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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 Supervisors of Civilian Personnel

SUBJECT:  Civilian Incentive Award Tips

1.  PURPOSE.  To provide helpful tips to supervisors when preparing civilian performance award nominations.

2.  REFERENCES.


a.  AR 672-20, Incentive Awards


b.  FL 690-6, Incentive Awards


c.  DA Pam 672-5, A Supervisor’s Guide to the Incentive Awards Program


d.  Western Region Memo dated 1 Jun 03, Subject: Civilian Incentive Awards Board


e..  AR 690-400, Chapter 4302, Total Army Personnel Evaluation System

3.  FACTS.  


a.  As outlined in Western Region Memo dated 2 Apr 01, SUBJECT: Civilian Incentive Awards Board, the Western Region Civilian Incentive Awards Board (IAB) uses a point system to determine what type of award is appropriate.  The IAB awards points based on significant contributions that improve the economy and efficiency of government operations.  Significant contributions must exceed the official job description and should show “cause and effect”.  For example, a significant contribution is when an employee does something outside of their job description and this causes the government, to include his or her own work area, to be better or more efficient.  It is the responsibility of the supervisor to articulate this to the IAB through the award packet.  The following is a list of tips for supervisors in preparing award nominations and evaluations as award nominations:



(1)  Do not dwell on personality traits by the excessive use of superlatives, but rather concentrate on, and describe fully the achievement(s) of the nominee.  Emphasize results achieved that are beyond performance standards.
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(2)  Do not gloss over, or talk around the employee's contributions but give examples, critical incidents, facts, figures, time lines, pressures, risks, obstacles, problems, or difficulties.  For example, instead of using this simple bullet statement, “Puts cadet’s interests over his own”, give examples of when this happened, how it happened, why it happened and how it effected the mission.  



(3)  Quantify whenever possible.



(4)  Describe what the situation was prior to and at the time of the employee's contribution, indicate what it might have become without the contribution, and then document what it did become as a result of the contribution.



(5)  Indicate the extent of contact and the level(s) of those with whom contact was necessary to accomplish the performance.



(6)  Describe the extent of impact of the contribution in terms of its effects within the immediate office or unit, major component, agency, or beyond.



(7)  Describe the value of the contribution in terms of whether it was a slight modification of an operating principle or procedure, a substantial or complete revision, or initiation of a new or major principle or procedure.


b.  While all of these factors may not apply and therefore be addressed, the intention is to assist the supervisor in preparing the nomination and in explaining and justifying the award recommended to the reviewing and approving official.


c.  Point of contact is Earl Kolb at (253) 967-4511 or DSN 357-4511.


//Original Signed//


ROBERTA A. ANTRY 


LTC, AG


Chief, P&A Division
MEMORANDUM FOR Supervisors of Civilian Personnel

SUBJECT:  Supervisors Roles When Preparing Civilian Award Nominations

1.  Reference DA Pam 672-5, A Supervisor's Guide to the Incentive Award's Program

2.  Prior to preparing civilian award nominations, supervisors play an instrumental role in supporting the civilian award's program.  Supervisors can demonstrate support of the civilian award's program by doing the following:


a.  One of the main purposes of the civilian award's program is to encourage civilian personnel to participate in improving the economy and efficiency of Government operations.  In order to use the civilian award's program, everyone must know and understand it.  Supervisors should inform all civilian employees of the aims, methods, and benefits of the civilian award's program. 


b.  A supervisor should emphasize which programs or projects need special attention.  Communicate to the employee any wanted or needed specific results.


c.  Encourage and establish a sense of commitment to superior performance and to seek improvements within the organization.  Keep an open mind to constructive ideas.  Encourage and participate in the development of ideas.  Ask for suggestions on ways to better achieve objectives or to solve problems.  Give ideas full, objective and prompt consideration.

3.  Supervisors also play a key role in the award's program in identifying excellence and in nominating employees for awards.  The following is a list of tips for supervisors in preparing award nominations and evaluations as award nominations:  


a.  Do not dwell on personality traits by the excessive use of superlatives, but rather concentrate on, and describe fully the achievement(s) of the nominee.  Emphasize results achieved which are beyond performance standards.


b.  Do not gloss over, or talk around the employee's contributions but give examples, critical incidents, facts, figures, time lines, pressures, risks, obstacles, problems, or difficulties.


c.  Quantify whenever possible.


d.  Describe what the situation was prior to and at the time of the employee's contribution, indicate what it might have become without the contribution, and then document what it did become as a result of the contribution.
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e.  Indicate the extent of contact and the level(s) of those with whom contact was necessary to accomplish the performance.


f.  Describe the extent of impact of the contribution in terms of its effects within the immediate office or unit, major component, agency, or beyond.


g.  Describe the value of the contribution in terms of whether it was a slight modification of an operating principle or procedure, a substantial or complete revision, or initiation of a new or major principle or procedure.

4.  While all of these factors may not apply and therefore be addressed, the intention is to assist the supervisor in preparing the nomination and in explaining and justifying the award recommended to the reviewing and approving official.

5.  Point of contact is Earl Kolb at (206) 967-4511 or DSN 357-4511.
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