NAVAI RAMRCENACDI VI NST 12451. 2
731400A

NAVAI RAMRCENACDI V | NSTRUCTI ON 12451. 2

From Commander, Naval Air Warfare Center Aircraft D vision
Subj:  AWARDS | NSTRUCTI ON

Encl: (1) Performance Awards
(2) Special Act Award
(3) On-The-Spot Award
(4) Time-Of Award
(5) Length of Service Award
(6) CGovernnent-Wde, DOD-Wde and DON- W de Honorary Awards
(7) NAVAI RMARCENACDI V Team Awar d
(8) Area Commander’s Award
(9) Invention Award
(10) Suggestion Award
(11) Scal e of Awards Based on Intangi bl e/ Tangi bl e Benefits
(12) Incentive Award Approval / Review Authority
(13) Incentive Award Nom nati on Form

1. Pur pose. To establish policy and issue guidelines and
procedures for managenent of the Naval Air Warfare Center Aircraft
Di vi si on (NAVAI RWARCENACDI V) Performance and Incentive Awards and
Recogni tion Program

2. Cancel | ati on. NATC Instruction 12450.1H NAVAI RMARCENACD V
| nstruction 12451. 1, NAEC Instruction 12451. 2, NAVAI RDEVCEN
| nstruction 12451. 1H, and NAPC I nstructi on 12451. 1B.

3. Scope. This instruction applies to all NAVAI RAMARCENACD V
conpetitive and excepted service civilian enployees and nenbers of
the uni fornmed services (as applicable).

4. Backgr ound. The Departnent of the Navy Awards Program was
established to inprove Governnent operations and to recognize
enpl oyees with performance and incentive awards. Awards under the
NAVAI RMARCENACDI V program are to be processed in a tinely manner
and are designed to fairly and appropriately:

a. Recognize and reward enployees individually, or in
groups, as nerited, for their suggestions, inventions, special
achi evenents, or other personal efforts that contributed to
quality, productivity, efficiency, econony or other inprovenents in
CGover nment oper ati ons.
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b. Recognize and reward enployees individually or in
groups, who perform special acts or services in the public interest
in connection with or related to their official enploynent.

C. Motivate enployees, individually or in groups, to
increase productivity by recognizing creativity in the workplace
and by rewarding enployees in a tinely manner after contributions
are nmade.

5. Policy. It is the policy of the Commander, NAVAI RAMARCENACDI V
to recognize and reward civilian and mlitary personnel for their
contributions to quality, productivity, efficiency, and econony
that are above normal position requirenents. Encl osures (1)
t hrough (11) provide gui dance on specific awards processing.

6. Authority and Responsibility.

a. Commander, NAVAIRMRCENACDIV will be responsible for
establishing an active awards and recognition program assigning
responsibilities at appropriate levels wthin the activity,
provi ding | eadershi p and managenent support, and review ng program
results. He/she will appoint nmenbers to the awards board and wil
aut hori ze procurenent of informal recognition itens, plaques,
certificates, etc. Pr ocur enment of these itens is the
responsibility of the appropriate conpetency nanager. The
Commander, NAVAI RWMARCENACDI V' holds honorary and nonetary award
approval authority as described in enclosure (12).

b. NAVAI RAMARCENACDI V Level 1 Conpet ency Managers will:

(1) Provide |eadership and managenent support for the
awards and recognition programw thin his/her conpetency.

(2) Have approval authority as described in enclosure
(12) for honorary and nonetary awards recommended by conpetency
managers w t hi n hi s/ her conpetency.

C. Conmpet ency managers will be responsible for supporting
t he NAVAI RAMRCENACDI V Awards and Recognition Program As the
official supervisor of record for assigned personnel at the
specific conpetency level, the conpetency manager wl|l have
responsibility for nom nating/recommendi ng and approving awards
as described in enclosure (12), and wll:

(1) Submt nom nations/recomendati ons using enclosure
(13) for incentive awards. Coordi nate, as necessary, wth other
conpetency managers and/or team |eaders when nom nations cross
organi zati onal |i nes.
2
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(2) Prepare final docunentation to support specific
award requirenments as described. If the award is given for
produci ng tangi ble or intangible benefits to the organization,
use enclosure (11) to determ ne the appropriate anount.

d. Team | eader of an Integrated Product Team Externally
Directed Team Product Support Team or Enterprise Team has the
authority to nom nate/recommend team nenbers for awards using
enclosure (13) or other designated feedback fornms, and is
responsible for ensuring the appropriate conpetency nanager(s)
recei ve the nom nation(s).

e. A NAVAI RWARCENACDI V' Awards Adm nistrator wll be
appoi nted by the Conmander, NAVAI RMARCENACDI V and function as the
focal poi nt for day-t o- day adm ni stration of t he

NAVAI RAMRCENACDI V Awar ds Program  The Awards Administrator wll:

(1) Ensure regulatory correctness and conpliance with
appl i cabl e | aws.

(2) Provide guidance to supervisors and managers to
ensure procedural correctness when docunenting awards.

(3) Provide assistance in determning appropriate
award for type of achievenent to be recognized.

(4) Prepare reports and mai ntai n records, as
necessary. Ensure availability of certificates, plaques, and
appropriate informal recognition itens, i.e., arm patches, coffee
mugs, etc.

(5) Solicit nom nati ons for honor ary awar ds,

coor di nat e, and attend the NAVAI RNMRCENACDIY awards board
nmeet i ngs.

f. The NAVAI RMARCENACDI V Awar ds Board will be appoi nted by
t he Commander, NAVAI RWARCENACDI V and be conprised of appropriate

managenent and union desi gnees. Union nenbers wll be
recommended for appointnent by agreenment of |abor nenbers of the
Labor Managenent Council. The Awards Board wll neet as

necessary and wll:

(1) Provide programdirection and operational guidance
for NAVAI RWARCENACDI V. On a sem annual basis, the board wll
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review all approved awards to assess trends and provide a report
to the Commander, NAVAI RWARCENACDI V.

(2) Screen nom nations for incentive awards which may
requi re approval, endorsenent, or presentation by the Commander,
NAVAI RAMARCENACDI V. This will include those |isted in paragraph 2
of enclosure (12), and screening will be acconplished within 30
days of receipt of the award nom nati on.

7. Revi ew Authority. The Director, Human Resources O fice wll
review this instruction annually and revi se.

L. D. NEWSOVE

Di stribution:
Li st |
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PERFORMANCE AWARDS

1. Backgr ound. Performance Awards will be used as a tool to
acknowl edge and notivate enpl oyees by recognizing and rewarding
significant individual achievenents or contributions to a team or
or gani zati on.

2. Descri ption

a. A Performance Award nmay be a one-tinme cash paynent
and/or a Quality Step Increase (QSlI), an additional step
I ncr ease. Awards shall be based on the enployee’'s rating of
record for the current appraisal period. These awards are

generally distributed within 90 days of the end of the enpl oyee’s
apprai sal cycle.

b. Award amounts @ w || fall within the follow ng
par anet er s:

Level 5 Rating Level 4 Rating

Up to 2% of base salary Up to 1% of base salary

and/ or QSI

3. Criteria

a. Performance Cash Awards: A nonetary award for
performance during a specific rating period. Enpl oyees covered
by the General Schedule and Federal Wage System are eligible for
this award. To be eligible for a cash performance award, the
enpl oyee nust receive a rating of record of Level 4 (Exceeds
Ful |y Successful) or Level 5 (Qutstanding).

b. sl An additional within grade increase in civilian
salary in recognition of high quality performance above that
ordinarily found in the type of position covered. To be eligible
for a QSI, an enployee nust occupy a pernmanent General Schedul e
position and receive a Level 5 (Qutstanding) rating of record.
Only one QSI may be granted in any 52 week period. The 52 week
period starts on the effective date of the QSI. Recomendations
for @SI'’s shall be submtted to the appropriate approva
authority within 30 cal endar days of the end of the performance
apprai sal peri od.

4. Pr ocedur es
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a. The awards budget will be determ ned by nanagenent and
a percentage allotted for performance awards. Each Level 1
Conpetency Manager wll receive an awards budget and @S

allocation in witing.

b. Level 1 Conpetency Managers w |l provide QI and award
budget allocations and guidance to Ilower |evel conpetency
manager s.

C. Based on appropriate input, supervisors of record wll
recomend enpl oyee rating/ awar d.

d. Hi gher | evel supervisor/conpetency manager will review
and forward with rating/award reconmendati on.

e. Level 1 Conpet ency Manager / desi gnee
approves/ di sapproves rating and award anounts.

f. Designee forwards approved awards to the Human
Resources Ofice for processing. Information and rating are

forwarded to the supervisor of record for enployee notification
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SPECI AL ACT AVWARD

1. Backgr ound. Special Acts are generally used to recognize
nonrecurring contributions by an individual or a group of
enpl oyees for an effort which goes beyond expected job
per f or mance.

2. Descri pti on. This award nay be granted at any tine to
civilian enployees and wll <consist of a certificate and a
monetary award. The nonetary scales for conputing these awards
based on tangible and intangible benefits are contained in
encl osure (11). The mlitary equivalent could be a Navy
Achi evenent or Navy Commendati on Medal .

3. Criteria. This award provides individual or group
recognition either within or outside normal job responsibilities,
such as, an exenplary acconplishnent, scientific or research
achi evenent, act of heroism or courageous handling of an
enmergency situation related to official enploynent.

4. Pr ocedur es. Integrated Project Team Externally D rected
Team Product Support Team Enterprise Team Leaders or conpetency
managers wi Il nom nate and/ or approve as appropriate and a hi gher

| evel conpetency mnmmnager wll authorize the award. The
nom nation formin enclosure (13) will be used to process this
awar d.
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ON- THE- SPOT AWARD

1. Backgr ound. This award is a Special Act Award for a one-
time achievenent that provides an immediate reinforcenent for
performance beyond the normal bounds of an enployee’s job and
whi ch benefits the | ocal workpl ace.

2. Descri pti on. This award nay be granted at any tine to
civilian enployees. The award will consist of a certificate and
a monetary award from $25 to $250. The reconmended mlitary
equi val ent could be a letter of appreciation.

3. Criteri a. This award is intended to enhance norale by
recogni zing enployee contributions which are of i1imediate
benefit, noteworthy, and deserving of recognition. Such
contributions will be of a one-tine, nonrecurring nature.

4. Pr ocedur es. Integrated Project Team Externally D rected
Team Product Support Team Enterprise Team Leaders or conpetency
manager will nom nate and/or approve as appropriate and a higher
| evel conpetency mnmanager wll authorize the award. The
nom nation formin enclosure (13) will be used to process this
awar d.
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TI ME- OFF AWARD

1. Background. Tine-off fromduty may be granted, w thout | oss
of pay or charge to |eave, in recognition of superior
acconpl i shnents or other personal effort that contributes to the
quality, efficiency, or econony of governnent operations. Thi s
award may be granted to either civilian or mlitary.

2. Anvard limtations for civilians

a. The total amount of tine-off which nay be granted to a
civilian enployee during one |eave year is 80 hours. For part-
time enployees or those with an uncommon tour of duty, the total
time which nay be granted during any cal endar year is the average
nunmber of hours of work in the enployee’s biweekly schedul ed tour
of duty.

b. The maxi mum anmount of tinme which may be granted for any
single contribution is 40 hours. For part-tine enployees or
those with an uncommon tour of duty, the maxi nrum award for any
single contribution will be one-half the maxi mum anount of tine
that could be granted during the year.

C. Tinme-of f granted as an award nmust be schedul ed and used
within 1 year after the award i s granted.

d. A tinme-off award does not convert to cash under any
ci rcunst ances.

e. The tinme-off award can be transferred wthin the
Department of the Navy. However, if the enployee is transferring
to another Departnent of Defense activity or outside the
Departnent of Defense, the tinme-off cannot be transferred.

3. Criteri a. Exanpl es of achi evenent which may be considered
for a tine-off award are making a high quality contribution
involving a difficult or inportant assignnment, displaying special
initiative and skill in conpleting an assignnment or project
before the deadline; using initiative and creativity in making
i nprovenents in a product, activity, program or service;
acconplishing a specific, one-time, or special assignnent that
required extra effort or resulted in the organization receiving
recognition for responsiveness to unprogrammed requirenents.

4. Pr ocedur es. For mlitary nenbers, pl ease see the
appropriate mlitary regul ations. For civilians, an Integrated

9
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Project Team Externally Directed Team Enterprise Team Leader or
conpet ency manager w Il nom nate and/or approve as appropriate.
The nom nation formin enclosure (13) wll be used for processing
this award. Wen an enployee uses the tinme-off, the absence
shall be recorded on the tinecard as adm nistrative |eave. The
time-off will be charged to hour code “LY” on the tinmecard. The
enpl oyee’ s | eave and earnings statenent will reflect the tinme-off
bal ance available to the enployee. The tinme-off shall be
requested by the enployee in the sane fashion as annual | eave.

10
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LENGITH OF SERVI CE AWARD

1. Backgr ound. Length of service awards are granted in
recognition of federal service.

2. Descri pti on. These awards consist of a certificate and a
pi n.

3. Criteri a. Federal length of service awards are granted to

civilian enpl oyees for years of federal service. The 40, 45, and
50 year awards consist of a certificate signed by the Secretary
of the Navy and a pin.

4. Pr ocedur es. The Human Resources Ofice will 1issue these
awar ds as appropri ate.

11
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GOVERNMVENT- W DE, DOD- W DE AND DON- W DE HONCRARY  AWARDS

1. Background. Honorary awards include a broad range of awards
for significant contributions. Sone are designed to recogni ze a
specific kind of contribution, 1i.e., scientific achievenent,

i nventions and public safety.

2. Criteri a. See attached for a listing of the honorary
awar ds. Whil e representative of nost honorary awards, the |ist
is not all inclusive.

3. Pr ocedur es. Area nomnations for these awards wll be
solicited by the Awards Adm nistrator. The team |eader or
conpetency manager will submt the nom nations to a higher |eve
conpetency manager for concurrence using the nomnation form
encl osure (13). The nomnations will then be screened by the
area Awards Board. Nom nations approved by the board wll be
returned to the nom nator for conpletion of the formal nom nation
package. This package wll be reviewed by the Awards
Adm ni strator for conpleteness prior to being submtted to the
Commander, NAVAI RWARCENACDI V for further processing.

12
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AWARD GRANTED FOR GRANTED TO GRANTED BY
DON G vilian Cvilian
Servi ce Enpl oyees
Awar ds
Meritorious Service or Area
contributions Commander /
hi gh in val ue Del egat ed
and/ or Conpet ency
benefits to Manager
DON, such as
at the | ocal
activity
| evel
Superi or Service or Commander
contributions Naval Air
excepti onal Syst ens
in val ue Conmmand
and/ or
benefits to
DON such as
at the
Command Level
Di stingui shed |Extraordinary Secretary of
service or t he Navy
contribution
of maj or
significance
to DON,
i ncl udi ng
great courage
and personal
risk
DON Public See Program Private Secretary of
Service Adm nistrator |citizens t he Navy

13
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AWARD GRANTED FOR GRANTED TO GRANTED BY
Qut st andi ng Recogni zes Gvilian Assi st ant
Feder al enpl oyees enpl oyees Secretary of
enpl oyee with |with a W th the Navy for
disabilities di sability disabilities Manpower and
who have Reserve
di spl ayed Affairs

excepti onal
j ob

per f or mance
despite

di sabl i ng
factors.
Must be

i nvol ved in
one or nore
comuni ty
activities

DOD Civilian
Servi ce

Meritorious

Di stingui shed

(DON Hi ghest
Awar d
prerequisite
to

consi deration
for DCD

Awar ds)

Careers that
refl ect
extrenely
significant,
br oad
contributions
to DCD
econony,
efficiency,

or operations

DOD civilians

Secretary of
Def ense

Secretary of
Def ense

DOD public
servi ce

See Program
Admi ni strator

Private
Citizens

Secretary of
Def ense

14
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AVARD

GRANTED FOR

GRANTED TO

GRANTED BY

SECDEF Letter
of
Commendati on

A single
suggesti on,
speci al act,
or
productivity
initiative
that resulted
in $100K or
nmore first
year savi ngs.
Initiative
must be over
and above
regul ar job
requirenents.

I ndi vi dual s
or G oups

Secretary of
Def ense

SECDEF Award Sanme as I ndi vi dual s Secretary of
for above, except |or G oups Def ense
Productivity t hat
Excel | ence initiative

resulted in

$1 mllion or

nmore in first

year savi ngs
GEl CO Public Excel | ence, Gvilian CGEl CO
Service dedi cati on, enpl oyees

and
acconpl i sh-
ment in
public
service on
one of four
cat egori es:
- Fire
prevention/
safety

- Traffic/
saf ety/
acci dent
prevention
- Physi cal
rehab

- Al cohol

15
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AVARD

GRANTED FOR

GRANTED TO

GRANTED BY

Pr esi denti al
awar ds for
out st andi ng
Feder a

enpl oyees

W th
disabilities

Recogni zes 10
Feder a

enpl oyees
with
disabilities
who have

di spl ayed
excepti onal

j ob

per f or mance
despite

di sabl i ng
factors, and
who have nade
contributions
t hr ough
comuni ty

i nvol venent

Cvilian
enpl oyees

Ofice of the
Pr esi dent

President’s
vol unt eer
action

Vol unt eer
activities of
benefit to

t he
comunity,
state, or
nation

| ndi vi dual s

Ofice of
Pr esi dent

t he

Letter of
Commendat i on
fromthe
Ofice of the
Pr esi dent

Suggesti on,

i nvention, or
ot her act

whi ch

pr oduced
tangi bl e

savi ngs for
$250K or

nor e. For
civilian

nom nees,
must have
been

recogni zed by
a CGvilian

| ncenti ve
Awar d

Cvilian or
Mlitary

Ofice of the

Pr esi dent

16
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AWARD GRANTED FOR GRANTED TO GRANTED BY
Presi denti al Must have Cvilian or O fice of the
Managenent received a Mlitary Pr esi dent
| mpr ovenent Presi denti al
Awar d Letter of

Commendat i on.
This award
is for
extraor -

di nary con-
tributions

t owar d cost
savi ngs and
managemnent

i npr ovenent

17
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NAVAI RWARCENACDI V. TEAM AWARD

1. Backgr ound. This award is intended to reward teamwrk and to be
presented in a very tinmely fashion with mnimal admnistrative procedures.
Nom nations for this award may be submitted by anyone.

2. Descri ption

a. The award is presented by any I|evel manager, team | eader,
and/ or team custoner.

b. The award consists of an itemfromthe awards center with a val ue of
up to $15.00 per person.

3. Criteria. Consideration for this award shall be based on neeting either
of the foll ow ng:

a. Team effort representing achievenents in at least five of the
fol | owi ng:

(1) The teamworks well toward its goal .

(2) The team functions well together.

(3) The team solves conflicts in a timely manner.

(4) Teamvalues input fromall nenbers.

(5) Menbers foster honest, open, and constructive conmmuni cati on.
(6) Al team menbers contribute.

(7) Menbers foster team cooperation.

(8) The teamis aware of its strengths and weaknesses and works to
enhance the abilities of all nenbers.

(9) Menbers have the know edge of what other nenbers are doing and

develop the required skills to fill in as needed.
(10) Team strives toward excel |l ence.
b. Team achi evenents whi ch enhance |ocal NAVAI RWARCENACDIV efforts,
supports fleet requirenents, or mssion readi ness. (Achievenents can include,
but are not limted to, developnent, acconplishnent, or inprovenent of

processes. They can be technical or nontechnical, direct or support, tangible
or intangible, site specific, intraconpetency, or interconpetency.)

4. Procedure. Nominations (see attached flowchart) will utilize enclosure
(13), and will be submtted to the responsible conpetency manager or team
| eader for review and forwarding to higher |level authority for approval.

18
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AREA COWANDER S AWARD

1. Backgr ound. This award is neant to recognize teamwrk at
t he Commander, NAVAI RAMARCENACDI V | evel .

2. Descri ption

a. The awar d IS present ed by t he Commander ,
NAVAI RWARCENACDI V.

b. The award consists of a letter of commendation in the
reci pient’s personnel folder and a plaque for each team nenber.

C. MIlitary enpl oyees may receive equal recognition.

3. Criteri a. Consideration for this award shall be based on
meeting all of the follow ng:

a. Team effort and excellence that are directly related to
the mssion and represents an outstanding achievenent in a
specific problem area or a breakthrough enabling m ssion
acconpl i shnent, or both. The achi evenent nust denonstrate a
teams effort in overcomng difficulty to solve problens or
devel op nethods to enhance the operational capability of existing
systens, or both.

b. Si gni ficant t eam achi evenent s t hat enhance
NAVAI RMARCENACDI V' efforts, supports fleet requirenents, or
m ssion readiness. (Achi evenents can include, but are not
limted to, developnent, acconplishnent, or inprovenent of
processes. They can be technical or non-technical, direct or
support, tangible or intangible, site specific, intra-conpetency,
or inter-conpetency.)

C. Excepti onal teamwork pronoting a positive work
environnent that denonstrates and enhances the principles of
enpl oyee enpower nent and owner shi p.

d. Significant acconplishnents in at |east eight of the
fol | ow ng:

(1) The teamworks well toward its goal
(2) The team functions well together.

(3) The team solves conflicts in a tinely manner.
19
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(4) Teamvalues input fromall nenbers.

(5) Menbers foster honest, open, and forthright
communi cati on

(6) Al team nenbers contri bute.
(7) Menbers foster team cooperation.

(8 The teamis aware of its strengths and weaknesses
and works to enhance the abilities of all nmenbers.

(9) Menbers have the know edge of what other nenbers
are doing and develop the skills to fill in as needed.

(10) Team strives toward excel |l ence.

4. Pr ocedur e. Nom nations (see attached flow chart) wll
utilize enclosure (13), and will be submtted to the responsible
conpetency nanager or team |leader for review and forwarding to
hi gher level authority for approval prior to submssion to the
NAVAI RMARCENACDI V' Awards Board for review and final approval by
t he Commander, NAVAI RWARCENACDI V.

20
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| NVENTI ON AWARD

1. Backgr ound. Invention Awards are cash awards which are
based on inventions whose significance to the Departnent of the
Navy or the public has been recogni zed by the Departnent of the
Navy approval to apply for a patent or Statutory Invention
Regi stration; by grant of a patent or issuance of a Statutory
I nvention Registration; or by acceptance for publication in the
Navy Technical Disclosure Bulletin. I ndi vidual civilian and
mlitary enpl oyees and groups of enployees are eligible.

An invention is any patentable original design, or inprovenent of
existing design for a nmachine, process, or nanufacture. An
invention is considered to be above and beyond nornmal job
expectations and, therefore, eligible for an incentive award.

Any enployee or mlitary nmenber should contact their Awards
Adm ni strat or or the Patent Ofice for invention award
i nformation. The Patent Ofice provides information on the
subm ssion of requests for approval to apply for a patent and
awards relative to inventions will be granted based on the Patent
Counsel ’ s recomrendati on.

21
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SUGCGESTI ON. AWARD

1. Backgr ound. The Beneficial Suggestion Program provides a
means whereby “idea” types of contributions are brought to the
attention of managenent for consideration for adoption

Enpl oyees whose suggestions are adopted are given recognition

and, If appropriate, nonetary awards. The program was
established to encourage and stinulate the subm ssion of ideas
which wll inprove the operations of the Navy and/or the
Gover nnent .

Any enployee or mlitary nmenber should contact their Awards
Adm nistrator for further information on the submssion of a
benefi ci al suggesti on.

22
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****ENCLOSURE 11 NOT AVAI LABLE ELECTRONI CALLY™* * **

23
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| NCENTI VE AWARD APPROVAL/ REVI EW AUTHORI TY

1. Approval Authority

a. Conmpet ency nmanagers w |l approve and a higher |evel
conpet ency manager wi |l authorize:

(1) Monetary awards up to $2, 500.
(2) Area command specific awards.
(3) Navy Meritorious Cvilian Service Awards.

b. Conmpet ency managers will approve and the area Commander
wi || authorize:

(1) Monetary awards from $2,501 to $5,000 for
i ndi vi dual awards.

(2) Monetary awards from $2,501 to $10,000 for group
awar ds.

C. Awards that nust receive approval of Area Commanders
(or subdel egated conpetency nanagers) before approval at higher
echel ons:

(1) Governnent-w de, Depar t ment of Def ense, or
Department of the Navy honorary awards.

(2) Monetary awards above $5,001 for individuals.
(3) Mnetary awards above $10, 001 for groups.

2. Revi ew Aut hority

a. Awards that nust be reviewed for approval/di sapprova
of area Awards Board.

(1) Monetary awards over $2,500.
(2) Area specific honorary awards.
(3) CGovernnent-wi de; Departnment of Defense-w de; and

Departnent of the Navy-w de honorary awards for subm ssion to
hi gher echel ons for approval.
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| NCENTI VE AWARD NOM NATI ON FORM

TGO  ADM NI STRATOR, | NCENTI VE AWARDS PROGRAM

1. RECOMVENDATI ON FOR AWARD

EMPLOYEE NAME SOCI AL SECURI TY NO | POSI TI ON GRADE

CODE & ORGANI ZATI

2. TYPE OF AWARD

[0 SPECI AL ACT/ SERVI CE
[0 ON THE SPOT

[0 NAWCAD TEAM AWARD
AWARD

[0 HONORARY AWARD

0 TIMe-OFF PERI OD OF ACCOVPLI SHVENT:

[0 AREA COWANDER S

[0 OTHER
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DESCRI PTI ON OF ACCOMPL| SHVENT:

3. ESTI MATE OF BENEFI TS ( COVPLETE | F APPLI CABLE)

| NTANG BLE BENEFI TS:

VALUE ] MODERATE
H GH [0 EXCEPTI ONAL
EXTENT OF
APPL| CATI ON [0 LIMTED

BROAD [0 GENERAL

26

[0 SUBSTANTI AL

[0 EXTENDED
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TANG BLE BENEFI TS: COWPUTE LABOR SAVI NGS AT ACTUAL COST FOR FI RST YEAR OF APPLI CATI ON

APPL| CABLE.
COVPUTE SAVI NGS AND ATTACH SEPARATE SHEET.

NOM NATI NG OFFI Cl AL
(‘S| GNATURE AND CODE)

AWARD AMOUNT:
DATE:

APPROVI NG AUTHORI ZI NG OFFI CI AL
(SI GNATURE AND TI TLE)

DATE:
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