

Citizen's Award for Exceptional Service
Valor Award

Citizen's Award for Bravery
Exemplary Act Award

‘e Heroic Act Honors:

T

FORM Di-&8t
Felrwary (996



-JUSTIFICATION  Required only for monetary awards, innovauon swaiws, s — - .
value, or time off recognition.  Citation is justification for honor awands. Attach copy of cmuon.

APPROVED BY:
(Signsngr, Dete, and Telephone Number including Ares Cods)
ADDITIONAL SIGNATURES '
[As required by Bureau delegations]
{Signanme and Duis) (Sigoature and Dute)

FINANCIAL ACTION RECORD This record is to initiate payment, sccounting and tax transactions for
STAR awards, On-the-Spot awards, and non-monetary recognition of significant value. Do not complde for Quality
Step Increases, Time Off recognition, Interior Innovation Award or Honot Awards.

Recipicat Name: Social Security Number:

Bureau Sub-Bureau Block Org. Code Cost Account
MONETARY AWARD TO BE PAID THROUGH IMPREST (ON-THE-SPOT)

Amount Authorized for Imprest Payment (Hours Code 66A) b3 (Net Amount)
Amount Including Taxes (Amount Paid divided by .55) (Hours Coda 30A) S, . {Gross Amount}

IMPREST FUND PAYMENT RECORD (To be Completed by Imprest Fund Cashier)
Paidby.  Cash[ ] Third Party Draft [ ] Subvoucher #

Rexceived by Signature and Date:

MONETARY AWARD TO BE PAID THROUGH THE PAYROLL SYSTEM (STAR OR ON-THE-SPOT)

Total Cash Award (Hours Code 30A) _ s {Gross Amount)
Pay Period 10 be Processed by Payroli

NON-MONETARY RECOGNTHON OF SIGNIFICANT VALUE (Date Presented: )
Cash Value of Award (Hours Code 66A) ' ' s (Net Amount)
Value including Texes (Cash Value divided by .55) {(Hours Code 30A) 5 (Gross Amount)

Dispositioo of this form: Original 10 servicing parsonnel office, copy 1o recipient For STAR awards, On-the-Spot awards,
and non-monetary recogaition of significant value FAX page 2 of this form to the Payroll Operations Division,
This fax is in lieu of original. D@ NOT SEND ORIGINAL OF THIS DOCUMENT TO PAYROLL.

Note: Information an this form is protectad by the Privacy Azt Disclonire may be made ouly Lo authorized persors aocording to Title § 11.S.C., Section

552a(b).
’ FORM Di-a31
Febwwary 1996
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- INSIK_U\-LLUHD -

This Award Certification will be used for all awards for individuals or teams, when required. In the “Justification” section on page 2, provid
"a brief summary of the accomplishment being recognized by the award, using specific examples. For Honor Awards, the citation is the awarc
justification. The amount of the award should be commensurate with the value of the individual or team scoomplishment, considering the
ovenall benefit o the government. Complete the “Financial Action Record” section on page 2, for cach recipient of monetary awards and non
moncary recognition of significant value. A copy of the Financial Action Record must be faxed 10 the Payroll Operations Division to updat:
the employee's pay record. A “Notification of Persanne] Action® (SF-50) must be generated for all monetary, time off, and Quality Step Increas
awards, For more detailed information, refer 1o the Awards and Recognition Program, Departmental Human Resources Managemer

Handbook. '

~ Op-the-Spot Awards |

On-the-Spot Awards have a net value between $50 and $500. The amount given to the recipient (net amount) must be increased 1o cover
the applicable withholdings (gross amount). Complete the Financial Action Record indicating whether payment is to be made through
Imprest Fund or Payroll System. Divide the net amount by .55 to calculate the gross amount of the award.  The following table calcuiates
the gross amounts in $50 increments, however, net amounts may range anywhere from $50 to $500:

STAR Awards

STAR Awards are cash swards in the gross amount of $925 or more. In the Financial Action Record, complete the Monetary Award 10
Paid Through the Payroll System Section, inserting the gross amount of the sward. All STAR awards are to be paid through the payroll sysu
For team awards, an Award Centification must be completed for each team member. If members are to receive different award amounts,

~

justification must describe the individual team member’s specific contribution(s).
| | - Ouality Step Incresses

An emplojee may receive only onc Quality Step Increase in a 52 week period. In the “Justification” section, mt&- brief speclﬁc exam
of how expectations were exceeded in achieving all Criucal Results. Follow Bureau guidance to generate an SF-50.

Time Off Recognition

"The minimuzn time off wﬁugniﬁmi.s‘l hour. There is Do maximum time off recngmum A copy of the awards cenification must be forwa
to the employee's timekeeper for coding on the Time and Anendance Report

VEOE-MOBCIIIE Recognition

Use this Award Centification when the value of & non-monetary recognition is significant (526 1o $250). Recogaition of nominal value
not require documentation. In the Financial Action Record, compleie the Non-Monetary Recognition of Significant Value Section, inse
the cash vahe (net) of the award, the gross value including taxes and the date presented. The gross value is computed by dividing the cash -

by .55. | o | . :

' Continuous Improvement Incentives

An sppropriately-valued sward granted 1o recognize process improvement, cost-saving suggestions, streamlining, elimination of non-
added processes, gains in productivity, or inventions and patents. Sec above sward descriptions. Patent Awards are processed throu;
Solicitor’s Office. Innovation Award budget increases (granted for cost reduction, reinvention efforts, and improving customer servic
used for project support such as training and equipmg:m. ' -



Highest Honors

The highest departmental honor awsrds presented 1o career cmpioyees or nop-employee parners-in mission.  Recipients must
have demonstrated extremely significant long-1erm contributions to departmental programs and missions. N

.° Di ish wa

For carcer employees, typically those who have reccived the Meritorious Service Award.
. Conservatiop Service Awargd

For private citizen orl organizational partners-in-mission. .
Mid-Level Honors

The secondhighgdepumul honor awands presented to employees, ymxps,mdpm-in-misimwhohavemnﬂe
exceptional continuing f:unm'bmion(s) to Department or Burcau mission accomplishment.

. Meritorious Service Award
For career employees of the Department, typically in mid-career, who may have reccived one or more Superior Service

Awarnds,
. Outstanding Service Award
For departmental political appointees.
. Unit Award for Excellence of Service

For exceptional contribution(s) of employee groups, units, or teams.
Initial Honors

The first Jeve! of recognition in the departmental honor swerds program, presented 1o career of non-career employees, volunteers,
or other parmers who have made significant contribution(s) to the Deparument through outstanding service to a Bureau program.

. Superior Service Award ' ,

-

For career employees of the Department

s Qﬂ izen's Award for Fxceptional Service
| Bwuu-speciﬁc swards for private ¢itizen or organizational partners, including vohmteers.

Heroic Act Honors ’ | |
Departmental honorary réoogm'tion gmmad to employees for heroic acts or unusus) bravery i the face of danget.
. Valor Aws |

For employees of the Department who risk tbcu- lives while antempting to save the life of another.
. itizep's Award for Brave |

For private citizens who risk their lives to save the life of a departmental employee serving in the line of duty or the life
of any other person, while on property owned by or entrusted to the Department.

. Exemplary Act Award

Forcmployeaorpﬁvnt:ciﬁzmswhoaumptmsavﬂhclifcofmmh&.&fmpﬁv&ci&mswhoquptmuve
the life of a departmental employee serving in the line of duty or any other person while on property owned by or
catrusted to the Department, when risk to their own lives is not an issue. a



