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	REPLY TO

ATTENTION OF
	Department of the Army

headquarters western region 

united states army cadet command

Box339500

Fort lewis, wa  98433-9500


	 


ATOW-PA (672-20b)
1 June 2003

MEMORANDUM FOR Western Region Brigades and Universities

SUBJECT:  Civilian Incentive Awards Board (MOI)

1.  References:

     a.  FL Regulation 690-6, 10 Jun 98, Civilian Personnel Incentive Awards

     b.  AR 672-20, 29 Jan 99, Incentive Awards

2.  Purpose:  To maintain continuity of procedures for the Western Region Civilian Incentive Awards Board.

3.  Scope:  Applies to all subordinate headquarters and Western Region staff.

4.  Responsibilities:

     a.  Commander:  The Commander serves as the approving official for all incentive awards.

     b.  Incentive Awards Board (IAB):  The IAB will meet, at a minimum of, every other month to review civilian incentive award nominations and make award recommendations to the Commander.  The IAB will also meet quarterly to review employee of the quarter nominations.

     c.  President of IAB:  The President of the IAB conducts IAB meetings and compiles statistical information for the Commander.

     d.  Civilian Personnel Manager/Recorder:  The Civilian Personnel Manager is the IAB recorder and/or oversees the IAB.  The Civilian Personnel Manager ensures adherence to referenced regulations.  The Civilian Personnel Manager processes all incentive award nominations IAW AR 672-20 and FL Reg 690-6 and forwards all final award nominations to the Civilian Personnel Operations Center (CPOC) for processing and inclusion into the individual’ Official Personnel File.  It is also the responsibility of the Civilian Personnel Manager to manage the overall civilian award budget. 


e.  Civilian Personnel Advisory Center (CPAC):  Will provide guidance and assistance when needed.
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f.  Civilian Personnel Operations Center (CPOC):  Will review and process final award nominations.  CPOC will ensure that actions are forwarded to Civilian Payroll.  CPOC maintains records of awards in the individual’s Official Personnel File.

5.  IAB Membership:

     a.  AR 672-20 states "committees should include key persons from the major elements of the activity who have knowledge of the activity and its mission, and who are objective, demonstrate good judgment, and enjoy the confidence of the workforce at large."  

     b.  The Western Region IAB consists of a President, who is an officer appointed by the Commander, two civilian employees (one Senior System Employee and one Base System Employee) and the recorder.  

     c.  Membership rotates at the beginning of each calendar year.  If any member of the IAB should depart in the middle of the year, a replacement is appointed.  The Region Commander will sign the duty appointment memorandum.

6.  IAB Budget:

     a.  The IAB distributes the civilian incentive awards budget proportionately throughout the year between the base system employees (GS8 and below) and the senior system employees (GS9 and above).  It is the responsibility of the Civilian Personnel Manager to ensure that the IAB stays within the overall civilian awards budget.

     b.  Given the civilian award's budget, reserve $2,000 for Employee of the Quarter award nominations, as well as an estimated dollar amount for Special Act/Service awards.  To determine the cash award budget for the IAB, subtract these two amounts from the overall award budget.

7.  IAB Evaluates Base System Employees Award Nominations:

     a.  Evaluate each award nomination based on the performance evaluation.  Assess points based on the individual's "Overall Performance Level" and specific significant contributions identified in the performance evaluation, and the memorandum for award justification.  Develop an Order of Merit List (OML) based on total points.  
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b.  Assess Points as follows:

Category
Points
Overall Performance Level
"1" = 3 pts






"2" = 2 pts






"3, 4,or 5" = 1 pt

Significant, Specific, Objective, and or Accomplishments:  1 point each remark

8.  IAB Evaluates Senior System Employees Award Nominations:

     a.  Senior System Employees (GS9 and above):  Evaluate each award nomination based on the performance evaluation.  Assess points based on "Overall Performance Level" rating and specific significant contributions identified in the performance evaluation, and the memorandum for award justification.  Develop an Order of Merit List (OML) based on total points.

     b.  Assess points as follows:

Category
Points
Overall Performance Level
"1" = 3 pts






"2" = 2 pts






"3, 4,or 5" = 1 pt

Significant, Specific, Objective, and or Accomplishments:  1 point each remark

9.  Criteria for Awards:  

     a.  Base System Employees:  Base the type of award given on the total number of points received from the IAB: 

Points

Award

9
Quality Step Increase


8
Sustained Superior Performance Award ($1,000)


7
Sustained Superior Performance Award ($750)


6
Sustained Superior Performance Award ($500)


5
Achievement Medal for Civilian Service and 16 hrs Time-Off Award


4
Certificate of Achievement and 8 hrs Time-Off Award
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b.  Senior System Employees:  Base the type of award given on the total number of points received from the IAB:

Points
Award

9
Quality Step Increase


8
Sustained Superior Performance Award ($1,000)


7
Sustained Superior Performance Award ($750)


6
Sustained Superior Performance Award ($500)


5
Achievement Medal for Civilian Service and 16 hrs Time-Off Award


4
Certificate of Achievement and 8 hrs Time-Off Award


c.  All monetary awards are subject to availability of funds.  Determine the Quality Step Increase Awards by previous award history and regulatory guidance.  Determine honorary awards by previous award history and regulatory guidance.

10.  Point of contact is Earl D. Kolb at (253) 967-4511, DSN 357-4511.

FOR THE COMMANDER:


//Original Signed//


ROBERTA A. ANTRY



LTC, AG



Chief, Pers & Admin Division

Duties of the Civilian Personnel Manager/Recorder;

- Prepare the IAB Member Packets

- Types the final Board Minutes

- Types the Cdr Signature block on all award nomination forms (DA Form 7222 or 7223)

- Prepares certificates for all awardees (DA Form 2443)

- Prepares Request for Personnel Actions (RPA) thru the Modern System, so that they are posted to the employees Official Personnel File.

- Fwd copy of approved minutes to Region RM Div (Sharon Tillman)

- File the approved board minutes w/ copy of Award packet, w/Award Cert, and RPA on each individual.

- File copy of Award packet, w/Award Cert, and RPA in individuals file.

- Fwd the original Award Cert and RPA on each individual to their  Bde, the Bde will send to the individual within their Bde.

Copies made total-

Original and 3 copies, one for each Board Member Packet (DA Form 7223 or 7222)

Original Award Cert and 2 copies

Approved DA Form 7223 or 7222 and two copies

RPA original to File, 3 copies, 1-Award File 1-Individual File 1-To individual

AWARD FILE

Copy Cert

Original DA 7223 or 7222

Ltr Justification

Other documents if attached.

Copy RPA

ORDER OF SEQUENCE Employee of the Quarter File

RPA FILE


RPA (Original)


Copy of Letter from Region Cdr


Copy Cert


Copy of DA 1256 w/Justification attached

SMIF


Copy Cert


Copy of DA 1256 w/Justification attached


Copy of Letter from Region Cdr


Copy RPA

TO INDIVIDUAL


Letter from Region Cdr (Original)


Certificate (Original)

Copy of DA 1256 w/Justification attached

Copy RPA

AWARDS FILE


Copy Cert


DA 1256 w/Justification attached (Original)


Copy of Letter from Region Cdr


Copy RPA
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