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1. PURPOSE.  This memorandum provides guidance on the conduct of the Civilian Incentive Awards (IA) Program.





2.  REFERENCES.





     a.  AR 672-20, Incentive Awards.





     b.  AR 690-400, Total Army Performance Evaluation System.





     c.  FL Reg 690-6, Incentive Awards (Other than Suggestions).





     d.  Federal Personnel Manual (FPM).





3.  POLICY.





     a.  The intent of the Incentive Awards Program is to provide for monetary or honorary recognition of civilian employees who, by their superior accomplishments, contribute to the economy, efficiency, or other improvement in meeting mission requirements of the Fort Lewis Dental Activity.  All Wage Grade (WG) and General Schedule (GS) employees are eligible for honorary and monetary awards.


	


     b.  Honorary and monetary awards are supervisor initiated and awarded at management discretion. Nominations will be initiated and processed in accordance with this regulation. Failure to receive such an award is not a basis for a grievance or complaint. 





     c.  Monetary recognition should be awarded on a timely basis, and not awarded as a farewell gesture incident to separation or retirement. Honorary awards may be given to civilian employees at any time in their careers, including occasions such as retirement, transfer, or separation provided the individual's accomplishments fully meet the criteria for the particular award.





     d.  Both an honorary and a monetary award may be granted to civilian personnel for the same act or achievement, if the criteria for each award are met. The same act or achievement, however, cannot form the basis for more than one type of monetary award or more than one type of Department of the Army (DA) honorary award.





      e.  No discretionary monetary or honorary award for performance or achievement will be made to an individual who (1) is under investigation or upon whom disciplinary action based on performance or conduct is pending or (2) was the subject of a disciplinary action within the preceding 120 days.





     f.  Employees should never be informed that they are under consideration for, or have been nominated for any type of monetary or honorary award.  Such actions may create serious morale problems if the award nomination is not eventually approved.





4.  RESPONSIBILITIES.





     a.  DENTAC Commander will exercise approval authority for all Incentive Award nominations for which he has regulatory authority.





     b.  Civilian Personnel Advisory Center (CPAC) will provide assistance in determining annual goals for monetary awards, provide technical assistance to the DENTAC Awards Committee, and provide statistical overview of program implementation on a quarterly and annual basis.





     c.  DENTAC Executive Officer will serve as Chairperson for the DENTAC Awards Committee and will ensure proper implementation of this memorandum.  DENTAC Executive Officer will develop program funding levels for Command Approval.  Once annual Incentive Award funding level has been approved, the Executive officer will provide clinic budget guidance, and suggested dollar range for awards, to the DENTAC Awards Committee.   





     d.  DENTAC Administrative Officer will monitor program funding and clinic expenditure levels and provide a quarterly update for Command review.  





     e.  Clinic OICs:





           (1)  Serve as Incentive Awards Manager for their respective clinic and monitor award funds, expenditures and projections for their clinic.  Ensure funds availability prior to forwarding awards to the DENTAC Awards Committee.





          (2)  Are responsible for ensuring only highly deserving employees are nominated for monetary awards, written justifications are accurate, and award is based solely on contributions made during the nomination period.  Clinic OICs will be encouraged to recognize other deserving employees with honorary awards or Letters of Appreciation/ Commendation to enhance the morale of those individuals not qualifying for monetary awards but who have made valid contributions to the clinic.





     f.  The DENTAC Awards Committee will include the Incentive Awards Program in its charter, and will review, on an annual basis, the Incentive Award goals established for the Dental Activity.  





          (1)  The Awards Committee will review each nomination submitted for honorary and monetary awards.  The Awards Committee will verify performance award documentation for sufficiency, accuracy and impact of the achievements recognized by the award, against the amount of the award recommended for fairness, equity and conformance to budgetary restrictions.





          (2)  The DENTAC Awards Committee will make recommendations to the DENTAC Commander on the approval of nominations.   The approving official may approve, modify or disapprove the award nomination:





               (a)  If the recommendation is favorably considered, the designated approving official will sign and date in part III of the award nomination.





               (b)  If the recommendation is not favorably considered, it will be returned to the Awards Committee by the designated approving official with the reasons for unfavorable consideration clearly stated.





5.  PERFORMANCE AWARDS.  A Performance Award (PA) is a monetary award given in recognition of high-level performance for a specific rating period.





     a.  Eligibility Requirements (PA).  Employees with annual overall performance ratings of Successful Level 1, Successful Level 2, or Successful Level 3 for the most recent rating period are eligible for Performance Awards.  





     b.  Nominating Procedures (PA).





          (1)  Nominations should be submitted within 30 calendar days after completion of the period of service to be recognized.  Final action should be completed within 30 days thereafter.  The total elapsed time between submission and final action should not exceed 60 days from the date of completion of the period of service to be recognized.  Exceptional circumstances may warrant a waiver of this timeframe, at the DENTAC Award Committee’s discretion.





          (2)  Employees will not automatically be nominated for cash performance awards based on their performance appraisals.  





          (3)  Nominations for Performance Awards are not appropriate when solely prompted by the impending departure of a supervisor or employee; at a pay rate subject to legal limitation (pay cap); or when an employee has received a previous monetary award based in whole, or in part, on the period of service currently being recommended for recognition.





           (4)  The Special Act or Service Award, rather than the Quality Step Increase (QSI) or PA, is used to recognize special one-time individual contributions or short periods of superior service or performance.





          (5)  All Performance Awards will be costed against clinic Incentive Award budgets.





     c.  Required Documentation (PA).





          (1) Performance Awards sent to the DENTAC Awards Committee for review must be clearly descriptive of the way in which the employee's accomplishments are deserving of the amount recommended. Among factors to be considered are the effect of the employee's level of performance upon meeting mission requirements of the organization and upon I Corps and Fort Lewis, and the significance of the employee's accomplishments. Specific information on productivity improvements; changes or improvements on procedures, forms, etc.; value and benefit of the employee's work to mission accomplishment of other units; and similar areas are also important to the Committee's ability to effectively and impartially review recommendations.


		


          (2) The clinic NCOICs/rater will initiate the nomination using an extra copy of page 1 of the current (within 30 days, Successful Level I, II, III) DA Form 7222 (Civilian Evaluation Report) with parts I, II, IV and V completed.  The NCOIC will complete part III on the copy by checking the type and dollar amount of the award.  The NCOIC will submit the extra copy of page 1 with the evaluation report through the rating chain to the DENTAC Awards Committee.  No award information may be shown on the original copy of official record copy of a completed evaluation report.  The employee should not be told about the award nomination until it has been approved through channels.





          (3) Copy of the DA Form 7223-1 (Base System Civilian Performance Counseling Checklist/ Record) or DA Form 7222-1 (Senior System Civilian Evaluation Report Support Form).





6.  QUALITY STEP INCREASE.  A Quality Step Increase (QSI) is an additional within-grade increase in recognition of exceptional performance.





     a.  Eligibility requirements (QSI).  Performance must exceed performance standards for all major job elements and must be of such quality that only the most exceptional employee could achieve it.  





     b.  Nominating procedures (QSI).





           (1)  Nominations should be submitted within 30 calendar days from the approval date of the annual Civilian Evaluation Report and approval action should be completed within 30 days thereafter.  The total elapsed time between submission and final action should not exceed 60 days from the approval date of the Civilian Evaluation Report.  Exceptional circumstances may warrant a waiver of this timeframe, at the DENTAC Award Committee’s discretion.





          (2)  Employees should be nominated solely on the basis of individual performance, which meets the established criteria.  Nominations are not appropriate when the moving force is the impending departure of the supervisor or the employee.





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





          (4)  Employees should not be informed that they are under consideration for or have been nominated for a QSI.  Such action may create serious morale problems if the nomination is not approved.





          (5)  The Special Act or Service Award, or the On-The-Spot Cash Award, rather than the QSI or PA, is used to recognize special one-time individual contributions or short periods of superior service or performance.





          (6)  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 or similar position at the same grade level in the same organization.





          (7)  Although otherwise merited, a QSI is not appropriate when the employee has received a previous monetary award based in whole or in part on the period of service currently being recommended for recognition.





          (8)  QSIs will be costed against clinics Incentive Awards budgets at $1,000 per individual.





     c.  Required Documentation (QSI).





          (1) QSIs sent to the DENTAC Awards Committee for review must clearly identify employee’s unusually exceptional performance and contributions to mission accomplishment/organizational effectiveness. Unusually exceptional performance surpasses the normal requirements for the Successful Level 1 rating and should be fully documented.  Specific information of the significance of the employee's accomplishments are important to the Committee's ability to effectively and impartially review recommendations.


		


          (2) The clinic NCOICs/rater will initiate the nomination using an extra copy of page 1 of the current (within 30 days) performance appraisal at Successful Level I with parts I, II, IV and V completed.  The NCOIC will complete part III on the copy by checking the type award and step in current grade to which the employee will progress.   Nominations will be forwarded to clinic OIC who will verify funds are available and forward to DENTAC Awards Committee.  No award information may be shown on the original copy of official record copy of a completed evaluation report.  The employee should not be told about the award nomination until it has been approved through channels.





          (3)  Copy of the DA Form 7223-1 (Base System Civilian Performance Counseling Checklist/ Record) or DA Form 7222-1 (Senior System Civilian Evaluation Report Support Form).





          (4)  Local processing will be consistent with the above and with guidance in FPM Chapter 451.


        


7.  TIME OFF AWARDS.  Time off awards may be granted for achievements contributing to the Army mission.  The extent of the contribution to the Army mission will be considered when determining the amount of time off that is awarded.


     


     a.  Nominating Procedures (TOA).


        


          (1)  Time Off Award nominations of 18 hours or more will be submitted through the rating chain to the DENTAC Awards Committee in accordance with criteria and nominating procedures established in Fort Lewis Regulation 690-6, Chapter 4.  





          (2)  The TOA must be scheduled and used within one year of the effective date of the award as shown on the SF50.





          (3)  TOAs will be costed against clinics Incentive Awards budgets by multiplying the employee’s hourly rate of pay times number of hours awarded.














 b.  Required Documentation (TOA).





         (1) DA Form 1256 indicating the award is a TOA and the length of time off to be awarded. DA Form 7222 and DA Form 7223 should be used if the TOA is in conjunction with or in lieu of a QSI or PA. The nomination must be signed by the nominating and/or approving official.





          (2) A short description of the employee's achievement (may be on the back of the DA Form 1256) if the TOA is for 1 day or less.





8.  SPECIAL ACT OR SERVICE AWARDS.  A Special Act or Service Award is a cash award given to recognize a meritorious personal effort, act, service, scientific (or other) achievement accomplished within or outside assigned job responsibilities.  Special Act or Service Awards will be submitted through the rating chain to the DENTAC Awards Committee in accordance with criteria and nominating procedures established in Fort Lewis Regulation 690-6, Chapter 4.





9.  HONORARY AWARDS.  Honorary awards will be submitted through the rating chain to the DENTAC Awards Committee in accordance with criteria and nominating procedures established in Fort Lewis Regulation 690-6, Chapter 4.  





10.  BUDGETARY GUIDANCE.  


     a.  The DENTAC Executive Officer, with Program Budget Advisory Committee approval, will determine the size of the funded program.


                                               


     b.  The DENTAC Administrative Officer, will distribute available funding to the clinic level.  





     c.  Clinic OICs will be responsible for allocating awards based on fund availability.  Dollar amount to be awarded, within allocations, will be based on an employee's direct contributions to the clinic and patient efficiency. Determining factors will be in time or cost savings and added safety features. Employee contributions that could be incorporated into other dental clinics would merit a higher award.





     d.  Availability of funds within a department is an absolute criteria for award of a monetary award.





The proponent agency of this regulation is Headquarters,


U.S. Army DENTAC – Fort Lewis. Users are invited to send


comments and suggested improvements to the DENTAC Executive Officer.





FOR THE COMMANDER:
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OFFICIAL:					     HENRY C. SEYMOUR


						     COL, DE


						     Commanding


DANIEL R. KRAL


MAJ, MS


Executive Officer
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*This memorandum supersedes DENTAC Policy Letter, 23 AUG 99
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