        CHAPTER 12  

    

         INCENTIVE AWARDS 

(Ref. CFR: Title 5, Part 451; DOD CPM Chapter 400.451; 

AR 672-20; DA-PAM 672-20)
The performance appraisal can affect employees in a number of ways – both positive and negative.   The supervisor is responsible for taking appropriate action based on the employee’s rating.  The incentive Awards program allows for recognition and encouragement of outstanding performance.  The program allows the supervisor to demonstrate the high value that is placed on superior performance and achievement.   

Recognizing employees with incentive awards is probably the most flexible management tool available to the supervisor.  Public recognition of superior ideas and outstanding individual and group performance helps improve morale.  It also helps to build and maintain a highly motivated and productive organization.  Employees will perceive that new ideas are welcomed and that high performance is rewarded. There are four  categories of recognition: monetary, honorary, time-off, and length of service.  All can serve as motivation to the recipients and other employees.  Effective use of awards requires consideration of the nature of the contribution and the needs and interests of the employees.  While it might be more appropriate to grant an honorary award to an individual for long and distinguished service, cash recognition might be considered appropriate for individual sustained superior job performance or for an individual or a group of employees who have produced an excellent product or completed a complex assignment in an outstanding way.  The granting of awards should be considered judiciously by supervisors especially in the area of performance awards, in order to avoid giving the impression that it is an employee entitlement. Awards should only be granted where fully deserved, to those who meet the criteria, and with full explanation as to the accomplishments being recognized.  By doing so, confidence in the value and integrity of awards granted in the organization will be maintained.

Supervisory Responsibilities
Supervisor’s responsibilities include: (1) promptly recognizing and rewarding superior performance, achievements, special acts and/or suggestions;  (2) the use of honorary and monetary recognition when warranted;  (3) to endorse and support the Incentive Awards Program.  

Monetary Awards

Suggestion Award 

A Suggestion Award is a cash award given to an individual or to a group for an idea on how to accomplish a job better, faster or cheaper; to simplify or improve operations, 
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methods, procedures, layouts or organization; to increase individual or group productivity or manpower utilization; to conserve materials or property; to promote health or improve working conditions, or substantially reduce the likelihood of serious accidents; or to improve the morale.  An adopted suggestion is a suggestion that has actually been installed or for which authoritative official action has been taken which indicates adoption and guarantees implementation in the immediate future.  

On-the-Spot Award

An On-the-Spot (OTS) cash award is a small Special Act or Service Award which may be given by a supervisor for the day to day accomplishments or for an unusual one time achievement of subordinate employees.  An OTS Award provides for the cash payments of $25 to $250.

Special Act or Service Award

A Special Act or Service Award is a cash award used to recognize short-term accomplishments, meritorious personnel efforts, acts, service, scientific or other achievements accomplished within or outside the assigned job responsibilities.   The act, service or achievement must result in either tangible or intangible benefits to the government.   This award is also appropriate to recognize performance that has exceeded job requirements as a one-time occurrence.

Quality Step Increase

A Quality Step Increase (QSI) is an additional within-grade pay increase given to General Schedule (GS) employees.  A QSI is given to employees who have performed all job elements in an exceptional manner for at least 12 months and who are expected to continue at the same or higher level to justify the continuing cost of the QSI in future years. A current “Success level 1”  performance appraisal is required as justification for a QSI, which should be awarded within 30 days following the issuance of the appraisal.  An employee may not receive more than one QSI in any 52-week period.  An employee may not receive a QSI if the employee has received a Performance Award based in whole or in part on the performance being recommended for recognition. The QSI will not change the effective date of the employee's normal with-in-grade pay increase except when the receipt of a QSI places the employee in the 4th or 7th step of a grade, then the waiting period for a regular with-in-grade pay increase is extended by 52 weeks. Wage grade employees are not eligible for QSI’s. 

Performance Award

A Performance Award is a monetary award that may be given to employees who have exceeded the minimum requirements for a “Success level 3” performance appraisal.  The appraisal serves as justification for a performance award, which should be granted within 30 days following the approval of the appraisal.  This award is given in recognition of high level performance for a specific rating period.  Monetary performance awards are computed as a percentage of pay with a maximum award of 10 percent of the employee’s 

base pay.  Unusually exceptional employees may receive awards up to 20 percent, if 
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approved by the major commander.  Depending upon local policies and budget 

procedures, the supervisor may also need to work with an installation Incentive Awards Committee when submitting a nomination for a cash award. 

Honorary Awards 

Honorary Awards are non-monetary awards generally used to recognize extended periods of distinguished service.  There are numerous kinds of Federal, non-Federal and public-sector honorary awards.  Some of the most commonly used Federal Honorary Awards are listed below: 

Certificate of Appreciation – This award is used to recognize accomplishments of employees when a monetary or higher level honorary award is not appropriate. The Certificate of Appreciation may be granted by local commanders or other locally authorized individuals. 

Certificate of Achievement – A Certificate of Achievement recognizes employees who have performed in a commendable manner.  Nominees will have accomplished assigned duties in a commendable manner, demonstrating skill and initiative in devising and improving work methods and procedures; significantly affected employee’s morale resulting in improved work performance and esprit de corps; and by personal diligence or initiative.  Nominations will be initiated by the immediate supervisor, concurred on by higher levels of supervision and approved by the director or comparable agency official. 

Civilian Award for Humanitarian Service – The Civilian Award for Humanitarian Service recognizes individuals who have distinguished themselves by meritorious direct “hands-on” participation in an act or operation of a humanitarian nature directly to an individual or group of individuals.  Any commander at the MACOM level or higher may approve this award.  Documentation must provide evidence which substantiates on-site participation in a humanitarian act or operation.  Nominations should cover a period of service during which the individual performed significant humanitarian actions, deeds or achievements.  


Certificate of Appreciation for Patriotic Civilian Service – The Certificate of Appreciation for Patriotic Civilian Service recognizes patriotic civilian service.  This award may be used to recognize civilian employees for community service that reflects favorably on an Army activity or installation.   This award may be granted by the Secretary of the Army or by any commander (Lieutenant Colonel and above.

Achievement Medal for Civilian Service (military equivalent: Army Achievement Medal) – The Achievement Medal for Civilian Service is the fifth highest Department of the Army honorary award and may be granted by any Commander (Lieutenant Colonel and above) or civilian equivalent.  Nominations for this award must cover either a period of sustained superior service or a level of achievement sufficient to warrant this recognition or both. 
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Commander’s Award for Civilian Service (military equivalent: Army Commendation Medal) – The Commander’s Award for Civilian Service is the fourth highest Department of Army honorary award.  With the exception of nominations for bravery, this award will reflect demonstrated initiative and skill in devising new or improved equipment, work methods; leadership in performing assigned duties; rendered professional or public relations service which resulted in considerable favorable publicity in the local area.  This award may be given by any commander (Colonel or above) or civilian equivalent. 

Superior Civilian Service Award (military equivalent: Meritorious Service Medal) - The Superior Civilian Service Award is the third highest Department of Army honorary award.  With the exception of nominations for bravery, nominations for this award will reflect superior service or achievement or heroism of a lesser degree than that recognized by the Meritorious Civilian Service Award.  This award may be granted by any Commander (Major General and above) or civilian equivalent.  

Meritorious Civilian Service Award (military equivalent: Legion of Merit) – The Meritorious Civilian Service Award is the second highest Department of Army honorary award.  Nominees for this award must have established a pattern of excellence, normally demonstrated by the receipt of lower level awards, except nominations for courage and competence in an emergency.  This award may be granted by the Secretary of the Army or a major commander. 

Decoration for Exceptional Civilian Service (military equivalent: Distinguished Service Medal) – the Decoration for Exceptional Civilian Service is the highest Department of the Army honorary award and is granted by the Secretary of the Army.  With the exception of nominations for bravery, nominees for this award must have established a pattern of excellence and achievement which normally have been recognized by previous honorary awards up to and including the Meritorious Civilian Service Award. 

Time Off Award 

Employees may be granted up to 80 hours of time off during a leave year without charge to leave or loss of pay, as an award for achievements or performance contributing to the Army mission. The TOA may be used alone or in combination with monetary or non-monetary awards.  All Army civilian employees paid from appropriated funds and direct hire foreign nationals are eligible for consideration.  Employees' contributions must directly support the Army mission or result in benefits to the Government. The extent of the employee's contribution will be considered when determining the amount of time off that is approved. Table 7-3 of AR 672-20 should be used to determine the amount of time off, if in excess of one day. The TOA may be granted in amounts up to 40 hours for a single contribution and up to 80 hours in a one-year period. The award must be scheduled and used within one year of the approval date. 
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Length of Service Awards 
Civilian employees are recognized for satisfactory completion of Federal service including military service for each 5 year period from 10 to 50 years.  Emblems and certificates are presented for each period in recognition of long and faithful service.  

QUESTIONS AND ANSWERS 

Q:  What is the first step in recognizing an employee? 

A:  Informal recognition of an employee, such as “thanks for a job well done” is a quick, easy and effective way to show appreciation of an employee’s performance.  This form of recognition should be used whenever warranted by the employee’s performance and during the mid-year performance review. 

Q:  When is an honorary award more suitable than a cash award? 

A:  Higher level honorary awards are generally used to recognize extended periods of distinguished service.  

Q:  Can monetary awards be granted to employees who use very little or no sick leave?  

A:  No.  Granting incentive awards for nonuse of sick leave is considered inappropriate and not in keeping with the intent of the government Employees’ Incentive Awards Act. The Comptroller General has ruled that sick leave is a statutory entitlement available to government employees and therefore, cash incentives for its nonuse are improper.  

Q:  Who can nominate an employee for a Performance Award?  

A:  The rating supervisor is responsible for submitting award nominations through the approving official for concurrence.  Performance Awards are up to the supervisor’s discretion and are not mandatory. 

Q:  When is it inappropriate to give a Performance Award? 

A:  It is inappropriate to give an Performance Award when the award is prompted by a departing supervisor or employee; or when prompted by the fact that the employee is currently at a pay rate subject to legal limitations.
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Q:  What is the difference between a Performance Award and a Special Act or Service Award?

A:  A Performance Award is suitable to recognize high-level performance for a specific rating period.  A Special Act or Service Award is suitable to recognize a short term accomplishment and whenever benefits are identified.  

Q:  When should I recommend an employee for a Performance Award and when is a Quality Step Increase (QSI) appropriate? 

A:  At the conclusion of the annual performance rating period, since this award must be based on the employees’ annual performance appraisal.  Consider the Performance Award when the employee has performed one or more major job elements in a superior manner.  The QSI is appropriate for a General Schedule employee who performed all job elements in an exceptional manner for at least 12 months and is expected to continue at the same or higher level. 

Q:  What are the eligibility requirements for a QSI? 

A:  Employees must have a “Successful level 1” performance rating for the current rating period in order to be eligible for a QSI. 

Q:  When is it inappropriate to award a QSI?  

A:  A QSI is not appropriate when the employee is near retirement; when the employee is transferring outside the agency; or when the employee has received a monetary award that was based in whole or part on the period of service currently being recognized; 

Q:  When is a Special Act or Service Award inappropriate?

A:  A Special Act or Service Award is not to be used to compensate employees for things like pay caps, high cost of living or as a retirement or transfer gift. 

Q:  What is a Special Act Group Award? 

A:  A Special Act Group Award is the same as a Special Act or Service Award except that it recognizes a group of employees whose achievement was the result of a group effort.
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Q:  What is the difference between an Special Act and an On-the-Spot Award? 

A:  There are two primary differences between the Special Act Award and the On-the-Spot Award.  Special Act Awards are normally limited to a percentage of the tangible or intangible benefits derived from the employee’s contribution, where the On-the-Spot Award is limited to a range of $25 - $250.   There is and certificate awarded with a Special Act Award where there is no certificate associated with the On-the-Spot Award.

Q:  What is the maximum amount of time off that can be approved with a Time Off Award? 

A:  Time Off Awards are limited to a maximum of 40 hours for a single achievement and employees may be awarded no more than 80 hours of time off per year.  

Q:   Can Time Off Awards be exchanged for cash? 

A:  OPM regulations prohibit conversion of Time Off Awards to cash under any circumstances.  

Q:  Does a Time Off Award impact on use or lose leave?  

A:  If an employee is in a use or lose status and their workload is such that a Time Off Award would create additional workload or scheduling problems, it would not be wise to issue a Time Off Award.  In situations like this it may be more appropriate to consider a Special Act or an On-the-Spot Award.  Time Off Awards must be scheduled and used within one year of the approval date. 

Q:  How are Monetary Awards funded? 

A:   Every organization is responsible to budget for the cost of monetary awards in the annual budget.  Normally the figure used is a percentage of the total salary cost for the organization.  
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