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HISTORY. This is the seventh change to be applied to the original AMCOMR 690-16 dated 

28 April 2003.  This change will re-designate this AMCOM regulation as a Redstone Arsenal regulation.  This regulation was first published on 2 June 1983 as MICOMR 690-16.  

SUMMARY.  This publication covers the policies and procedures for the preparation, review, approval, and presentation of incentive awards to deserving personnel.

APPLICABILITY.  This regulation is applicable to all organizations serviced by the Redstone Civilian Personnel Advisory Center (CPAC), and any new or renamed Commands or activities, except where serviced Command or activity regulations/policies, or subsequent union agreements provide for different procedures.

PROPONENT AND EXCEPTION AUTHORITY.  The proponent of this regulation is the 

Redstone Arsenal Civilian Personnel Advisory Center.  The proponent has the authority to approve exceptions to this regulation.
MANAGEMENT CONTROL PROGRAM.  This regulation does not contain Management 

Control provisions as outlined in the Management Control Evaluation Process.

SUPPLEMENTATION.  Further supplementation is prohibited without prior approval of the Redstone Arsenal Civilian Personnel Advisory Center, ATTN:  PECP-SCR-E, Redstone Arsenal, AL 35898-5000.
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35898-5000.

DISTRIBUTION STATEMENT.  This publication has been approved for public release, 

distribution unlimited.
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Glossary

1.  PURPOSE.  This regulation establishes policy, assigns responsibilities, and 

prescribes procedures for recognizing contributions and achievements through the 

Incentive Awards Program.
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2.  REFERENCES.

     a.  5 CFR Part 430, 432, 451, and 531

     b.  AR 672-20 updated 29 January 1999, and Interim Change 1

     c.  AR 572-304

     d.  AR 690-400

     e.  AR 690-13

     f.  AMCOMR 1-37, DELEGATION 672-1

3.  EXPLANATION OF TERMS.  Special terms used in this regulation are explained in the glossary.

4.  POLICY.  Full compliance will be accorded to agreements negotiated with labor organizations having exclusive recognition for employees of the unit to which the agreement applies.

5.  PROCEDURES AND RESPONSIBILITIES.  Procedures and responsibilities for processing the various awards are outlined in the attached appendices.

AMCOMR 690-16

APPENDIX A

ON-THE-SPOT CASH AWARDS

1.  Definition and requirements.  The On-the-Spot (OTS) Cash Award is a small cash Special Act or Service Award ($50 to $500) which may be given by a supervisor for day-to-day worksite accomplishments.  Examples of achievements warranting the OTS 

Cash Award include the following:

     a.  Streamlining, eliminating, or modifying an office or operating procedure to improve effectiveness, efficiency, or timeliness.  Examples are:

        (1)  Eliminating an internal reporting requirement which over time has eroded in value.

        (2)  Consolidating internal reporting requirements so that the same data are not asked for in several different formats.

     b.  Accomplishing a specific one-time or special assignment that required extra effort or resulted in the organization receiving recognition for responsiveness to unprogrammed requirements.  Examples are:

        (1)  Completion of a special report or briefing.

        (2)  Rapid completion of information to support budget requests.

        (3)  Completion of a special, short suspense project that contributes to the mission of the organization, including scientific technical trades, crafts, building, and maintenance projects.

    c.  Implementing a program to improve employee morale or productivity.  Examples are:

        (1)  Setting up briefings for clerical and other support  personnel on new projects assigned to the organization.

        (2)  Effectively encouraging employee use of the Army Suggestion Program, etc.

2.  Procedure.

    a.  Employee's supervisor or any individual having direct knowledge of the achievements, in coordination with employee's supervisor, may initiate an OTS Cash Award nomination.  Nominations should be submitted within 30 calendar days of the achievement to be recognized.  The DA Form 1256 will be used to document the OTS Cash Award.

    b.  In the case of an OTS Cash Award recommendation for a detailed employee, obtain the concurrence of the employee's permanent supervisor prior to submission of the OTS recommendation through regular supervisory channels.
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    c.  The Chief of each Primary Organizational Element (POE) will:

        (1)  Examine nominations for the OTS Cash Award to assure compliance with regulations, published directives and assure appropriate dollar amounts have not been exceeded.

        (2)  Assure that approving official is at least one level above the level of the nominating official and has been delegated approval authority for amount of the award.

        (3)  Assure that the designated administrative support employee responsible for processing monetary awards for the organization prepares a Request for Personnel Action (RPA), Standard Form 52.  Justification for the award must be summarized in the notepad section of the RPA.  The RPA will be submitted directly to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.

        (4)  Assure that documentation is maintained by the organization for at least 2 years.  Documentation should include the DA Form 1256.  A copy of the RPA submitted to the SCCPOC for processing may be required on designated actions.

    d.  The Civilian Personnel Advisory Center will:

        (1)  Provide positive leadership and qualified staff to support the incentive awards program.

        (2)  Provide incentive awards training.

        (3) Provide guidance and assistance to supervisors and managers.
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APPENDIX B

PRESIDENTIAL RANK AWARDS FOR SENIOR EXECUTIVE SERVICE (SES)

CAREER MEMBERS

1.  Definition and requirements.

     a.  To recognize prolonged, high quality accomplishment of career members of the SES, the President will approve the awarding of ranks and accompanying monetary awards to a select number of executives who hold SES career appointments.  Two types of awards are available:

        (1)  Meritorious Executive - for sustained accomplishment.  This award includes a lump sum payment of $10,000.

        (2)  Distinguished Executive - for sustained extraordinary accomplishment.  This award includes a lump sum payment of $20,000.

     b.  A certificate signed by the President and a distinctive pin will also be presented to each Presidential Rank Award recipient.

    c.  A lump sum payment is in addition to basic salary.  However, 5 USC. 5383(b) provides that the aggregate of an executive's basic pay and SES awards received in any fiscal year may not exceed the annual pay rate for Level I of the Executive Schedule in effect at the end of the same fiscal year.  Compensation that would exceed the Executive Level I limit is paid at the beginning of the next fiscal year and is counted against the individual's total compensation ceiling for the new fiscal year.

2.  Eligibility.

     a.  All SES career appointees are eligible for consideration for the Presidential Rank Awards of Meritorious or Distinguished Executive:

        (1)  In order to receive consideration for an executive rank,  the accomplishment(s) leading to the consideration normally should have taken place over a period of 3 years or more, preferably over an even longer period.

        (2)  An executive awarded a rank of Meritorious or Distinguished may not receive that same rank during the following 4 fiscal years.

        (3)  Only career appointees are eligible to be considered for ranks.

        (4)  In any fiscal year, the number of individuals receiving the rank of Meritorious Executive may not exceed five percent of all SES positions within the Department of the Army (DA) and the number of individuals receiving the rank of Distinguished Executive may not exceed one percent of all SES positions.
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    b.  A nominee must have demonstrated (1) sustained accomplishment for Meritorious Executive, and (2) sustained extraordinary accomplishment for Distinguished Executive.  Criteria upon which nominees will be evaluated may include, but need not be limited to, the following (for each criterion offered, specific examples must be cited):

        (1)  Career achievements that are recognized throughout the agency or are acknowledged on a national or international level (e.g., as evidenced by receipt of major career-related awards and honors);

        (2)  Specific achievement of significant cost reduction or cost avoidance enabling the agency to reallocate resources to high priority activities;

        (3)  Successful use of human resources as evident through high workforce productivity and/or effective development and recognition of subordinates;

        (4)  Demonstration of personal initiative and innovation;

        (5)  Substantial improvements in quality of work, efficiency, and/or timeliness of service;

        (6)  Unusual levels of cooperative effort with other Federal agencies, Governmental jurisdictions, and/or the private sector;

        (7)  Especially successful efforts in affirmative action;

        (8)  Major career related awards and honors received.

    c.  In meeting the above criteria and in all other areas cited in support of the nomination, it must be clear that the nominee has demonstrated qualities of strength, leadership, integrity, industry, and personal conduct of a level that has established and maintained a high degree of public confidence and trust.

3.  Nominating procedures.

     a.  The Office of Personnel Management (OPM) will issue an annual call for rank nominations.  The deadline for submission of nominations will be stated in the call.

     b.  While the number of Distinguished and Meritorious rank recipients is limited Government-wide to a total of six percent of the career SES, there is no statutory limitation on the number of recipients an individual agency may have.  In order to provide adequate competition, agencies may nominate up to nine percent of their career SES members for rank awards.  (Generally, there should be no more that one Distinguished nominee from an agency for every five Meritorious nominees, in keeping with the proportion of awardees allowed Government-wide.) Agencies with 16 or fewer 

SES members may nominate one individual for either a Distinguished or Meritorious rank.
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     c.  Nominations must be submitted with a cover letter from the head of the agency.  If the agency nominates more than one individual for the same rank, the cover letter must indicate the agency's order of priority.

     d.  Each nomination must include the items listed below:

        (1)  OPM Form 1390, Executive Personnel Transaction, and DA 1256.

        (2)  A concise one-page summary of the nominee's Federal employment history, including date, agency, position title, and grade of each position held.  List the current position first.  Narrative descriptions of duties are not necessary.  Include an exact spelling of the nominee's full name as it should appear on an award certificate, social security number, date of birth, and home mailing address.  Also include any rank awards previously received by the nominee and the dates of the awards.

        (3)  A justification statement, not to exceed approximately two pages.  The statement should address the nominee's accomplishments, in terms of the nomination criteria, in a concise, specific manner.  Such general statements as "provided inspired leadership" or "is considered a credit to the civil service" do little to tell a review board what a nominee contributed.  Specifics like "developed a cost accounting system now in general use" or "implemented an inspection program that saved $600,000" are more helpful.

     e.  Nominations should be submitted in folder sets, with the name of the nominee (last name first), agency, and award for which the individual is being nominated (Distinguished or Meritorious) on the tab of each folder.  Five sets are required for each Distinguished nominee and four sets for each Meritorious nominee.  The contents of each folder for an individual must be complete and identical, as the sets are distributed for board review.

     f.  Agencies will be asked to submit additional material on those individuals who are recommended by OPM to the President for award approval.

        (1)  For all individuals recommended for approval, an information sheet for publicity purposes.

        (2)  In addition, for individuals recommended for Distinguished rank:

             (a)  An approximately 150-word summary for the justification statement, suitable for publication in the rank awards brochure.  The summary should state specific major accomplishments and recognition rather than generalities.

             (b)  A suitable photograph for the awards brochure.

4.  Selection process.
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    a.  The Director of OPM will review agency nominations and recommend candidates to the President for approval.  Review boards composed of leading individuals from inside and/or outside the Government will be established to assist the Director in this effort.  OPM will also conduct an inquiry to verify the qualifications of nominees recommended by the Boards for Distinguished rank; inquiry costs will be borne by OPM.

    b.  Nominees for Distinguished rank will be considered for Meritorious rank if the Director determines the higher rank to be inappropriate, and if the nominee has not received a Meritorious rank within the previous 4 years.

    c.  Nominees will be considered on the basis of relative merit Government-wide and not on the basis of agency size or number of submissions.

    d.  Agencies may withdraw a nomination at any time during the process, up to the time the President announces the selections.  Agencies should not withdraw nominees for budgetary reasons, however.

    e.  The President will make the final selection from among the nominees recommended by the Director, OPM.  No announcement of award recipients should be made by agencies before the formal White House announcement.
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APPENDIX C

SENIOR EXECUTIVE SERVICE (SES) PERFORMANCE AWARDS

DEFINITION AND REQUIREMENTS.

1.  Performance awards, commonly called "bonuses," recognize and reward excellence over a one-year performance appraisal cycle.

2.  Eligibility.

     a.  To be eligible for a performance bonus, an individual must:

         (1)  Be an SES career appointee as of the end of the performance appraisal period; and

         (2)  Have at least a "fully successful" rating in the most recent performance rating of record.

    b.  Individuals who are no longer in the SES at the time the bonus decision is made, but who were SES career appointees at the end of the performance appraisal period, are eligible.

    c.  Careful consideration will be given to making an award in the cases described in paragraph b; however, in view of the limited funds that are available, one of the purposes of the bonus program is to act as an incentive for the retention of current employees.

3.  Restrictions.  All service being recognized by a bonus should have been performed under an SES career appointment and should have been for no less than the agency's minimum appraisal period.  If the individual has served less than a full year as an SES career appointee, that should be taken into account in determining the amount of the bonus.

4.  Number and amount of individual bonuses.

     a.  Background.  Under the Civil Service Reform Act, an agency could pay bonuses to no more than 50 percent of its career appointees.  Congress later established lower limitations for certain years (first 25 percent and then 20 percent) by appropriations restrictions.  Under P.L. 98-615 (November 8, 1984), Congress removed the 50 percent statutory limitation on the number of bonuses that could be paid.  An agency may now determine the number of executives who receive bonuses, and the amount of each bonus, based on the dollars available in the pool and the guidelines below.

     b.  Number of bonuses.  Agencies which use the three percent pool will be limited topaying 3/5 or 60 percent of their career appointees bonuses because of the requirement that the minimum individual bonus be at least five percent of basic pay.  It is not the intent of the law, however, that the maximum number of eligibles necessarily receive bonuses.  Bonuses are intended to be given only when there is a clear demonstration that they are merited by performance.  Bonuses are not to be used merely as supplements to basic pay, and agencies should avoid giving bonuses on a 
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rotational basis (giving half of their SES members a bonus one year and the other half a bonus the next year irrespective of performance).

     c.  Amount of bonuses.  By law, a bonus may not be less than five percent nor more than 20 percent of basic pay at the end of the performance appraisal period.  In determining the size of individual bonuses within that range, agencies should note that the Congress in passing P.L. 98-615 stated its hope that "with the increased flexibility in the award program, agencies will use the program prudently to grant larger awards to the superior performers."  Therefore, as a general rule, bonuses should not all be paid at the minimum or maximum amounts.  Rather, the amount should reflect appropriate recognition of actual executive performance.  Awards at or near 20 percent should be reserved for those executives whose work is truly exceptional.

5.  Bonus determinations.  Performance bonuses must be based upon recommendations made by a Performance Review Board (PRB).  The agency head may personally act on bonuses, or may choose to delegate that authority.  The agency head (or designee) must consider the PRB recommendations, but he or she has the final authority as to who is to receive a bonus and the amount of the bonus.

6.  Payment procedures.

     a.  Bonuses are paid in a lump sum.  Payments are not subject to retirement, health benefits, or life insurance deductions.  They are not included in the "high-three" average pay computation for retirement benefits.  They are subject to income tax withholding.

     b.  Bonuses are subject to the Executive Level I ceiling on total compensation for a fiscal year.  If the full bonus cannot be paid because of the ceiling, the excess amount is carried over and paid at the beginning of the next fiscal year.  The full bonus, however, should be charged against the agency bonus pool for the fiscal year in which the initial payment was made.  For example, if an executive receives a bonus of $15,000 in FY 1988, but $1,000 cannot be paid until the beginning of FY 1989, that $1,000 counts against the executive's FY 1989 Executive Level I ceiling; but the full $15,000 is charged against the agency's FY 1988 bonus pool.

7.  Reporting requirements and OPM review.

     a.  No approval of OPM is required before payment.  Agencies, however, should consult with the Office of Executive Personnel if they have any questions about the size of the bonus pool or the proposed distribution of awards.

     b.  Agencies must submit a report of their distribution of bonuses to the Office of Executive Personnel within 14 days after the agency head, or designee, makes the final determinations.  Agencies shall include the following information in their submissions:

        (1)  Size of the award pool and basis on which it was calculated.
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        (2)  Total number of SES career appointees, and the Presidential appointees eligible for a performance award, at each of the performance rating levels.

        (3)  Number of awardees at each percentage rate of base pay.

      c.  The agency EPMDIS Report 60 (Executive and Performance Data) should also be submitted within 2 weeks of the bonus approvals.  OPM will send copies of the report to agencies at the end of their performance appraisal periods.

8.  Agency responsibilities.  Agencies are responsible for:

     a.  Informing SES members on how the bonus program works, including what is expected of them in the way of performance in order to be eligible for a bonus.

     b.  Ensuring that bonuses are determined in a fair manner, that they are truly based on performance, and that reasonable internal controls are placed on the number and size of the bonuses.

     c.  Providing information to OPM and agency employees on the distribution of bonuses.
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APPENDIX D

PERFORMANCE AWARDS

1.  Definition.  A Performance Award consists of a monetary award and a Commendation Certificate, DA Form 2443 if appropriate, given in recognition of high level performance significantly above that ordinarily found in the concerned position.  This award is used to recognize all appropriated fund employees, except Senior Executive Service (SES) employees.  Criteria for Performance Awards is as follows:

     All ratees rated at Successful Level 3 or higher for their most recent rating of record are eligible for consideration for a Performance Award.  Supervisors should grant such awards to those who are deserving based on merit and who have not been otherwise rewarded for their contributions.

2.  Procedure.

     a.  The immediate supervisor will:

        (1)  Initiate the nomination on a copy of the most recent annual rating of record with the support form attached, which shows employee received a Successful Level 3 or higher. 

        (2)  Nominees will not be informed that they are under consideration for or have been nominated for a Performance Award.  Such actions frequently create serious morale problems in the event the nominations are not approved.

        (3)  In the case of a Performance Award recommendation for a detailed employee, obtain the concurrence of the employee's permanent supervisor prior to submission of the Performance Award recommendation through regular supervisory channels.

    b.  The Chief of each POE will:

        (1)  Assure that there is a balanced and prudent use of this award together with strict adherence to the criteria and that there is uniformity of treatment of all employees in his/her organization.

        (2)  Approve or disapprove the award within 30 calendar days following the approval date of the employee's performance rating.  Management must identify the amount of a performance award by indicating either a percent of salary or a dollar amount in Part III of the DA Form 7222 (Senior System Evaluation Report) or DA Form 7223 (Base System Civilian Evaluation Report).  When identifying a percentage, the word "salary" must be crossed out and replaced with "basic pay" since salary includes locality pay and cost of living allowances.

        (3)  Assure that approving official is at least one level above the level of the nominating official and has been delegated approval authority for amount of award.
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        (4)  Return disapproved nomination to the initiating supervisor with reasons for unfavorable consideration clearly stated.

        (5)  Disapprove nominations for a Performance Award when it is promoted solely by the impending departure of a supervisor or employee; promoted solely by the fact that the employee is currently at a pay rate subject to legal limitation (pay cap), or an employee has received a previous Performance Award based in whole or in part on the performance currently being recommended for recognition.

        (6)  Assure that the designated administrative support employee responsible for processing monetary awards for the organization prepares a Request for Personnel Action (RPA), Standard Form 52 for the award.  The RPA will be submitted directly to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.

        (7)  Ensure that documentation for awards is maintained by the organization for at least 2 years.  Documentation should include a copy of the DA Form 7222 (Senior System Civilian Evaluation Report) including the support form or the DA Form 7223 (Base System Civilian Evaluation Report) including the support form showing the current Successful Level 1, 2, or 3 rating of record.  A copy of the RPA submitted to the SCCPOC for processing may be required on designated actions.

     c.  The Civilian Personnel Advisory Center will:

        (1)  Provide positive leadership and qualified staff to support the program.

        (2)  Provide incentive awards training.

        (3)  Provide guidance and assistance to supervisors and managers.

3.  Amount of Award.

     a.  Performance Awards may be computed as a percentage of pay with a maximum award of 10 percent of employee's base pay. Base pay excludes amounts such as locality pay and cost of living allowances.

    b.  Unusually exceptional employees may receive awards up to 20 percent if approved by the MACOM commander.  Unusually exceptional performance surpasses the normal requirements for the Exceptional rating and should be fully documented.  For example, an unusually exceptional employee's contribution to mission accomplishment/organizational effectiveness would be easily identified, documentable, and clearly superior to others rated Successful Level 1.

4.  Approval Authority.
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    a.  Major commanders may approve cash awards (individual and group up to and including $10,000)

    b.  Major commanders may redelegate all or a portion of this approval authority to subordinate commands or activities.  The US Army Aviation and Missile Command (AMCOM) approval authority has been delegated as follows:

         Commanding General



$ 7,500

         Deputy to the Commander    


$ 5,000

         AMCOM POEs



            $ 3,500

         Director, AMRDEC based on

         Laboratory Demonstration


$10,000

         Other than Lab Demo employees

$ 3,500

    c.  Recommendations for awards in excess of $10,000 will be forwarded through command channels to the Army Incentive Awards Board for review and appropriate action.
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APPENDIX E

QUALITY STEP INCREASES

1.  Definitions and requirements.  A Quality Step Increase (QSI) recognizes employees for performance of duty in an exceptional manner.  A QSI is an additional within-grade pay increase given to General Schedule (GS) employees.  Criteria for QSI Awards are as follows:

    a.  The QSI may be given only to General Schedule (GS) employees.

    b.  Employees with a Successful Level 1 on their annual rating of record for the current rating period are eligible to receive a QSI.

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

    d.  A QSI may not be granted unless, at the time it becomes effective, the employee is expected to remain at least 60 days in the same organization in the same or similar position at the same grade level.  Quality Step Increases are processed by the CPOC to be effective at the beginning of the first pay period following receipt of the action.  If a QSI is processed while an employee is on temporary promotion, the QSI will not be reflected on the employee's permanent grade and step upon change to lower grade. 

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

    f.  Employees should never be informed that they are under consideration for or have been nominated for a QSI.  Such actions may create serious morale problems if the nomination(s) is/are not approved.

    g.  The QSI will not change the effective date of the employee's normal within-grade pay increase except where receipt of a QSI places an employee in the fourth or seventh step of a grade, the waiting period for a regular within-grade increase is extended by 52 weeks under the graduated waiting period schedule prescribed by section 5335(a), title 5, United States Code.

2.  Procedure.

     a.  The immediate supervisor will:

       (1)  Initiate the nomination on a copy of the most recent annual rating of record with the support form that shows employee received a Successful Level 1.

       (2)  Assure the nomination is approved within 30 days of approval of the rating of record.

    b.  The Chief of each POE will:
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        (1)  Assure there is a balanced and prudent use of this award together with strict adherence to the criteria and that there is uniformity of treatment of all employees in his/her organization.

        (2)  Assure that the approving official is at least one level above the level of the nominating official.

        (3)  Approve or disapprove the award within 30 calendar days of the approval date of the employee performance rating.

        (4)  Return disapproved nomination to the initiating supervisor with reasons for unfavorable consideration clearly stated.

        (5)  Assure that the designated administrative support employee responsible for processing monetary awards for the organization prepares a Request for Personnel Action (RPA), Standard Form 52.  The RPA will be submitted directly to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.

        (6)  Assure that documentation is maintained by the organization for at least 2 years.  Documentation should include a copy of the DA Form 7222 (Senior System Civilian Evaluation Report) and the support form or the DA Form 7223 (Base System Civilian Evaluation Report) and the support form showing the current Successful Level 1 rating of record.  A copy of the Request for Personnel Action (RPA) submitted to the SCCPOC for processing may be required on designated actions. 

    c.  The Civilian Personnel Advisory Center will:

        (1)  Provide positive leadership and qualified staff to support the incentive awards program.

        (2)  Provide incentive awards training.

        (3)  Provide guidance and assistance to supervisors and managers.
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APPENDIX F

SUPERIOR ACCOMPLISHMENT AWARDS - SPECIAL ACT OR SERVICE AWARDS

1.  Definition and requirements.  A Special Act or Service Award is a cash Superior Accomplishment Award and a Commendation Certificate, DA Form 2443, given to recognize a meritorious personal effort, act, service, scientific or other achievement accomplished within or outside assigned job responsibilities.  All appropriated fund employees are eligible for this award.

     a.  The act, service, or achievement must result in tangible and/or intangible benefits to the Government and may involve more than one employee.  This award may be given whenever benefits are identified.

     b.  The cash award ranges from $50 to $25,000 cash, depending on the achievement being recognized.  (An additional award may be approved at the discretion of the President.)  Except for the On-the-Spot Cash award, all Special Act or Service Award amounts will be determined using the cash award criteria for tangible or intangible benefits for suggestion awards Table 7-1 and Table 7-2 in US Army Regulation (AR) 672-20.

     c.  The Special Act or Service Award is particularly appropriate to recognize short-term accomplishments:

        (1)  In a regularly assigned position.

        (2)  During a detail.

        (3)  At the conclusion of a successful special project.

        (4)  When performance or honorary awards are not appropriate.

     d.  This award is also appropriate for recognition of civilian employee ideas or improvements resulting in tangible or intangible benefits that cannot be recognized under the Army Suggestion Program.

    e.  When an award is made for an accomplishment within job responsibilities, the act or service must significantly exceed normal expectations.

    f.  This award is not to be used as a substitute for other personnel actions, pay, or other forms of recognition (e.g., Senior Executive Service (SES) Presidential Rank or Bonuses, Performance Awards, misclassification of jobs, or retirement/separation recognition).

    g.  The act or service to be recognized must not have served either wholly or in part as the basis for a previous cash award.
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    h.  Provisions of this chapter pertaining to scientific achievements apply to soldiers as well as civilian employees.  A scientific achievement is defined as:

        (1)  An act, deed, or accomplishment that established a scientific or technological basis for later technical improvements of military or national significance.

        (2)  A scientific or technological accomplishment of such quality and effectiveness as to have materially advanced the research and development (R&D) achievements of an activity, group, or project.

        (3)  A significant scientific or technological achievement that contributes materially to the welfare of the armed services and the Nation.

        (4)  An article accepted for publication in a scientific publication.

        (5)  A technical paper presented to a professional society that constitutes a substantial contribution to scientific knowledge.

2.  Procedure.

     a.  The immediate supervisor will:

        (1)  Initiate the nomination on DA Form 1256, Incentive Awards Nomination and Approval, and sign on the first line of block 7.  If the nomination is for a group of employees, a DA Form 1256 will be completed for each employee.  Employees should never be informed that they are under consideration for or have been nominated for a Special Act or Service Award.  Such actions may create serious morale problems if the nomination(s)is/are not approved.

        (2)  Prepare a nomination package to include the following:

             (a)  Summary of Achievement (stated in specific terms).

             (b)  Period of time covered (from (date) to (date)).

             (c)  Proposed Citation (90 words or less).

             (d)  Description of tangible and/or intangible benefits, Table 7-1 or Table 7-2 of 

AR 672-20.  When the recommendation is based on measurable tangible benefits, the supporting data will show in detail how these benefits were computed.  Recommendation based on intangible benefits will identify the value of benefit and extent of application appropriate for the achievement to be recognized (Table 7-2).

             (e)  A statement regarding previous awards (statement should read, "The basis for this award was not either in whole or in part the basis for a previous cash award for this employee.").
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            (f)  Amount of recommended award $ __________.

            (g)  In the case of a Special Act or Service Award recommendation for a detailed employee, obtain the concurrence of the employee's permanent supervisor prior to submission of the Special Act or Service Award recommendation through regular supervisory channels.

    b.  The Chief of POE will:

        (1)  Assure that there is a balanced and prudent use of this award together with strict adherence to the criteria and that there is uniformity of treatment of all employees in his/her organization.

        (2)  Approve or disapprove the award within 30 calendar days of the end of the act covered, and sign in block 12 of DA Form 1256.

        (3)  Assure the approving official is at least one level above the level of the nominating official and has been delegated approval authority for the amount of the award.

        (4)  Return disapproved nomination to the initiating supervisor with reasons for unfavorable consideration clearly stated.

        (5)  Concur/nonconcur in nominations for cash awards in excess of approval authority.  Indicate concurrence by signing in block 7 of DA Form 1256.

        (6)  Assure that designated administrative support employee responsible for processing monetary awards for the organization prepares a Request for Personnel Action (RPA), Standard Form 52 for the award.  Justification for the award should be summarized in the notepad section of the RPA.  The RPA will be submitted directly to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.

        (7)  Assure that documentation for awards is maintained by the organization for at least 2 years.  Documentation should include a copy of the DA Form 1256 with attached justification.  A copy of the RPA submitted to the SCCPOC for processing may be required on designated actions. 

        (8)  Prepare Commendation Certificate, DA Form 2443, for presentation to employee upon receipt of Notification of Personnel A Action (NPA).

    c.  The Civilian Personnel Advisory Center will:

        (1)  Provide positive leadership and qualified staff to support the incentive awards program.

        (2)  Provide incentive awards training.

        (3)  Provide guidance and assistance to supervisors and managers.
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        3.  Special Act or Service Award nominations for employees other than from parent organization.

             a.  An employee in one organization may be nominated for a Special Act or Service Award by the chief/director of another organization.

             b.  The DA Form 1256, item 3, must indicate the office where the employee is assigned.  Line 7(2) must be signed by the CHIEF OF PRIMARY ORGANIZATION where the employee is assigned.  Line 12 will be signed by the chief of primary organization INITIATING THE ACTION.

4.  Approval Authority.

     a.  Major commanders may approve cash awards (individual and group up to and including $10,000).

     b.  Major commanders may redelegate all or a portion of this approval authority to subordinate commands or activities.  The US Army Aviation and Missile Command (AMCOM) approval authority has been delegated as follows:


Commanding General





$7,500


Deputy to the Commanding General



$5,000


AMCOM POEs





$3,500


Director, AMRDEC based on Laboratory Demonstration
$10,000


Other than Lab Demo employees 



$3,500

    c.  Recommendations for awards in excess of $10,000 will be forwarded through command channels to the Army Incentive Awards Board, for review and appropriate action.
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APPENDIX G

INVENTION AWARDS

1.  Invention awards are monetary grants for inventions by civilian employees and military personnel that are of interest to Department of Army and for which patent coverage is sought or granted.

2.  Responsibility of Patent Office.

     a.  Initial award.  The Intellectual Property Law Division IPLD), Legal Office, will notify the activity that the inventor is eligible for an initial invention award.  The notification is made after:

         (1)  Preparation and filing of a patent application covering the invention by the patent section or by the individual inventor on his own initiative.

         (2)  Execution by the inventor of a license or assignment of the invention to the Government at the time the application is filed.

     b.  Final award.  When a patent covering an invention has been issued, the IPLD will advise the Chief of the Primary Organizational Element of that fact.  This will establish the inventor's eligibility for the final invention award if the required rights in favor of the Government have been granted.

3.  Eligibility Requirements.

     a.  Civilian employees and military personnel may be considered for an initial award of $200 if the conditions in paragraph 2a have been met.  He/She may be considered for a final award of $500 if the conditions in paragraph 2b have been met.

     b.  When two or more eligible inventors are co-inventors, each will receive an initial award of $200.  The final award to each eligible co-inventor will be $250.

4.  Procedures: request payment.

     a.  Submit a Request for Personnel Action to CPOC to Protocol Office for coordination of the presentation.

     b.  Forward copy of memorandum from IPL along with the employee copy of the SF Form 50 to the administrative office where the employee is assigned.
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APPENDIX H

LENGTH-OF-SERVICE RECOGNITION FOR CIVILIAN EMPLOYEES

1.  Definition.

     a.  Length-of-service pins and certificates will be awarded civilian employees to provide recognition for long and faithful Federal service with DA and other government agencies.

     b.  US citizen civilian employees of DA who complete 10, 15, 20, 25, 30, 35, 40, 45, and 50 years of satisfactory service will be eligible for DA length-of-service pins and certificates appropriate to their years of service.

2.  Procedure.

     a.  The Civilian Personnel Advisory Center will:

         (1)  Issue a periodic listing of eligible employees to administrative points of contact 

(except Corps of Engineers).

         (2)  Forward pins and certificates for 10, 15, 20, and 25 years of service to the chief of the Primary Organization for preparation, signature and presentation.

         (3)  Prepare and forward certificates for 30, 35, 40, and 45 years of service for signature by the Commander.  Return pins and signed certificates to administrative points of contact.

         (4)  Contact HQ AMC to request preparation and signature of certificates for 50 years service for AMC employees.   

    b.  The Chief of each POE/Activity Commander, as appropriate, will sign and date the certificate and present it to the employee at an appropriate ceremony.  The AMCOM Protocol Office, if desired by an AMCOM employee, will schedule presentation of certificates for 30 or more years of service.
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APPENDIX I

SICK LEAVE CONSERVATION AWARD

1.  Definition.  A Sick Leave Conservation Award is a certificate granted in recognition of an employee's outstanding sick leave conservation record.

2.  Eligibility Requirements.  In US Army Aviation and Missile Command (AMCOM) and other US Army Materiel Command (AMC) activities, AMC Form 1616a (Certificate of Recognition) will be used to recognize employees who have accrued 2000, 2500, or more hours of sick leave.  SMI Form 1110 will be used for 500, 1000, and 1500 hours of conserved sick leave hours. In addition, a Letter of Appreciation is authorized for employees who have used no sick leave during a leave year.

3.  Procedure.

     a.  Sick Leave Conservation Awards will be signed as follows:

         (1)  Awards for 2000 and 2500 or more hours will be signed by the Commanding General, Commandant, Director, or Commanding Officer, as appropriate.

         (2)  Awards for 1000 and 1500 hours will be signed by the Chief of Staff in AMCOM, the Assistant Commandant in OMEMS, and the activity commander for other activities.

         (3)  Letters of Appreciation for not using sick leave during the leave year will be signed by the chief of the primary organizational element (POE).

(NOTE:  The Sick Leave Conservation Awards will indicate the hundred-hour milestone reached; e.g., 1000 hours, etc.  The exact numbers of hours reported; e.g., 1017 hours will not be shown on the certificates.)

     b.  The Chief of each POE will:

         (1)  Review the report and the end of the leave year status report prepared by the Resource Management Directorate.

         (2)  Obtain from the reports the names of employees who are eligible for SMI Form 1110 or AMC Form 1616a, and/or letters of appreciation.

         (3)  Assure that SMI Form 1110 is prepared for employees who have accrued 1000 or 1500 hours of sick leave.  Certificates should be completed within 45 days after the end of the quarter in which the sick leave hours are accrued.  Assure that letters of appreciation are prepared to recognize those employees who do not use any sick leave during the year.
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        (4)  Notify CPAC by memorandum, of those employees who have conserved 2000 hours or more of sick leave, including name, organization, exact number of hours conserved, and effective date of those hours. 

        (5)  Assign the responsibility for coordinating Sick Leave Conservation Awards and assure that supervisors receive copies of the end of the year status report which are provided by the Resource Management Directorate.

     d.  The Civilian Personnel Advisory Center will administratively process Sick Leave Conservation Awards for 2000, 2500, or more hours.  The AMCOM Protocol Office will 

schedule presentation of certificates for 2000 or more hours for AMCOM employees.  Non-AMCOM activities will prepare and present these awards according to their policy.
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APPENDIX J

CERTIFICATE OF ACHIEVEMENT

1.  Definition and requirements. 

     a.  Certificate of Achievement (DA Form 2442) may be granted by the chief of the POE as honorary recognition for employee contributions.  Final approval authority has been delegated to the Chief of the Primary Organization.

     b.  Eligibility is determined by measuring contributions against the following levels of achievements:

         (1)  Accomplishment of assigned duties in a commendable manner, demonstrating skill and initiative in devising and improving work methods and procedures which result in saving of manpower, time, space, or materials.

         (2)  Significantly affected employee morale resulting in improved work performance and esprit de corps.

        (3)  Directly responsible, by personal diligence or initiative, for meeting mission requirements or special work projects involving unexpected difficulties and operational methods.

2.  Procedure.

     a.  The immediate supervisor will:

         (1)  Initiate the recommendation for a Certificate of Achievement within 6 months following the end of the period of service covered.  The format will be as follows:

            (a)  General.  Include a brief statement of what is being requested.

            (b)  Citation.  Draft a brief (75 to 100 words) citation.

            (c)  Contribution.  A statement setting forth the nominee's accomplishment and a narrative justification in support of the recommendation.

         (2)  Complete blocks 1 through 7 of DA Form 1256.

     b.  The Chief of each POE will:

         (1)  Assure that there is a balanced and prudent use of this award together with strict adherence to the criteria and that there is uniformity of treatment of all employees in his/her organization.
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        (2)  Return disapproved nomination to the initiating supervisor with reasons for unfavorable consideration clearly stated.

        (3)  Approve or disapprove the nomination, check the appropriate block, and sign and date in block 12 of DA Form 1256. The approving official must be at least one level above the level of the nominating official.

        (4)  Prepare Commendation Certificate, DA Form 2442, for presentation to employee upon receipt of approved nomination.
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APPENDIX K

PROMOTION CERTIFICATE

1.  Procedure.

     a.  Upon receipt of SF 50 effecting a promotion, the Chief of each Primary Organizational Element (POE) will:

        (1)  Complete Promotion Certificate, DA Form 4592 by including the employee's name, pay plan, grade, and the effective date of the promotion. The title of the employee or the name of the office to which the employee is assigned may be entered below the employee's name.  The appropriate signature block will be entered below the line provided.

        (2)  Sign DA Form 4592 for employees within their organization.

        (3)  Forward the completed DA Form 4592 for the Chief, Deputy Chief, and GM/GS-15 and above employees to the approving official.

        (4)  Assure DA Form 4592 is presented at an appropriate ceremony, normally within 30 days following the effective date of promotion.

     b.  Activity Commanders will:

         (1)  Approve and sign DA Form 4592 for Chiefs and Deputy Chiefs of POEs, and grade GM/GS-15 and above employees.

         (2)  Present DA Form 4592 to employee at an appropriate ceremony, normally within 30 days following the effective date of promotion.
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APPENDIX L

HONORARY AWARDS AND OTHER RECOGNITION DEVICES

The Civilian Personnel Advisory Center (CPAC) will provide technical advice and assistance relative to eligibility and requirements for these type awards.  For AMCOM organizations, the CPAC will administratively process actions and forward through Command channels to appropriate level of approval based on award being given.  For non-AMCOM organizations, the CPAC will administratively process actions and return them to the organization to be forwarded through their Command channels to appropriate level of approval based on award being given.

1.  Decoration for Exceptional Civilian Service.

     a.  Definition and requirements.  The Decoration for Exceptional Civilian Service is granted by the Secretary of the Army and consists of a gold medal, lapel rosette, and citation certificate.  It is the highest Army award for civilians.  All direct hire employees of the Department of the Army (DA) and non-appropriated fund (NAF) employees are eligible for consideration.

         (1)  Eligibility for this award requires that the nomination include a minimum period of service of 1 year (except for heroic acts) and will be determined by measuring contributions against the following levels of achievement:

            (a)  Accomplished assigned duties of major program significance to DA in such a manner as to have been clearly exceptional or preeminent among all who have performed like or similar duties.

            (b)  Developed and improved major methods and procedures, developed significant inventions, or was responsible for exceptional achievements which effected large-scale savings or were of major significance in advancing missions of DA, the Department of Defense, and the Federal Government.

            (c)  Exhibited great courage and voluntary risk of life in performing an act resulting in direct benefit to the government or its personnel.

            (d)  Provided outstanding leadership to the administration of major DA programs in terms of highly successful accomplishment of mission or in the major redirection of objectives or accomplishments to meet a unique or emergency situation.

        (2)  When the award is granted for a heroic act, a minimum cash award of $500 will be given to the recipient and the words "FOR BRAVERY" will be inscribed on the reverse side of the medal.

        (3)  Retirement, separation, or long periods of service will not constitute a sufficient basis for conferring this award.
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    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the period of service or act covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A brief biographical sketch to include:

                  1.  Date and place of birth.

                  2.  Education and degrees conferred.

                  3.  Significant employment record.

                  4.  Type of appointment (Federal employees, serving by Presidential appointment in non-career positions, are not eligible for consideration of this award).

                  5.  See Appendix M for additional data that may be included.

            (b)  A proposed citation for the signature of the Secretary of the Army, 75 to 100 words, in two-paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing not more than 2,500 words with topical headings as follows:

                1.  Summary of achievement.  Not more than one page.  This should be stated in specific terms and include dates of achievement.

                2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment.

                3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.

                4.  Personal qualities.  Give example of personal qualities of the nominee that made the achievement possible.

                5.  Other awards received.  A statement describing any other significant awards received.

                6.  Published works.  A list of published works in science, technology, or the humanities.
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                 7.  All nominations for awards that require approval of the Army Incentive Awards Board (AIAB) must contain a certification by the nominating commander that the nominee's records have been reviewed and that:

        There are no current Equal Employment Opportunity (EEO) complaints of personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct, or 

        There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not inconsistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of Army.

        Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the Primary Organization including one of the above statements.  This statement will be included with the nomination on ALL award nominations that cannot be approved at the local level.

            (d)  An 8 x 10 black and white glossy (recent) photograph of the nominee (three copies).

        (4)  Submit the DA Form 1256 and nomination package through supervisory channels.

    c.  The intermediate level supervisors will review nomination, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); through the EEO Office and to the CPAC at AMSAM-PT-CP-CSA.

    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

2.  Meritorious Civilian Service Award.

     a.  Definition and requirements.  The Meritorious Civilian Service Award is granted by the Commanding General of major commands and major subordinate commands and consists of a bronze medal, lapel rosette, and citation certificate.  It is the second highest Army award for civilians; all direct hire Department of Army (DA) career employees, and non-appropriated fund (NAF) employees are eligible for consideration.

        (1)  Eligibility for this award requires at least 12 months of service, except for heroic acts, and will be determined by measuring contributions against the following levels of achievement:

            (a)  Accomplished supervisory or non-supervisory duties in an exemplary manner, setting a record of achievement, and inspiring others to improve the quantity and quality of their work.

            (b)  Demonstrated unusual initiative and skill in devising new and improved equipment, work methods and procedures, or conceiving inventions resulting in a substantial saving in 690-manpower, time, space, materials, or other items of expense, or improved the safety or health of the workforce.

            (c)  Achieved outstanding results in improving the morale of workers in an organizational unit of DA with consequent improvement in work performance and esprit de corps.

            (d)  Exhibited unusual courage or competence in an emergency, resulting in direct benefit to the government or its personnel while performing assigned duties.

            (e)  Rendered professional or public relations service of a unique or distinctive character, deemed by the awarding authority to be worthy of recognition, either as a reward for accomplishment or as an incentive to others.

        (2)  When the award is granted for a heroic act, a minimum cash award of $300 will be given to the recipient.

        (3)  Retirement, separation, or long periods of service will not constitute a sufficient basis for conferring this award.

    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (b)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).
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             3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.

             4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

             5.  Other awards received.  A statement describing any other significant awards received.

             6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Certification by the nominating commander that the nominee's records have been reviewed and that:

            (a)  There are no current Equal Employment Opportunity (EEO) complaints of personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct, or

            (b)  There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not inconsistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of Army.

            (c)  Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the Primary organization including one of the above statements.  This statement will be included with the nomination on ALL award nominations that cannot be approved at the local level.

        (5)  Prepare an original and 10 copies of the nomination package.  There is not a requirement to place nominations in binders.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256), through the EEO Office and to the CPAC at AMSAM-PT-CP-CSA.
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    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

3.  Superior Civilian Service Award.

     a.  Definition and requirements.  This is the third highest DA honorary award and ranks directly below the Meritorious Civilian Service Award.  It consists of a medal, lapel pin, and DA Form 5655 (Superior Civilian Service Award).  All appropriated and non-appropriated fund employees, both US citizens and foreign nationals, are eligible for consideration for this award.

         (1)  Nominations for this award normally will cover a minimum period of 1 year of service and will reflect superior service or achievement, or heroism of a lesser degree than that which is recognized by the Meritorious Civilian Service Award.  When this award is granted for a courageous act or competence in an emergency, a minimum cash award of $300 will accompany the medal.  The nomination must be submitted within 6 months after completion of the act/period to be cited.

        (2)  An individual who receives the Superior Civilian Service Award is eligible for a future grant of the same award if it is based on a different achievement or service performed during a later period.  Succeeding awards will be recognized by issuance of a laurel leaf cluster.

     b.  Procedures.  The immediate supervisor will:

         (1)  Initiate the nomination within 6 months following act or service covered.

         (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

         (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 60 to 70 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (b)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

            2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment.

            3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.
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            4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 3 copies of the nomination package.  There are no requirements to place nominations in binders.

     c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

     d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256), to the CPAC at AMSAM-PT-CP-CSA.

        (3)  Return improperly prepared and disapproved nominations to the initiating element.

     e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

4.  Commander's Award for Civilian Service.

    a.  Definition and requirements.  This honorary award ranks below the Superior Civilian Service Award.  It consists of a medal, lapel pin, and certificate (DA Form 4689, Commander's Award for Civilian Service).  All appropriated and non-appropriated fund employees, both US citizens and foreign nationals, are eligible for consideration.  A nomination will normally cover a minimum period of 1 year of service.

        (1)  Eligibility will be determined by measuring contributions to the activity against the level of achievement; for example, the individual (group):

            (a)  Accomplished supervisory or non-supervisory duties in an outstanding manner, setting an example of achievement for others to follow.
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            (b)  Demonstrated initiative and skill in devising new and improved equipment, work methods and procedures, or conceiving inventions resulting in considerable savings in manpower, time space, materials, or other items of expense, or improved the safety of the workforce.

            (c)  Demonstrated leadership in performing assigned duties that resulted in improved productivity of the unit.

            (d)  Rendered professional or public relations service that resulted in considerable favorable publicity in the area in which the activity or installation is located.

            (e)  Demonstrated courage or competence in an emergency, while performing assigned duties in benefit to the government of its personnel.

        (2)  Employees who have established a pattern of excellence, as recognized through the previous receipt of one or more honorary or monetary performance awards should be considered for this award.

        (3)  Retirement, separation, or long periods of service will not constitute a sufficient basis for conferring the Commander's Award.

    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 60 to 70 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (b)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

            3.  Benefits.  Cite the specific benefits on improving government operations or serving the public interest.

            4.  Personal qualities.  Provide examples of personal qualities of the nominee that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 10 copies of the nomination package.  There are no requirements to place nominations in binders.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 2356); to the CPAC at AMSAM-PT-CP-CSA.

    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

5.  Achievement Medal for Civilian Service.

     a.  Definition and requirements.  This is the fifth highest DA honorary award and ranks directly below the Commander's Award for Civilian Service.  It is awarded for noteworthy achievements that are of a lesser degree than that recognized by the Commander's Award.  It consists of a medal, lapel pin, and DA Form 5654 (Achievement Medal for Civilian Service).  All appropriated and non-appropriated fund employees, both US citizens and foreign nationals, are eligible for consideration.  A nomination would normally cover a period of service and/or level of achievement 

sufficient to warrant this recognition.  An individual who receives the Achievement 

Medal for Civilian Service is eligible for a future grant of the same award if it is based on a different achievement or service performed during a later period.  Succeeding awards will be recognized by issuance of a laurel leaf cluster.

    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.
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        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval                (DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 60 to 70 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

            3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.

            4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 10 copies of the nomination package.  There is not a requirement that Nominations be placed in binders.

     c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); to the CPAC at AMSAM-PT-CP-CSA.
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    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

6.  Civilian Award for Humanitarian Service.

     a.  Definition and requirements.  This DA honorary award is for humanitarian service(s).  It consists of a medal, lapel pin, and certificate, DA Form 5652 (Civilian Award for Humanitarian Service).  Any commander at the MACOM or higher level and civilian equivalent may nominate individuals for this award.  All appropriated and non-appropriated fund employees, direct and indirect hire foreign national employees, US private citizens and private citizens and government officials of foreign nations are eligible for consideration.  Nominations would cover a period of service which the individual performed significant humanitarian actions, deeds, or achievements.  

Achievements deserving DA-wide recognition should be submitted for approval by the Secretary of the Army.

        (1)  This award is for individuals who have distinguished themselves by meritorious direct "hands-on" participation in an act or operation of a humanitarian nature directed toward an individual or groups of individuals.  Documentation must provide evidence that substantiates direct participation in a humanitarian act or operation, and must be submitted within 6 months after the act or after the act becomes known to the nominating official.

        (2)  Succeeding awards will be recognized by issuance of a laurel leaf cluster.

     b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 60 to 70 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (b)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).
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             3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.

             4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

             5.  Other awards received.  A statement describing any other significant awards received.

             6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 10 copies of the nomination package.  EEO certification must be included if this award is recommended.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); through the EEO Office at AMSAM-EO to the CPAC at AMSAM-PT-CP-CSA.

     e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

7.  Honorary Recognition for Achievement in Equal Employment Opportunity (EEO).

     a.  Definition and requirements.  Military and civilian personnel are eligible for this award to be approved by the Secretary of the Army.  EEO awards will be given in two categories.  This first category is for professionals (civilian and military) involved in the EEO program.  The second category is for employees, supervisors, and managers who have made a significant contribution to the accomplishment of EEO Program goals.  The narrative must be specific in substantiating actions/projects that reflect significant achievement and results having wide impact.  Criteria for the first category are as follows:

         (1)  Provided outstanding leadership in the development and/or implementation of an EEO action plan or activity, which leads to significant results or improvements in the Army and Federal EEO Program.

            (a)  Stimulated and maintained a high level of respect and confidence on the part of Minority groups or women's organizations in the Army's and in the Federal EEO Program.

            (b)  Accomplished substantially more than their required program responsibility in taking affirmative action to ensure equal opportunity for employees and applicants for employment within the Army.

            (c)  Initiated programs that have resulted in significant contributions to either the Federal Women's Program, the Hispanic Employment Program, or the Handicapped Employment Program.

        (2)  Criteria for the second category are as follows:

            (a)  Achieved outstanding success in working in support of economic opportunity or other domestic action programs directed at advancing EEO in the Army and the community.

            (b)  Achieved outstanding success in formulating policy changes/corrections that resulted in significant improvement of the Army EEO mission.

            (c)  Initiated and developed programs that have resulted in significant improvement in the employment status of minorities, women, and the physically and mentally handicapped.

    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A brief biographical sketch (see Appendix M).

            (b)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).
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            3.  Benefits.  Cite specific benefits on improving government operations or serving the public interest.

            4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

            7.  All nominations for awards that require approval of the Army Incentive Awards Board (AIAB) must contain a certification by the nominating commander that the nominee's records have been reviewed and that:

             A.  There are no current Equal Employment Opportunity (EEO) complaints or personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct, or 

             B.  There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not consistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of the Army.

             C.  Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the POE including one of the above statements.  This statement will be included with the nomination on ALL award nominations that cannot be approved at the local level.

        (4)  An 8 X 10 black and white glossy (recent) photograph of the nominee (3 copies).

        (5)  Prepare an original and 10 copies of the nomination package.  There is not a requirement to place nominations in binders.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.
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        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); through the EEO Office at AMSAM-EO to the CPAC at AMSAM-PT-CP-CSA.

     e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

8.  AMC/AMCOM Systems Analysis Award.

     a.  Definition and requirements.  The AMC Systems Analysis award will consist of an engraved plaque and a citation certificate.  AMC Form 1616 will be awarded annually by the Commanding General, US Army Materiel Command (AMC), in recognition of  motivation for noteworthy achievements in operations research and systems analysis activities.

        (1)  The award may be granted to an individual or a group of AMC military or civilian personnel engaged in operations research and systems analysis.  Any eligible AMC analyst or technician is eligible for nomination for technical achievements made or culminated during the past fiscal year provided the individual meets one of the following criteria:

            (a)  Has direct responsibility for conducting systems analysis/operations research study in written form that logically structures alternatives available to a decision maker on complex, logistical, or managerial problems; or a study that establishes new analytical techniques or advances state-of-the-art analytical techniques in performance of systems analyses.

            (b)  Performs a systems analysis that results in significant improvements to existing or proposed weapons, logistical, or managerial systems in terms of effectiveness or reduction in costs while maintaining the same or improved effectiveness.

            (c)  Provides scientific technical leadership that advances the operations research/system analysis accomplishments of an AMC activity, staff element, group, or project.

        (2)  AMSAM-PT-CP-CSA will announce the submission date and provide any special instructions for nominations each year.  Only one nomination will be submitted from AMCOM for consideration by AMC.

        (3)  The nominee recommended to AMC for consideration for the AMC Systems Analysis Award will receive the AMCOM Systems Analysis Award which consists of a Certificate of Achievement (DA Form 2442) if the recommended award is not approved at AMC.

    b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.
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        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval                (DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A brief biographical sketch (see Appendix M).

            (b)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

            3.  Benefits.  Cite the specific benefits on improving government operations or serving the public interest.

            4.  Personal qualities.  Give examples of the nominee's personal qualities that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 10 copies of the nomination package.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); through the EEO Office to the CPAC at AMSAM-PT-CP-CSA.
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    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

9.  Certificate of Appreciation for Patriotic Civilian Service.

     a.  Definition and requirements.  The Certificate of Appreciation for Patriotic Civilian Service may be granted by the Commanding General of major commands in recognition of public service rendered that is not job related but contributes to the mission accomplishment of the command or to the welfare of DA personnel.  The certificate may be awarded to individuals, or private citizens as well as DA employees, and groups of employees, business firms, fraternal organizations, and quasi-military units.  Civilian employees may also be given this award in recognition of blood donations (five gallons or more) to the American Red Cross Blood Bank.  When the certificate is presented as 

an individual award, the recipient will be furnished the Patriotic Service Lapel Button in addition to the certificate.

     b.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (b)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

             3.  Benefits.  Cite the specific benefits on improving government operations or serving the public interest.

             4.  Personal qualities.  Cite examples of personal qualities of the nominee that made the achievement possible.

             5.  Other awards received.  A statement describing any other significant awards received.
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            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4) Prepare an original and 3 copies of the nomination package.  There is not a requirement to place nominations in binders.

    c.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    d.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256), to the CPAC at AMSAM-PT-CP-CSA.

    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

10.  The William H. Kushnick Award.

       a.  Definitions and requirements.  The William H. Kushnick Award was established in 

1968 by a group of prominent citizens who had served on the staff of the Secretary of War during World War II.  This Award is now sponsored by the Army Civilian Personnel Alumni Association which is an organization of former and current Army civilian personnelists.  The association has established a trust fund to be used annually to recognize the most outstanding SINGULAR achievement of an Army employee in civilian personnel administration, and to encourage greater achievement among all employees in that career field.

      b.  The Award.  The award consists of a certificate and an appropriate memento provided by the Army Civilian Personnel Alumni Association.  The award winner will also be given the opportunity to apply for an appropriate long-term training or development assignment.

      c.  Eligibility.  All civilian employees, including appropriated and non-appropriated fund employees, US citizens, and local nationals engaged in civilian personnel administration in the Department of the Army.

      d.  Basis for Selection.  Eligible personnel will be nominated and considered in accordance with the following criteria:

AMCOMR 690-16 (APPENDIX L CONTINUED)

        (1)  Specific Contribution:  A specific contribution in the broad field of civilian personnel administration, for which the nominee is PERSONALLY responsible and which resulted in material improvement in service, substantial financial savings, or significant social or technological progress.  THE CONTRIBUTIONS MUST HAVE CULMINATED DURING THE CALENDAR YEAR FOR WHICH THE AWARD IS GIVEN.

        (2)  Career Accomplishments.  A record reflecting highly effective personal career development, executive or technical ability, exemplary performance, and demonstrated potential for higher level work.  These accomplishments should not be limited to the specific contribution for which the individual is nominated.

    e.  Nominating Form.  Submit nominations using DA Form 5576-R and DA Form 1256.  The nomination must be personally endorsed by the MACOM/IRA commander and include a narrative description of the specific contribution which is the basis for the nomination.  Any attachments to the DA Form 5576-R should not exceed five pages.  NOMINATION FOR CONTRIBUTIONS WHICH DID NOT CULMINATE DURING THE CALENDAR YEAR FOR WHICH THE AWARD IS GIVEN, AND WHICH ARE NOT PERSONALLY ENDORSED BY THE MACOM/IRA COMMANDER, WILL BE RETURNED WITHOUT DUE CONSIDERATION.

     f.  All nominations for awards that require approval by the Army Incentive Awards Board (AIAB) must contain a certification by the nominating commander that the nominee's records have been reviewed and that:

        (1)  There are no current Equal Employment Opportunity (EEO) complaints or personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct, or

        (2)  There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not inconsistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of the Army.

        (3)  Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the POE including one of the above statements.  This statement will be included with the nomination on ALL award nominations that cannot be approved at the local level.

    g.  Selection of Award Winner.  Final selection of the nominee to receive the William H. Kushnick Award will be made by a committee of four persons comprised of a representative of the Army Secretariat as chairperson, the Deputy Chief of Staff for Personnel (or designee), the Director of Civilian Personnel, Department of the Army, and a member of the Army Civilian Personnel Alumni Association.

AMCOMR 690-16 (APPENDIX L CONTINUED)

    h.  Presentation of the Award.  The Secretary of the Army presents the William H. Kushnick Award at a ceremony in honor of the awardee.

11.  Outstanding Handicapped Employee of the Year Award.

       a.  Definition and requirements.

        (1)  The Outstanding Handicapped Federal Employee of the Year Award is designed to recognize individual achievements and, by publicizing them, to increase awareness of the contributions being made by the handicapped.

        (2)  Local awards are granted annually to a selected employee by the activity commander.  The local award consists of a certificate and automatically becomes his/her agency's nominee for the DA Award, and the individual selected for the DA Award automatically becomes the Army's nominee for the Federal award.

        (3)  In order to be considered, it must be clearly established that the nominee meets the following criteria:

            (a)  Consider the nominees courage and initiative in overcoming his/her handicap.

            (b)  How the individuals actions served as an inspiration to other disabled persons and resulted in opening opportunities for them.

            (c)  Degree of handicap should be thoroughly described.

            (d)  Consider the uniqueness of the nominees performance of duties in relation to his/her disability.

       b.  In addition to the narrative justification for the nomination covering job performance as well as courage and initiative demonstrated which served as an inspiration to others, the following information should be considered:

        (1)  Date of birth.

        (2)  Classification, title, and grade.

        (3)  Organizational title, if any.

        (4)  Organizational unit, division or section, employing activity, and department or agency.

        (5)  City and state where employed.

        (6)  Total years of Federal Service.
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        (7)  Length of service with current employing activity and length of time in present position.

        (8)  Work experience other than Federal employment.

        (9)  Educational background.

        (10)  Description of handicap, if not fully covered in narrative.

        (11)  Agency recognition (e.g., awards, etc.), if not fully covered in narrative.

        (12)  Community service, if not fully covered in narrative.

        (13)  Community recognition (professional associations, community organizations, etc.), if not fully covered in narrative.

        (14)  Other biological data, e.g., family, hobbies, military service, place of birth, travel, locations of residence, etc.

        (15)  Five 8 X 10 glossy photographs of employee at work site.

    c.  In order to be considered, it must be clearly established that the nominees meet the following criteria:

        (1)  Job performance clearly exceeding requirements in spite of severely limiting physical factors.

            (a)  This refers to job performance within at least 1 year preceding the nomination.  The existence of official recognition for performance in the form of an EPR, QI, or PA during the year preceding the nomination would tend to improve consideration, but is not necessary.  In those cases where the nominee has not had such official recognition, the nominating official must certify that the nominee's job performance has clearly exceeded performance requirements during the year preceding the nomination.  Nominees who have been repeatedly recognized for their performance during their career would quality for additional credit.

            (b)  Advancement to higher level positions will be one of the factors taken into consideration. The term "severely limiting physical factors" refers to the material physical impairments that ordinarily would prove a serious hindrance to securing employment.  The impairments must be material rather than slight and relatively permanent in that they usually are not correctable.  Examples of such handicaps include the deaf, mute, blind, cerebral palsied, epileptics, amputees, arthritics, paralytics, and victims of multiple sclerosis, poliomyelitis, rheumatism, and other with congenital defects and deformities.  It is not necessary that the physical impairments of the nominees be sufficiently severe that they qualify medically for an excepted appointment under Section 213.3102(u) of Schedule A.  Since "Selective Placement" (i.e., the careful matching of abilities with the duties of the position) is one of the main objectives of the 
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program, it is not necessary that the physical handicap(s) involved be severe in direct relationship to the duties of the position.  Nominees may have single or multiple handicaps.

        (2)  Courage, perseverance, and initiative in overcoming handicap(s) that served as an inspiration to others and resulted in a positive influence toward opening opportunities for handicapped persons in the Federal Service.

            (a)  The word "others" includes fellow employees, especially handicapped employees, and handicapped potential employees and employers who are in a position to hire other handicapped individuals.

            (b)  The severity, nature, and uniqueness of the handicap(s) as well as its relationship to the job, plays a big part in the amount of courage, perseverance, and initiative that a handicapped person must have displayed to overcome the handicap(s).

            (c)  Factors that will help determine the courage, initiative, and perseverance of the nominee include:

            1.  The nature of the handicap(s), how, and when incurred.

            2.  The nominee's physical rehabilitation.

            3.  Vocational training, if any, necessary to enable nominee to return to or enter useful employment.

            4.  Difficulties nominee encountered in surmounting his/her handicap(s) (e.g., education, social, economical, physical, employment, rehabilitative, etc.).

            5.  How nominee has exercised ingenuity and initiative in adapting to his/her work or living environment.

            6.  Nominee present employment activities.

            7.  Adaptations, if any, which have been made in connection with nominee's employment.

8.  How nominee has helped (directly or indirectly, such as by personal example) to further the rehabilitation and employment of other handicapped persons (include specific efforts in the Community to assist handicapped people).

            9.  Any work done with organizations seeking to assist the handicapped.

            10.  Other community activities not directly related to facilitating employment of handicapped in the Federal Service, such as membership in citizens associations or community organizations, etc.

            11.  All nominations for awards that require approval of the Army Incentive 

Awards Board (AIAB) must contain a certification by the nominating commander that the nominee's records have been reviewed and that:

               A.  There are no current Equal Employment Opportunity (EEO) complaints or personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conducts, or

               B.  There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not inconsistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of the Army.

              C.  Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the POE including one of the above statements.  This statement will be included with the nomination on ALL award nominations that cannot be approved at the local level.

    d.  Since some handicapped employees may not wish to be considered for nomination and others may request that their photographs not be used for publicity or promotion purposes, it is requested that the employee's agreement for such use be documented as follows:

        "Use of the attached nomination and photographs by the US Government for publicity and promotion of the Handicapped Awards Program is hereby authorized."

              (Date)               (Signature of Nominee)

A nomination will not be considered without the statement signed by the nominee.

    e.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (3)  Prepare a nomination package to include the following:

            (a)  A brief biographical sketch (see Appendix M).

            (b)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing topical headings as follows:

AMCOMR 690-16 (APPENDIX L CONTINUED)

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

            2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

            3.  Benefits.  State specific contributions that improved government operations or separately the tangible and the intangible benefits.

            4.  Personal qualities.  Give examples of personal qualities of the nominee that made the achievement possible.

            5.  Other awards received.  A statement describing any other significant awards received.

            6.  Published works.  A list of published works in science, technology, or the humanities.

        (4)  Prepare an original and 3 copies of the nomination package.  There is not a requirement that Nominations be placed in binders.

     f.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

     g.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives.

        (2)  Return improperly prepared and disapproved nominations to the initiating element.

        (3)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256); through the EEO Office at AMSAM-EO, to the CPAC at AMSAM-PT-CP-CSA.

     h. Activity Commanders will approve/recommend approval, as appropriate.

12.  AMC Cost Analysis Award.

       a.  Authority:  Commanding General, AMC.  The purpose of this award is to provide recognition of significant contributions for excellence in the field of cost analysis.

       b.  Basis of Award.  The Commanding General, AMC, awards annually the AMC Cost 

Analysis Award, on an individual or group basis for outstanding accomplishments by AMC personnel involved in the Cost Analysis Program.  The award is for personnel who have directly 
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participated/contributed at least 25 percent of the total effort used in completing the endeavor for which nominated.  Supervisory personnel are eligible, but they must meet the 25 percent direct participation criterion.  Nomination of former recipients is permissible; however, 2 years must have elapsed since they received the award (i.e., an individual receiving the award for 1988 achievement is eligible for the award in 1991).  One or more awards may be granted for excellence in the following categories:

        (1)  Cost Estimating/Cost Analysis.

        (2)  Review and Validation.

        (3)  Research, Methodology, and Data.

        (4)  Economic Analysis.

        (5)  Selected Acquisitions Information and Management.

    c.  Nature of Award.  The award will consist of an engraved plaque and a citation certificate (AMC Certificate of Recognition, AMC Form 1616).

    d.  Governing Criteria.  Any AMC cost analyst whose contribution for excellence in the field of cost analysis culminated during the preceding calendar year and who meets one of the following or comparable criteria is eligible for the AMC Cost Analysis Award:

        (1)  Is directly responsible for conducting or participating in a significant cost or economic analysis study.

        (2)  Improves the quality and control of cost analysis products through the review and evaluation of cost estimates and data prepared by program proponents and project managers.

        (3)  Improves cost or economic analysis methodologies or techniques through research and/or applications which benefit the cost and/or economic analysis community as a whole.

        (4)  Improves and extends the practical application of AMC cost data bases for weapon systems and materiel programs.

        (5)  Improves government oversight of contractor activities in such areas as contractor financial management systems and analysis of contract cost and schedule problems.

    e.  Award Authorities and Responsibilities.

        (1)  AMC commanders with responsibility for performing cost analysis in support of assigned missions shall submit nominations to HQ AMC using local incentive awards channels.  Commanders of each major subordinate command, each installation/activity, and HQ AMC may 
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submit up to three nominations each year.  The three nominations may be individual, group, or a combination of the two types.  Subordinate installations or activities must forward nominations to their next level of command for necessary technical review and committee action.

        (2)  Ad hoc panels consisting of qualified technical personnel shall review nominations and recommend selections. Emphasis shall be on the assessment of technical merit, excellence of product, and benefit to the cost and economic analysis community.

        (3)  Activities/installations/commands should consider nominees for a local award or recognition before submitting to HQ AMC for the AMC Cost Analysis Award.  Nominations must reach Commander, US Army Materiel Command, by 15 February of each year.  Submit an original and six copies for each nomination.

     f.  Number of Awards to be granted.  On the basis of recommendations by a HQ AMC 

Technical Review Committee and approval of an Executive Review Committee, HQ AMC may grant one or more awards during April of each year.

    g.  Nominations for the AMC Cost Analysis Award will include the following:

        (1)  The name, grade, classification, organizational title of nominee(s), and a brief statement of official duties.

        (2)  A description of the achievement (not to exceed three pages) which was the basis for the nomination.  The description shall state how this achievement for excellence has or will improve the cost and/or economic analysis community and specify the nominee's contribution to the endeavor.  Submission of applicable unclassified reports, staff papers, or studies is desirable and encouraged.  (Two copies are sufficient.)

        (3)  A statement as to whether or not the nominee(s) has received or is receiving consideration for any other official award or recognition for this achievement.

        (4)  A proposed citation for the signature of the Commanding General, AMC, consisting of 75 to 100 words, which highlights the significance of the nominee's achievements.

     h. Command and Installation Awards and Additional Awards.  Commanders of major subordinate commands, installations, and activities reporting directly to HQ AMC shall use local award programs as an additional means of recognizing achievements in cost analysis.  Recipients of local awards may be further nominated for the AMC Cost Analysis Award.  Receipt of the AMC Cost Analysis Award and any local awards that are within the purview of this program does not prevent the recipient from consideration for other authorized incentive awards.

     i.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the period of service or act covered.

        (2)  Prepare the nomination in the format prescribed.

        (3)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

        (4)  Forward nomination and completed DA Form 1256 in an original and 10 copies through supervisor/administrative channels to the chief of the POE.

    j.  The Chief of the POE will:

        (1)  Review nominations to assure that only the best qualified and most responsible employees whose earlier achievements have already been recognized are considered for the award.

        (2)  Sign nomination, in which he/she concurs, in block 7 of DA Form 1256.

        (3)  Forward nomination through the EEO Office at AMSAM-EO to the CPAC at 

AMSAM-PT-CP-CSA in original plus 3 copies not later than the announced suspense date for processing.

    k. Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.

13.  Army Research and Development Achievement Award.

       a.  Purpose and Eligibility.  The purpose of this program is to recognize outstanding scientific and technical achievement or contribution by an individual researcher or team of researchers.  Any military or civilian scientist or engineer employee of the Department of the Army (DA), paid directly from appropriated funds, is eligible to receive an Army Research and Development Achievement Award, provided he or she is duly nominated and selected in accordance with the provisions of this regulation.  Groups of researchers, including technical support personnel, are eligible, providing each member of the group has made a significant contribution to the achievement.

       b.  Criteria.  The award may be made to any eligible scientist, engineer, and technician whose contribution was made or was culminated during the past calendar year and who meets at least one of the following criteria:

        (1) Was directly responsible for a significant scientific or engineering achievement.  

An achievement is significant when it:

            (a)  Establishes a scientific basis for subsequent technical improvements of military importance.

            (b)  Materially improves the Army's technical and/or operational capability.
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            (c)  Contributes materially to national scientific, technical and/or economic progress.

            (d)  Provided qualitative and effective scientific or engineering leadership that advanced materially the research and/or development accomplishments of a technical activity, group, or project.

    c.  Awards.  An Army Research and Development Achievement Award will consist of a suitably engraved brass plaque, a bronze DA plaque, medallion, or other suitable device.

    d.  Funding.  All award plaques, medallions, and letters that are funded by HQDA, 

Office of Assistant Secretary of the Army, Research, Development, and Acquisition (OASA-RDA).

    e.  Responsibilities.  Awarding authority of this program is the OASA-RDA.  The OASA-RDA exercises general staff supervision over the program and designates the Directorate of Research and Laboratory Management (SARD-TR) responsibility for its administration.  SARD-TR will send a request for nominations to the Major Commands (MACOMs) by January each year.  Within their respective commands, heads of developing agencies as defined above will ensure that the noteworthy achievements of scientists and engineers are appropriately recognized.  All levels of command involved will take positive steps to ensure that wide publicity is given to each recipient of an Army Research and Development Achievement Award, and, within security requirements, to 

the achievement for which the award was granted.

    f.  Nomination and Selection.

       (1)  Submission of nominations/selection.

           (a)  Heads of developing agencies will submit nominations for Army Research and Development Achievement Awards through Command channels to HQDA by 31 March of each year.  There are no limitations on the number of nominations that may be made.  All nominations will be approved by the major commander.

           (b)  Heads of Army Staff agencies may also submit nominations annually, as desired.

           (c)  The timeline for the remainder of the selection process is:

            1.  Evaluation panel appointed and chaired by Deputy for Research and Technology in April.

            2.  Panel makes selections in May-June.

            3.  Deputy for Research and Technology recommends awardees in June.

            4.  Recommendations approved and MACOMs notified of winners; "RD&A 

Magazine" notified in June.
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            5.  Plaques ordered late June to be available early September.

        (2)  Reviewing committees.

           (a)  Heads of developing agencies will appoint a committee of leading scientists and engineers from within the organization to identify significant achievements and to review and make recommendations on proposed nominations for the Army Research and Development Achievement Awards.

            (b)  Committees will not be appointed within installations or commands having no substantial research and development mission.  In these instances, nominations will be forwarded to the next higher level of command within which a review committee has been established.  Committees will be provided qualified administrative and public information advice and assistance.

        (3)  Content of nominations.  Nominations for Army Research and Development 

Achievement Awards will include:

            (a)  Original and 15 copies in booklet form, each containing the following information:

             1.  Name, grade, classification, organizational title of nominee, and a brief statement of officially assigned duties.

             2.  A description of the achievement on which the nomination was based.  

Supporting photographs, designs, and similar technical material may be included.

             3.  Biographical sketch of the nominee.  Group nominations require a biographical sketch for each nominee to be included.

             4.  Duplicate Award Statement.  A statement as to whether or not nominee has received any other award for this achievement.

             5.  A proposed citation that may be read at an appropriate award ceremony.

            (b)  Two copies of the following:

             1.  An 8" X 10" glossy black and white photograph of the nominee, head and shoulders.  For a group nomination, a group photograph and an individual photograph of each nominee is required.

             2.  A 100-word unclassified summary of the achievement, suitable for use as a press release if submission is selected for an award.

    g.  MACOM and Installation Award Programs.
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        (1)  Major commanders and installation commanders whose agencies have a substantial mission involving research, development, test, and evaluation are encouraged to establish and maintain complementary research and development awards programs at command and installation levels as an additional means of recognition for scientific and engineering achievement.  Persons granted command and/or local installation awards may also be considered as nominees for Army 

Research and Development Achievement Awards.

        (2)  Minimal paperwork.  Care will be taken at all levels of award review to keep paperwork in connection with these awards to a minimum.  At the local level in particular, the supervisor who makes the initial nomination would be required to submit only the information necessary to arrive at a decision that the achievement justifies preparing a more detailed official nomination to higher levels.

    h.  Procedures.  The immediate supervisor will:

        (1)  Initiate the nomination within 6 months following the act or service covered.

        (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

    i.  The immediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    j.  The Chief of the Primary Organizational Element will:

        (1)  Review nomination to assure completion and compliance with governing directives; record nomination by organization and fiscal year.

        (2)  Forward properly prepared nomination through directorate offices, if appropriate, for initialing; the director's office for concurrence (signature on line 2, block 7, DA Form 1256); and to the CPAC at AMSAM-PT-CP-CSA in an original and 15 copies.

   k.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.  Nominations will be recommended in priority order.
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FORMAT - NOMINATION OF HIGH LEVEL AWARDS

NOMINATION OF        (NAME)

                  (NAME OF AWARD)

I.  First Page - Biographical Data.

    A.  General Information.  (Complete all items.  If not applicable, indicate "NA."  

Additional items may be added as appropriate.)

        Name -

        Date and Place of Birth -

        Title and Grade - (MOS or Series)

        Organization and Location -

        Service Computation Date -

        Length of Time with Present Agency -

        Type of Appointment -

    B.  Significant Educational Background.

        1.  Schooling other than elementary or high school -

        2.  Degrees conferred -

        3.  Academic honors -

        4.  Self-development and training activities -

    C.  Significant Employment Record.  List in order, beginning with the present position, the years, position title, brief statement of assigned duties, and organization.

    D.  Significant Publications.  List in order beginning with the most recent publication.

    E.  Current Membership in Professional or Scientific Societies, Civic Organizations, etc.

    F.  Period of time covered in nomination: From: (date) To: (date)
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II.  Second Page - Citation.  Prepare a proposed citation, 60 to 75 words, in one paragraph form, highlighting the significance of the nominee's achievements.  The Civilian Personnel Advisory Center (CPAC) will offer advice on the beginning words of citation depending on preprinted wording on the certificate.

III.  Additional pages containing not more than 2500 words with topical headings as follows:

    A.  Summary of Achievement.  This should be stated in specific terms and include dates of achievement.  (Not more than one page).

    B.  Additional Details.  In nontechnical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in the paragraph above, and be specific as to date(s) of accomplishment.  Also include:

        1.  Benefits.  State specific benefits on improving Government operations or serving the public interest.  Describe separately the tangible and the intangible benefits.

        2.  Personal Qualities.  Cite example of personal qualities of the nominee which made the achievement possible, if these have not been already covered under previous headings.

    C.  A statement describing any other awards received by the nominee which support the nomination, and dates received.

IV.  EEO Statement (must be included on ALL Honorary Awards not approved locally).  

All nominations for awards which require approval of the Army Incentive Awards Board (AIAB) must contain a certification by the nominating commander that the nominee's records have been reviewed and that:

    A.  There are no current Equal Employment Opportunity (EEO) complaints or personal adverse actions pending against the nominee, and no past history of adverse findings in EEO complaints or adverse actions based on performance or conduct, or

    B.  There are no current EEO complaints or personal adverse actions pending against the nominee, and although there is a past adverse finding as a result of an EEO complaint or a past adverse action based on conduct or performance, the nomination is not inconsistent with attainment of EEO and affirmative action goals, and will not reflect adversely on the Department of the Army.

    C.  Nominating officials must review and coordinate each nomination with other appropriate offices and provide a signed statement by the Chief of the Primary Organization including either A or B, above.  This statement will be included with the nomination on ALL award nominations which cannot be approved at the local level.

    D.  Award packages not approved locally will contain three 8" X 10" black and white glossy photographs.
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    E.  All award packages will be forwarded through the appropriate MACOM to the Department of the Army by the CPAC. This includes honorary and monetary award nominations on GS, WG, GM, and SES awards.
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PRESENTATION OFFICIAL FOR AWARDS

Awards will be presented at ceremonies appropriate to the type of recognition earned and presented by the officials specified below.

             TYPE OF AWARDS              

PRESENTATION OFFICIAL

    a.  Decoration of Exceptional      


Commander or as determined 

        Civilian Service               


by higher headquarters

    b.  Meritorious Civilian Service   


Commander or designee

        Award

    c.  AMC/AMCOM Systems Analysis     

Commander or designee

        Award

    d.  Honorary Recognition for       


Commander or designee

        Achievement in Equal Employment

        Opportunity

    e.  Honorary Awards, Public        


Commander or designee

        Service Awards, and Awards by Non-

        Federal organizations

    f.  Certificate of Appreciation    


Commander or designee

        for Patriotic Civilian Service

    g.  Commander's Award for          


Commander or designee

         Civilian Service

    h.  Certificates of Achievement    


Directors/Division Chiefs

    i.  Sick Leave Conservation 

        Awards

        (1) Letters of Appreciation   


Directors/Division Chiefs/

                                       



Supervisors

        (2) 1000-1500 Hours           


Chief of POE

             Certificates

        (3) 2000 Hours and over       


Commander or designee

             Certificates
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             TYPE OF AWARDS           


PRESENTATION OFFICIAL

    j.  Special Achievement (Special

        Act or Service, On-the-Spot Cash) 

        Awards

        (1) $50-$2500                  


Chief of POE or designee

        (2) Over $2500                


Commander or designee

    k.  Performance Awards             


Chief of POE or designee

    l.  Quality Increases              


Chief of POE or designee

    m.  Letters of Commendation        


Immediate Supervisor

          and Appreciation

    n.  Length of Service Awards

        (1) 10 thru 25 years service   


Chief of POE or designee

        (2) 30 thru 50 years service   


Commander or designee

    o.  Army Certificates of           


Chief of POE or designee

         Retirement
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LETTERS OF APPRECIATION AND COMMENDATION

1.  Definitions and requirements.  

     a.  Letters of Commendation are official letters recognizing performance of official duties (or duties related to government service though not necessarily under government control) that are of such quality as to warrant special mention but do not meet criteria for a higher or special-type award.

     b.  Letters of Appreciation are official letters recognizing public service accomplishments which do not relate specifically to the performance of official duties and are performed in such a manner as to warrant special mention.  Examples of the types of accomplishments for which such recognition may be given are bond drive participation, safety achievements, sick leave conservation, and civic and religious participation.

     c.  Originators of these types of recognition may be the immediate supervisor of the employee, the official to whom the employee was responsible during the period covered, or anyone who has first-hand knowledge of the employee's accomplishments.

     d.  Supervisors at all levels will ensure that employees whose accomplishments warrant official recognition by Letters of Commendation and Appreciation are cited in a timely manner.

     e.  Only documents citing employee accomplishments/performance which can be anticipated to affect an employee's official record will be submitted for inclusion in official personnel files (OPF).

2.  Procedures. 

     a.  The originators will prepare and sign a letter of commendation or appreciation to an individual in the Army style (nonmilitary) format and forward the letter to the chief of the individual's Primary Organizational Element (POE) by enclosing it to a brief memorandum.

     b.  The chief of the POE will endorse the memorandum received citing employees of the organization and forward the package, through other supervisory levels as applicable, to the immediate supervisor of the employee for presentation.

     c.  The immediate supervisor will:

         (1)  Receive and endorse the correspondence forwarding a letter of commendation or appreciation to an employee of his/her organization.

         (2)  Present letters of commendation or appreciation and the forwarding correspondence to employees of his/her organization.
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HONORARY AWARDS BY NON-FEDERAL ORGANIZATIONS

1.  General.  At various times during each year, Department of the Army (DA) is given the chance to nominate civilian employees for awards granted by non-Federal organizations to Federal employees who have made outstanding achievements in their Government careers.  HQDA requests nominations upon receipt of announcement from awarding organizations.  However, the standards of competition for each award are similar enough from year-to-year to permit advance planning for nominations.  Accordingly, action will be taken to establish procedures for early consideration of employees who meet awards criteria.  Particular consideration should be given to employees who have been recommended for or have received high-level honorary awards, or who have received exceptional performance ratings.  Employees who have not received exceptional performance ratings, but who meet specific criteria for these awards also may be nominated.  All nominations should include a statement, signed by the nominee, consenting to the release of all facts contained in the nomination.  The Secretary of the Army will be the nominating official for all Army personnel recommended for awards covered in this appendix.  All nominations covered in this appendix will contain the EEO statement.

2.  Arthur S. Fleming Award.

     a.  The Junior Chamber of Commerce of Washington, DC makes this award each year to 10 young men and women, in the Executive Branch of the Government, who have performed outstanding and meritorious work.  The award is made in two categories as follows:

         (1)  Five outstanding young men or women in scientific or technical fields.

         (2)  Five outstanding young men or women in administrative or executive fields.

     b.  Any civilian employee who has not reached his or her 40th birthday before the last day of the year for which a recommendation is submitted is eligible for consideration.  (Commanders are authorized to request a waiver of age eligibility criterion in submitting candidates for consideration by the Army Incentive Awards Board.)

     c.  The general criteria below will be considered in evaluating nominations:

         (1)  Description of specific accomplishment, for which the nominee is primarily responsible, that resulted in a material improvement in service, a substantial financial savings, or significant social or technological progress.  Administrative nominees should have demonstrated exceptional capabilities in any profession (law, personnel, science, etc.).

         (2)  Description of outstanding executive, scientific, or technical ability or outstanding performance, evidenced by the nominee, even though such ability or performance is not necessarily connected with or related to a specific accomplishment or project.  The scientific nominees should 
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be carrying out research "at the bench" themselves.  They may have administrative duties, but should be actively taking part in the research projects under their supervision.

    d.  The Arthur S. Fleming Commission furnishes the official nomination forms.

3.  William A. Jump Memorial Award.

      a.  The William A. Jump Memorial Foundation presents this award each year to one 

Federal Government employee in recognition of:

         (1)  Outstanding service in the field of public administration.

         (2)  Notable contributions to the efficiency and quality of the public service in this field.

      b.  Any Federal Government employee is eligible for consideration for this award:

         (1)  Who is under 37 years of age within the calendar year during which the nomination is submitted.

         (2)  Whose performance over a considerable period of time demonstrates unusual competence and interest in:

            (a)  Public administration.

            (b)  Endowment for leadership.

            (c)  Creative thinking.

            (d)  Close adherence to the basic principles of enlightened public service.

        c.  The term "public administration" should be given the broadest reasonable interpretation covering all aspects of executive administrative direction and supervision and operation of Federal activities.  The term does not include achievements specifically of a scientific or technological nature or of attorneys in the practice of their legal profession.  However, persons who are engaged in such specialized professional fields of work may be eligible for consideration.  Their eligibility must be based on performance that involves general program and policy administration or organizational planning and executive or supervisory responsibility of sufficient administrative 

importance to warrant special recognition.  Public administration includes personnel administration, budgetary and financial administration, administrative analysis, all management and administrative planning activities, and the executive planning and direction of programs.

4.  National Civil Service League Career Service Award.
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     a.  The National Civil Service League makes this award each year to 10 career employees of the Federal Government who exemplify in an outstanding way the best characteristics of the career service.  Selection is made on the basis of demonstrated:

         (1)  Efficiency and achievement of an exceptional level, with sustained superior performance and accomplishments.

         (2)  Character showing the highest order of integrity and devotion to the principles of public service.

         (3)  Service of at least 10 years (including military) with evidence of career progression.

    b.  Nominations will include the following:

        (1)  A summary statement, not more than five pages in length, containing:

            (a)  Justification, in detail, in terms of primary considerations noted as the basis for selection.

            (b)  Human interest factors, especially related to the candidate's career, which would give insight into his or her character.

            (c)  Comments on the candidate's participation in professional, social, and civic activities and organizations.

        (2)  Biographical data (see Appendix N):

           (a)  Name, title, and grade.

           (b)  Organizational location and phone number.

           (c)  Residence address and phone number.

           (d)  Education and degrees.  (Include names of schools.)

           (e)  Length of service.

           (f)  Chronological synopsis of career service progression, showing title and Government organization.

           (g)  Brief statement setting forth in summary the substantive achievements that qualify the candidate for consideration, and indicating the primary reason(s) for submitting the candidate's name.
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        (3)  An 8" X 10" glossy photograph.

    c.  It is desirable, in support of a nomination for an award such as the National Civil 

Service League Career Service Award, that there be evidence of DA recognition of a high order.

    d.  There is no limit to the number of nominations that may be submitted for consideration.

    e.  The major commander concerned will personally endorse each nomination.

5.  Roger W. Jones Award for Executive Leadership.

     a.  The American University presents this award each year to two career executives for the Federal Government.  Selection is made on the basis of demonstrated:

         (1)  Superior leadership that resulted in outstanding organizational achievements.

         (2)  Strong commitment to the effective continuity of government by successfully bringing about the development of managers and executives.

     b.  Nominations will include:

         (1)  A brief biographical sketch, including employment background.

         (2)  A description of the nominee's superior leadership that resulted in outstanding organizational achievement.  These descriptions should make clear the nature and significance of the organizational achievement and the career executive's specific role.

         (3)  A description of the nominee's strong commitment of effective continuity of Government, evidenced by success in bringing about the development of managers and executives.  This description should include information about specific actions taken by the nominee and the results obtained. 

     c.  The major commander concerned will personally endorse each nomination.  There is no limit to the number of nominations that may be submitted.
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PUBLIC SERVICE AWARDS

1.  Definition and requirements.  The awards listed below may be used for recognition of private citizens through the Army Incentive Awards program.  These awards provide honorary recognition of non-Federal civilians for public service-type contributions.

     a.  Presidential Medal of Freedom.  This award, given by the president, may be given to any person who has made an especially meritorious contribution to (1) The security or national interests of the United States, (2) World peace, or (3) Cultural or other significant public or private endeavors.

     b.  Presidential Citizen's Medal.  This award was established to recognize US citizens who have served their country or their fellow citizens in an exemplary way.  The President, at his sole discretion, may bestow this medal on any US citizen.

     c.  Department of Defense Medal for Distinguished Public Service.  This award is signed by the Secretary of Defense.   Nominees will be civilians:  (1) Who do not derive their principal livelihood from Federal Government employment, (2) Who have performed meritorious service of such significance to the Department of the Army (DA) that recognition at Secretary of the Army level is thought insufficient, and (3) Whose service or assistance was performed at considerable personal sacrifice and inconvenience and was motivated by patriotism, good citizenship, and a sense of public responsibility.

    d.  Secretary of Defense Award for Outstanding Public Service.  This is the second highest award presented by the Department of Defense (DoD) to private citizens.  It is presented to those whose contributions, assistance, or support to DoD functions is extensive enough to warrant recognition beyond the DA level but is of a more limited scope or impact than that required for award of the DoD Medal for Distinguished Public Service.

     e.  Decoration of Distinguished Civilian Service.  The Secretary of the Army awards this medal to those who provide distinguished service that makes a substantial contribution to the accomplishment of the Army's mission.

     f.  Outstanding Civilian Service Award.  For outstanding service and contributions in an advisory capacity or as a consultant.

    g.  Commander's Award for Public Service.  For commanders at the activity/installations level who wish to recognize private individuals who make significant contributions to the accomplishment of Army's mission, and who merit recognition above the level of the Certificate of Appreciation for Patriotic Civilian Service.
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    h. Certificate of Patriotic Civilian Service.  For individuals or groups (including business organizations) to recognize patriotic service that contributes to the mission of an Army activity, command staff agency, or contributes to the welfare of Army personnel.

2.  Procedures.

     a.  The immediate supervisor will:

         (1)  Initiate the nomination within 6 months following the act or service covered.

         (2)  Complete blocks 1 through 7 of Incentive Awards Nomination and Approval 

(DA Form 1256).

         (3)  Prepare a nomination package to include the following:

            (a)  A brief biographical sketch (see Appendix M).

            (b)  A proposed citation, 75 to 100 words, in one paragraph form, highlighting the significance of the nominee's achievements.

            (c)  Additional pages containing topical headings as follows:

             1.  Summary of achievement.  This should be stated in specific terms and include dates of achievement.

             2.  Additional details.  In non-technical language, illustrate how nominee was personally responsible.  This should relate to the achievements listed in paragraph above, and be specific as to date(s) of accomplishment(s).

            3.  Benefits.   The specific benefits on improving government operations or separately for the tangible and the intangible benefits.

            4.   Personal qualities.   Give examples of the personal qualities of the nominee that made the achievement possible.

            5.   Other awards received.  A statement describing any other significant awards received.

            6.   Published works.  A list of published works in science, technology, or the humanities.

        (4) Prepare an original and 3 copies of the nomination package.  There is not a requirement to place nominations in binders.
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     b.  The intermediate level supervisors will review nominations, indicate concurrence by initialing DA Form 1256 adjacent to the immediate supervisor's signature in block 7, and forward to the next level of supervision.

    c.  The Chief of the POE will:

        (1)  Review nomination to ensure completion and compliance with governing directives.

        (2)  Forward properly prepared nominations through directorate offices, if applicable, for initialing; the director's office for concurrence (signature on line 2, block 7 of DA Form 1256), and to AMSAM-PT-CP-CSA.

        (3)  Return improperly prepared and disapproved nominations to the initiating element.

    e.  Activity Commanders will approve/recommend approval, as appropriate, of nominations for the awards.
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CALENDAR OF HIGH LEVEL HONORARY AWARDS

DATE DUE
    AWARD
        RECOGNIZING
              ELIGIBLE 
            SPONSOR

IN IA

As Announced
  Presidential Mgt   Outstanding ideas and       Military and civilian
  OPM



  Improvement        achievements that result

  Awards                 in significant benefits 

                                to the government

As Announced
  Congressional       Outstanding efforts or        Military and civilian   Congress 



  Excaliber Award   leadership in problem 

                                                        solving: exceptional                   

                     


        scientific, technical, or 

        administrative achievement;

                                                        superior service to the public;

                                                        ability to overcome obstacles;

                                                        high personal integrity, moral

                                                        character, and courage; and

                                                        unusual degree of imagination 

                                                        and initiative

As Announced
 Congressional
        Exemplary and courteous    Civilian
               OPM

                         Award for               service





                        

                         Exemplary Service

As Announced AMC System
        Noteworthy achievement     AMC military
   AMC



Analysis Award      in support of the operation   and civilian




                    research system analysis





        effort

As Announced
 Black Engineer      Leaders in science,
     Military and civilian  Mobil             



 of the Year
        engineering, and technology
                            Corp &

                                                        are honored for their                                               U.S. Black       

                                                        contributions in government,


    Engineer    

                                                        industry, and academia


                Magazine

As Announced Secretary of the      Outstanding                          Military and civilian  DA

                         Army Awards for   accomplishments   



 Program, Project,   among Army program and 



 Product 
        project managers



 Management

All Year
Decoration for             Outstanding leadership,       DA civilian            DA 

Jan/Aug *
Exceptional Civilian    exceptional achievements,  employees



Service


 or acts of bravery

All Year
DOD Distinguished
Extremely significant 
         Civilian          Secretary of                         

Jan/Aug *
Civilian Service
contributions in scientific                           Defense                                                   

                                                            or other fields 

* Nomination may be submitted at any time, however, those received after June may not be considered for the SA's annual award ceremony.

1 Feb

Outstanding Army
Outstanding

           Civilian
                  DA 



Employee with a 
accomplishments, despite



Disability Award
handicaps

 




28 Feb

DA Achievement in
Outstanding scientific
           DA military and     DA



Research and Dev
engineering achievements     civilian scientists 

                                                            singularly or in groups          or engineers

1 Mar

Outstanding

Outstanding leadership         DA military and      DA



Achievements in
in program development       civilian



Equal Employment

DATE DUE    AWARD
            RECOGNIZING
           ELIGIBLE             SPONSOR

IN IA

1 Apr
           Ten Outstanding         Outstanding work
          AMC military and  AMC


           AMC Personnel of      accomplishments that are      civilian


           The Year
           inspirational to others and 





           contribute to the AMC's 





           overall mission

1 Apr
          Ten Outstanding           Nominee is selected for       Nominee must be     The United


          Young Americans         his/her contribution or         between 21 and 39  States Jaycees





            achievement that is related  but not reach age 40






to his/her chosen field or     before 31 Dec of the






fields, to the                         award year, and must 






State or Nation                     be native born or a 









         naturalized citizen of 









         the US or have applied









         for citizenship before 









         Jan of the award year
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15 Apr
    Outstanding

     Outstanding contributions
   Military and civilian
       DA



    Suggesters of the 
     to the Suggestion Program

                Year

1 May
   Government 
                 Special achievements in        Military and civilian      GEICO


   Employees Insurance    public service in the areas of


   Co. Public Service
     (1) Fire Prevention/Safety,


   Awards (GEICO)
     (2) Traffic Safety/Accident





     Prevention, (3) Physical





     Rehabilitation, and 





     (4) Alcoholism

15 May   E. Karl Bastress 
     Innovative, noteworthy, or
    Military and civilian      ARL


   Award for 

     otherwise exemplary 


   Excellence In 
     leveraging of Army R&D in 

                                                     leveraging the support of 

                                                     Army mission



                             Army R&D Program

30 Jun 
    AMC Dir of Engr 
     Dedication and excellence
    Military and civilian      AMC


    and Housing (DEH)     to DEH mission activities


    Award

30 Jun
    Executive Excellence   Significant contributions 
    SES
                               Senior 


    Awards Program of      to public service and who



       Executives


    The Senior Executive   have improved the image                                             Assoc/Prof


    Association/Profes-
      of the career executive                                                 Dev 


    sional Development      service                                                                          League


    League

15 Jul
    Secretary of Defense    Improve productivity           DOD military and            Secretary 


    Productivity 
     within working areas
  civilian (individual           of Defense


    Excellence Award



              or group)

1 Aug
    Roger W. Jones for
     For executive leadership   
  Civilian

       American 


    Executive Leader-
     which resulted in                                                          University


    ship

                 outstanding organizational






     achievement and success in 





     bringing about the develop-





     ment of managers and 





     executives
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1 Aug
   National Public
   Gov't managers who have 
Military and civilian          National     

               Service Award            made outstanding contribu-



       Academy 


tions on a sustained basis and


       of Public whose career exhibit the                                                 Admin and

highest standards of dedication,                                     American      

ability, and service                                                          Society                       

for PA

DATE DUE   AWARD
     RECOGNIZING                    ELIGIBLE                   SPONSOR

IN IA

30 Aug
           Paul E. Burns 
     Outstanding work, 

    Non supervisory           AMC


           Award

     exemplary and inspirational  GS-1083 AMC 

                                                     to others, contributing 
    Technical Manual

                                                     significantly to the 

    Writer/Editor

                                                     advancement of AMC

                                                     equipment publications

                                                     program

30 Aug
           Excellence in
    Outstanding achievements
    Military and civilian     DA


           Administration     in Administration by Federal





    managers

1 Sep
           SES Presidential  To recognize prolonged,   
    Career Senior 
      OPM


           Rank Awards
    high quality accomplishment  Executives





    by a selected number of 





    career members of the Senior





    Executive Service

30 Sep
           Federal Engineer    Accomplishments of 
    Military and civilian     National 


           of the Year Award  engineers who serve the       engineers

      Society





       Federal Government                                                  of

                                                                                                                                          Prof Engrs

1 Oct
           Secretary of            Exceptional achievements    DA military and           DA


           Army's Annual       in Materiel Acquisition
    civilian


           Award for Out-

                       standing Achieve-




                       ment in Materiel


           Acquisition
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1 Oct
           Arthur Fleming
       Ten awards are presented
      Military and civilian        Jaycees


           Award

       annually; five for outstand-    employees of the 





       ing achievement in scientific  Executive Branch,





       and technical fields, five in    who have not reached





       administrative executive         their 40th birthday before





       fields


       the last day of the year

1 Oct
          President's Award   Significant contribution to      Recipients of the DA       President 


          for Distinguished    government and public 
      Exceptional Civilian        of the


          Federal Civilian      interest


      Service and the DOD       United


          Service




                  Distinguished Civilian     States









      Service Award 

1 Nov
          William A. Jump     For outstanding service           Civilian employees       William   

                      Memorial Award     and notable contributions        under 37                        A. Jump

                                                       in the field of public                                                      Foundation





       administration (does not                                                  





       include achievements 





       specifically of scientific or





       technological nature)

15 Nov
          Frank S. Besson      Outstanding contracting
       Military and civilian   Amer.Def. 


          Mem. Award
      and acquisition achievements


      Preparedness

                                                                                                                                               Assoc.

15 Nov
          Secretary of  
      Outstanding contracting   
        DA military and 
           SECDF 


          Defense Superior    and acquisition achieve-           civilian (individual                      


          Management  
      ments


        or group)

18 Nov
          AMC Civilian
       For outstanding leadership      Civilian employees          AMC


          Personnel Admini-   and technical achievement      in the CPA career 


          stration Award/         of supervisors & employees   field


          William Kushnick     in CPA career program


           Award
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DATE DUE
AWARD
           RECOGNIZING
       ELIGIBLE
       SPONSOR

IN IA

18 Nov

Nick Hoge Award      Personnel who author and   Military and civilian   DA





           summit papers on matters





           relating to Civilian Personnel







           Administration

18 Nov

John W. Macy, Jr.
Excellence in leadership of  Military and civilian  DA



Excellence Award
Army Civilian Personnel

15 Dec

Federal Executive
Major quality and 
           Any individual or      FEB



Board of Quality  
productivity improvement     group



Productivity 
            among agencies throughout



Improvement 
            the St. Louis area

                        Awards


15 Dec

AMC Cost Analysis
Outstanding accomplish-       AMC employees       AMC



Award

            ments in Cost Analysis          (individuals or group)
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APPENDIX S

CIVILIAN/MILITARY AWARDS COMPARABILITY CHART

CIVILIAN/MILITARY AWARDS COMPARABILITY CHART

Civilian Award
          Approval level

   Military award

  Approval level

Decoration for Exceptional   Secretary of the Army    Distinguished Service Medal   DA Chief 

Civilian Service                                                                                                               of Staff

Meritorious Civilian              MACOM commanders   Legion of Merit                    Commanders 

Service Award
                                                                                                             LTG and above


                                                                                                                        depending upon  

                                                                                                                                    purpose of 











            award and rank  

                                                                                                                                    of recipient

Superior Civilian                  Commanders MG and 
  Meritorious Service Medal   Commanders

Service Award                      above and civilian                                                         MG and above

                                              equivalent

Commander's Award for      Commanders COL and 
  Army Commendation Medal  Commanders 

Civilian Service                    above and civilian                                                           COL


                                              equivalent                                                                       and above

Achievement Medal for       Commanders LTC and    Army Achievement Medal     Commanders

Civilian Service
         above and civilian                                                           LTC and above

                                             equivalent

Certificate of Achievement  Local commanders-        Certificate of Achievement     Local       

                                             may be redelegated                                                         Commanders 




         to directors










Notes:

*Also Major General who are MACOM Commanders
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APPENDIX T

AWARDS FOR DEFENSE CIVILIAN INTELLIGENCE PERSONNEL SYSTEM 

EMPLOYEES

1.  General.  The Defense Civilian Intelligence Personnel System (DCIPS) supplements, and in several instances, modifies AR 672-20, Incentive Awards.

2.  Eligibility.  DCIPS employees are eligible for all monetary and honorary awards authorized in AR 672-20.  They may also participate in and benefit from the Army's Suggestion Program and receive Certificates of Service in accordance with local policy.

3.  Policy.  Awards will not be mandated for DCIPS employees based solely on obtainment of any performance rating level.

4.  General Provisions.  The following criteria should be considered when determining whether and how to recognize an employee with a performance-based award:  most recent performance appraisal, prior rating and/or recognition history, position in the career ladder, promotion history and eligibility, present compensation, type of position, level of responsibility, and organizational accomplishments.

5.  Security Requirements.  If classified, an unclassified version or summary will be written to accompany the award when submitted to the servicing Civilian Personnel Advisory Center (CPAC) for processing and retention.  This summary will include notice of where the classified version is maintained.  If it is determined that committee review is necessary for approval of an award, an ad hoc subcommittee, with members who hold the appropriate clearances, may be established.

6.  Documentation of Awards.  Nominations for all awards will specify on the DA Form 1256, block 4, that the employee is in DCIPS.

7.  Goals and Objectives.  Commands that establish goals for the Performance Recognition System that stimulate high quality performance.  Annual recognition of at least 20-30 percent of the DCIPS workforce is encouraged.  Commanders should budget annually for monetary awards (i.e., Exemplary Performance Awards, Performance Awards, Quality Step Increases, and Special Act or Service Awards to include On-the-Spot Cash Awards) to meet this goal.  Expenditure of between one and one-half and two percent (1 1/2% and 2%) of the aggregate payable salaries of DCIPS 

employees in the organization is recommended and will normally fund the workforce recognition goal stated above.

8.  Approval Authority.  Incentive awards committees should not be used to review and make recommendations on monetary performance awards for DCIPS employees unless needed to validate an amount substantially above the guidance provided in the performance award table provided in this appendix.
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9.  DCIPS Award Tables.  In order to promote equity and consistency in the size of monetary awards throughout the Army's intelligence community, the DCIPS Performance Award Table I and the Supplementary Table II are provided in this chapter.  These tables have been structured to assist Commanders in attaining the goals established in paragraph 7.  Table I is not mandatory for determining dollar amounts, but is highly recommended as a guide.  Table II is mandatory.

10.  Special Act or Service Awards (SASA).

       a.  Use of Tables for Computation of Special Act or Service Awards.  AR 762-20, Table 2-1, Contributions with Tangible Benefits, will be used without modification to determine award amounts for performance that resulted in tangible benefits.  Table II of this regulation, Supplementary DCIPS Intangible Benefits Table, will be used in place of AR 672-20, Table 2-2, Scale of Awards Based on Intangible Benefits, for computation of awards based on intangible benefits.

      b.  Guidance on Definitions for Table II.  Supplemental guidance on the application of the definitions for Extent of Application and Benefit of Value is given below to assist in making accurate and equitable determinations.

        (1) Extent of Application.

           (a) Limited:  Primary impact of the benefit is throughout a Headquarters staff element, or small to medium sized installation, activity, or center; or one or more separate offices.  It may have a secondary impact on one other small to medium sized organization as described above.

           (b) Extended:  Primary impact is throughout a MACOM Headquarters; throughout a large subordinate command; throughout several small to medium subordinate commands or activities; or primarily on a major subordinate command and secondarily on another MACOM or major element of a DOD Intelligence component, DIA, CIA, or NSA.

           (c) Broad:  Primary impact is on function, mission, personnel of an entire MACOM or on a major element of a DOD Intelligence component, DIA, CIA, NSA; or primarily throughout a MACOM and secondarily throughout either several other MACOMs or DA, DIA, NSA, or CIA.

           (d)  General:  Primary impact is on function, mission, personnel of two or more MACOMs or equivalents, or on DA, NSA, DIA, or CIA; functions, missions, or personnel that effect either two or more MACOMs and/or several major elements of DIA, CIA, NSA, etc.

        (2) Value of Benefit.  Recommended dollar amounts for SASA based on intangible benefits are normally proportionally less than the dollar amounts granted for a Performance Award for the same grade and level of overall performance.  The Performance Award recognizes performance over an entire rating period and an entire job whereas a SASA often recognizes a singular accomplishment that may be only part of a job and as such would have a proportionally smaller contribution.  Once the appropriate level from the Extent of Application axis is chosen, the 

AMCOMR 690-16 (APPENDIX T CONTINUED)

appropriate Value of Benefit level can be better determined, keeping in mind dollar amounts of comparable Performance Awards.

    c.  Nominating Procedures for SASA.  The nominating supervisor will prepare a written justification in accordance with AMCOMR 90-16.  For awards based on intangible benefits, the justification will discuss the Value of Benefit and the Extent of Application chosen.

11.  Performance Awards.

       a.  Eligibility.  Employees who receive either a Highly or an Exceptional rating of record for the most recent rating period are eligible for a Performance Award.  Employees receiving a Fully Successful rating for the most recent rating period are eligible if at least one critical or noncritical element is exceeded.

      b.  Computation.  Table I will be considered in the determination of appropriate performance award amounts for DCIPS employees.  Awards should normally only be approved for the amounts within the ranges specified for the appropriate grade and rating on the table.  Deviations may be made by Commanders and by managers with delegated authority to approve monetary awards.

12.  Exemplary Performance Award (EPA).

       a.  An EPA is an increase in basic pay equivalent to two Quality Step Increases (QSIs).  It recognizes DCIPS employees whose continued exemplary performance far exceeds the standards expected for their assigned grade level and whose documented annual performance is rated Exceptional for at least three consecutive years.  It may also be jointly used as a retention incentive when all other requirements are met.  The employee to be awarded must have been at the same grade for the last 3 years.  Temporary promotions during that period will not be counted against this requirement.

       b.  An EPA may be granted even when the employee's pay rate is already at the 9th or 10th step or equivalent.  In these cases, the employee's pay will be fixed at a rate equivalent to the size of a two-step increase.  The maximum payable rate of the GS schedule (i.e., the pay cap), however, may not be exceeded.  An EPA may not be awarded when it would increase a salary past the equivalent of the 12th step in the grade.

       c.  Commanders may approve this award and may further redelegate approval authority to subordinates who exercise full budget authority.

       d.  Approving officials will consider their overall personnel management budget and their established goals for monetary Performance Award expenditure when approving EPAs.  Approving officials should note that long-term effect of the awards on future personnel budgets.

    e.  The EPA will be supported solely by three consecutive Civilian Personnel Performance Ratings, DA Form 5398-R, Parts I-VII, or predecessors, documenting the current and two 
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preceding Exceptional annual performance appraisals.  These forms will be attached to DA Form 1256, Incentive Award Nomination and Approval.

13.  Quality Step Increase (QSI).  DCIPS establishes no restrictions for granting the QSI other than the requirement for an Exceptional performance rating level as the basis for the award and immediate availability of funds.  Like the EPA, the QSI affects basic pay and has more long-term budgetary effect than most performance awards.

14.  Honorary awards and Other Recognition.  Honorary awards are effective alternatives to monetary awards for recognition of performance.  Commanders should review their approval of awards based on performance to ensure a reasonable ration of monetary to honorary awards (e.g., 4:1).  Managers and supervisors are encouraged to consider DCIPS employees for all Intelligence Community, Army Command, and locally sponsored awards for which they are eligible.  Specific guidelines on submission, documentation required, and level of approval vary for each type of award.  These guidelines are outlined in Appendix L. Format is at Appendix M.

15.  Special Intelligence Awards.

       a.  Intelligence Community Awards.  The Intelligence Community Awards are administered by the Central Intelligence Agency and provide honor and merit awards for exceptional service on behalf of the United States Intelligence Community.  Detailed information on each of these awards can be found in the applicable Director of Central Intelligence Directive and implementing procedures.  In brief, the Intelligence Community Awards are:

        (1) National Intelligence Distinguished Service Medal (NIDSM) in recognition of distinguished meritorious service or achievement in duty of great responsibility which benefits the interests of the United States and constitutes a major contribution to the foreign intelligence mission of the Intelligence Community.

        (2) National Intelligence Medal of Merit (NIMOM) in recognition of especially meritorious conduct in the performance of outstanding service by a member of the Intelligence Community which relates directly to the Intelligence Community's mission to provide the intelligence required for national security policy determinations.

        (3) National Intelligence Certificate of Distinction (NICD) in recognition of sustained superior performance of duty of high value by a member of the Intelligence Community or for a significant single act of special merit.

        (4) National Intelligence Meritorious Unit Citation (NIMUC) in recognition of a collective performance of a unit or group that has resulted in accomplishments of a clearly superior nature and of significant benefit to the Intelligence Community.
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    b.  Exceptional Collector National HUMINT Award Program in recognition of exceptional performance in support of national security objectives in any department or agency which provides information to the Intelligence Community.

DCIPS TABLE I:  DCIPS PERFORMANCE AWARD AMOUNTS.

It is recommended that Performance Award amounts for DCIPS employees be derived from this table.  It has been structured to produce an award equivalent to approximately 4 to 7 percent of an employee's salary if rated Exceptional, a 2 to 4 percent increase if rated Highly Successful and a 1 to 2 percent increase if rated Fully Successful.  This table will be updated periodically to reflect comparability increases to the General Schedule.

CAREER PATH/GRADE BAND

                            HIGHLY              
           FULLY

                            EXCEPTIONAL   
           SUCCESSFUL   
SUCCESSFUL*

PROFESSIONAL/

ADMINISTRATIVE

16, 17, 18             $2,850 - 6,540  

$1,425 - 3,650 
 $700 - 1,800

14-15                   $2,050 - 4,225  

$1,025 - 2,400  
 $525 - 1,175

10-13                   $1,100 - 3,050 

$550 - 1,725  
             $300 - 850

05-09                   $675 - 1,775  

$325 - 975  

 $300 - 475

TECHNICIAN

10-13                   $1,100 - 3,050  

$550 - 1,725  
             $300 - 850

05-09                   $675 - 1,775  

$325 - 975  

 $300 - 475

01-04                   $452 - 1,050  

$250 - 575  

 $250 - 275

CLERICAL

05-09                   $675 - 1,775  

$325 - 975  

$300 - 475

01-04                   $452 - 1,050  

$250 - 575  

$250 - 275

*Must exceed at least one element (either critical or noncritical) to be eligible for a Performance Award (see 11a).
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NOTE:  AR 672-20 prohibits the granting of Performance Awards to minimally acceptable and unsatisfactory employees.
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                        DCIPS TABLE II

          SUPPLEMENTAL DCIPS INTANBIGLE BENEFITS TABLE

THIS CHART COULD NOT BE INCLUDED IN THE MDIS DATABASE.  PLEASE 

CONTACT THE PROPONENT OFFICE FOR FURTHER INFORMATION.
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TIME OFF AWARD

1.  General.  A Time off Award (TOA) is an excused absence granted to an employee without charge to leave or loss of pay.

2.  Procedures.

     a.  The Immediate Supervisor will:

         (1)  Initiate the nomination on DA Form 1256, Incentive Award Nomination and Approval and sign on the first line of block 7.  

         (2)  Recommend the amount of time off to be granted.  Employees may be granted up to 80 hours of time off during a leave year.  The leave year begins the first full pay period in January of each year.

             (a)  The TOA may be granted in amounts up to 40 hours for a single contribution.  The TOA must be scheduled by the employee on an SF 71, Application for Leave; and used within 1 year of the approval date (line 12, DA Form 1256).  The entire amount does not have to be used at one time. The TOA does not convert to a cash payment under any circumstances.  The TOA will be given in increments of no less than one hour and must be recommended by the employee's immediate supervisor.  The TOA cannot be given by other than the employee's parent organization.

             (b)  Contributions must directly support the Army mission and result in benefits to the government similar to Special Act or Service Awards.  The extent of the contribution to the Army mission will be considered when determining the amount of time off that is approved.

             (c)  In the case of part-time employees or employees with uncommon tours of duty, the maximum time off during the leave year will be the average number of work hours in the employee's biweekly scheduled tour of duty.  The maximum amount of time off granted for a single contribution for part-time or uncommon tour employees will be one-half the maximum amount of time that could be granted in the leave year for the employee.

         (3)  Assure that the act or service being cited has not served wholly or in part as the basis for a previous superior accomplishment award.

         (4)  Assure that no employee is nominated for more than 80 hours during a leave year.

     b.  The Chief of Each Primary Organizational Element (POE) will:

         (1)  Assure that there is a balanced and prudent use of the TOA.
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         (2)  Approve or disapprove the award within 30 calendar days following the end of the act covered, and sign in block 12 of the DA Form 1256.

         (3)  Assure the approving official is at least one level above the level of the nominating official and has been delegated approval authority for the amount of the award.

         (4)  Return disapproved nomination to the initiating supervisor with reasons for unfavorable consideration clearly stated.

         (5)  Assure that the designated administrative support employee responsible for processing monetary awards for the organization prepares a Request for Personnel Action (RPA), Standard Form 52, for the award.  Justification for the award must be summarized in the notepad section of the RPA.  The RPA will be submitted directly to the South Central Civilian Personnel Operations Center (SCCPOC) for processing.

         (6)  Assure that documentation for awards are maintained by the organization for at least 2 years.  Documentation should include the DA Form 1256 with attachments. A copy of the RPA submitted to the SCCPOC for processing may be required on designated actions.

     c.  The Civilian Personnel Officer will:

         (1)  Provide positive leadership and qualified staff to support the incentive awards program.

         (2)  Provide incentive awards training.

         (3)  Provide guidance and assistance to supervisors and managers.

3.  Approval Authority.

     a.  Major commanders may approve cash awards (individual and group) up to and including $10,000.

     b.  Major commanders may redelegate all or a portion of this approval Authority to subordinate commands or activities.  The US Army Aviation and Missile Command (AMCOM) approval authority has been delegated as follows:

          Commanding General


$7,500


          Deputy to Commanding General
$5,000

          AMCOM POEs



$3,500

          Director, AMRDEC based on 

          Laboratory Demonstration      

$10,000

          Other than Lab Demo employees 
$3,500
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FORMAT FOR TIME OFF AWARD (TOA)

1.  Short description of the employee's achievement and the resulting benefits to the Army's mission.

2.  Period of time covered in the achievement.

    From       (date)         To          (date)

3.  Description of tangible or intangible benefits using Table 7-1 and 7-2 in US Army Regulation (AR) 672-20.  The award amount will then be converted to time off using the employee's hourly rate of pay effective the date of the approving official's signature.

4.  A statement regarding previous awards (statement should read "Mr./Ms. has not been recognized in whole or in part with a previous cash award for this achievement.")

5.  Example of figuring length of time off:

     Based on intangible benefits of substantial value with extended application, according to Table 7-2, AR 672-20 the recommended monetary award would be $250-$500.  If the supervisor considers the employee contribution to be $400 and the employee is a GS-6, step 4:

     Salary GS-6/4:  $21,684 divided by 2087 hours = hourly rate of $10.39.

     $400 divided by $10.39 per hour is 38.5 hours or rounded 39 hours.

     Thus:  The employee would be awarded 39 hours for the MA.

6.  (name of employee) has been nominated for  ___ hours for TOA this current leave year.

                             Supervisor's signature
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GLOSSARY

Terms

Primary Organizational Elements - Chiefs of primary organizational elements for the purpose of this regulation, are as follows:

    a.  AMCOM:  Chief of Staff Offices, Project Managers, Special Management Office Managers, Directors of Directorates, Commander of Redstone Arsenal Support Activity.

    b.  PEO:  Program Executive Officers and Product/Project Managers

    c.  USAOMEMS:  As directed by the Commandant

    d.  MEDDAC:  Commander

    e.  DENTAC:  Commander

    f.  USASMDC:  Deputy Commander

    g.  USA MILAN ARMY AMMUNITION PLANT:  Commander
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