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Chapter |
Introduction

1-1. Purpose

This pamphlet defines policies and procedures governing the civilian incentive awards program for
KACC and Barquist USAHC and establishes guidelines to operate this program within the manda’
tory budgetary constraints imposed by Headquarters, U.S. Army Medical Command (MEDCOM).

1-2. References
Related references are listed in appendix A.

1-3. Explanation of abbreviations
Abbreviations used in this pamphlet are explained in the glossary.

1-4. Supervisory responsibilities

Responsibility for a quality civilian incentive awards program begins with the immediate supervisor
originating the award nomination. Supervisors will ensure that only nominations of substantial merit
are formalized and that the manner of performance clearly exceeds the standard for the position.
Employees should not be denied an incentive award because they received an award for another
achievement during the fiscal year. Supervisors will ensure employees are not informed that they are
under consideration for or have been nominated for any incentive award since any such action is
premature and may cause serious morale problems in the event that the nomination is not approved.

1-5. Approval authority

Except Time Off awards of up to 8 hours, which are approved by department and division chiefs, the
Commander, U.S. Army Medical Department Activity, Fort George G. Meade (MEDDAC) is the
approval authority for all civilian awards for KACC and Barquist USAHC civilian employees for
which the commander has been delegated approval authority by the Secretary of the Army.
Nominations for awards that are above the approval authority of the MEDDAC Commander, which
the MEDDAC Commander recommends approval of, will be referred to the Commander, North
Atlantic Regional Medical Command (NARMC), and the Commander, MEDCOM, as required, for
further processing and approval.

Chapter Il
General, and Types of Awards

Section |
General

2-1. Objective of the Civilian Incentive Awards Program
The Civilian Incentive Awards Program is designed to recognize Federal civilian employees whose
performance and contributions are substantially above normal job requirements and standards.

2-2. Equitable distribution of awards
MEDDAC policy requires an equitable distribution of awards among organizations as well as by
employee pay plans, grades, and occupations. In addition, recognition and award patterns should
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reflect equitable treatment for all employees regardless of race, color, sex, age, national origin,
religion, handicap, or any other factors that are not job related.

2-3. Use of awards as a motivational device

The utilization of awards involves more than just rewarding deserving employees. It is also a
motivational device for the entire workforce. The prudent use of awards recognition is essential to
ensure that only those who meet the established criteria receive the awards and that the awards
granted produce the desired motivational effect. Awards should not be granted automatically based
solely on the presumption than an employee is sustaining the high level of performance previously
recognized. Recognition has its greatest impact when it closely follows the contribution for which it
is granted.

2-4. Limitations on quality step increases

Quality step increases (QSIs) will be limited to one every other year. If an employee receives a QSI
one year, he is ineligible to receive a QSI the following year. The 2-year period begins on the thru
date of the appraisal resulting in the QSI.

2-5. Processing time frames

Nominations should be submitted through the appropriate department or division chief to the
Civilian Personnel Branch, Human Resources Division, within 10 days of the completed act or
within 30 days after the rating has been approved. The Civilian Personnel Branch will review all
award recommendations for technical accuracy and forward them to the Civilian Awards Board to
obtain the board’s recommendations to the MEDDAC Commander.

2-6. The MEDDAC Civilian Awards Board
The MEDDAC Civilian Awards Board will meet monthly (in person or electronically) to evaluate
award recommendations. The results and recommendations of the board will be forwarded to the
MEDDAC Commander for approval. The board will consist of the following, all being voting
members except the recorder:

(1) Deputy Commander for Administration (President)

(2) Deputy Commander for Clinical Services or representative

(3) Deputy Commander for Nursing or representative

(4) Senior Medical Noncommissioned Officer or representative

(5) One base-level employee (grade 1 through 8)

(6) One mid-level employee (grade 9 through 12)

(7) One senior-level employee (grade 13 and above)

(8) Representative, Barquist USAHC (ad hoc)

(9) Recorder (Provided by the Civilian Personnel Branch, Human Resources Division.)

2-7. Civilian members of the MEDDAC Civilian Awards Board

Annually, each October, the Civilian Personnel Branch will solicit the federal civilian workforce at
KACC (general schedule and wage grade employees) for volunteers to serve on the Civilian Awards
Board. All volunteers will be scheduled to serve on the board on a rotating basis. Should there be
more than 12 volunteers within a grade category (that is, base-, mid- or senior-level), the Civilian
Personnel Branch will randomly select 12 volunteers from all the volunteers within the affected
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category to serve on a rotating basis for the fiscal year. Volunteers will be renewed annually.
Awards board members must abstain from voting on their own awards and must excuse themselves
from the meeting during the discussion and voting of their own awards.

Section Il
Superior Accomplishment Awards

2-8. General
Superior accomplishment awards are categorized as monetary awards and will be awarded only
when the budget permits.

2-9. On-the-Spot (OTS) Cash Award
a. Definition. For those acts, services or achievements less than 30 days in length. Dollar
limit: $25 to $500 (per award).
b. Nominating procedure.
(1) Complete DA Form 1256 (Incentive Award Nomination and Approval), part I.
Indicate “ON-THE-SPOT CASH AWARD” and the recommended amount. The DA Form 1256,
along with the justification and citation described below, will be submitted to the Civilian Personnel
Branch in an original and one copy. (For an example of a properly completed DA Form 1256 for this
award, see appendix B, figure B-1.)
(2) Justification. Attach a narrative justification, one-half to one page in length, double-
spaced. Restrict the narrative to factual comments that will support the nomination.
(3) Citation. Attach a proposed citation of 70 words or less.

2-10. Special Act or Service Award (SASA)

a. Definition. For those acts, services or achievements 30 days to 6 months in length. Dollar
limit: $251 to $1,000. SASA’s will be limited to one award per person per fiscal year.

b. Nominating procedure.

(1) A supervisor or any official having direct knowledge of the act or service, in col
ordination with the department or division chief, may initiate a nomination for a SASA using DA
Form 1256.

(2) Complete DA Form 1256, part I. Indicate “SPECIAL ACT/SERVICE AWARD” and
the recommended amount. (See appendixes C and D, which contain tables 7-1 and 7-2 from AR
672-20, to determine the appropriate recommended amount.) The DA Form 1256, along with the
justification and citation described below, will be submitted to the Civilian Personnel Branch in an
original and one copy. (For an example of a properly completed DA Form 1256 for this award, see
appendix B, figure B-2.)

(3) The department or division chief of the individual being recommended for the award
will sign below the supervisor on the DA Form 1256, in item 7b, as one of the nominating officials
(that is, item 7a will contain the name and title of the nominating official and the name and title of
the department or division chief, and item 7b will contain the signature of both the nominating
official and the department or division chief, unless the nominating official and the department or
division chief are one and the same).

(4) Justification. Attach a narrative justification, one-half to one page in length, double
spaced. Include statement at the end to indicate how recommended amount for the award was
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derived from the criteria chart in AR 672-20, table 7-1 and/or table 7-2 (for example, “This award
was based on extended application of moderate value in accordance with AR 672-20, table 7-2.”).
(5) Citation. Attach a proposed citation of 70 words or less.

2-11. Time Off Award (TOA)

a. Definition. Employees may be nominated by their supervisors for up to 40 hours of time off
during a leave year for achievements or performance contributing to the Army mission. The
approval authority for TOAs of eight hours or less is delegated to department and division chief.
(Within the scope of this delegation, any organizational element whose chiefis directly subordinate
to a deputy commander is considered a department or division chief.) (For an example of a properly
completed DA Form 1256 for this award, see appendix B, figure B-3.)

b. Nominating procedure.

(1) TOAs based on performance appraisals. If the TOA is based on a performance
appraisal, complete DA Form 1256, part I, indicating “TIME OFF AWARD” and the number of
hours recommended for the award. (For an example of a properly completed DA Form 1256 for this
award, see appendix B, figure B-4.) (If the TOA 1is for more than eight hours, the number of hours
recommended will be determined using the criteria in AR 672-20, table 7-1 and or 7-2. See
appendixes C and D, which contain these tables.) Also submit a photo-copy of the front side of the
employee’s completed DA Form 7222 (Senior System Civilian Evaluation Report) or DA Form
7223 (Base System Civilian Evaluation Report). (For examples of properly completed DA Forms
7222 and 7223 for this award, see appendix B, figures B-5 and B-6, respectively.) Submit the DA
Form 1256, and DA Form 7222 or 7223 to the Civilian Personnel Branch in original and one copy.

(2) TOAs based on special acts.

(a) Ifthe TOA is based on a special act, complete DA Form 1256, part I, indicating
“TIME OFF AWARD” and the number of hours recommended for the award. (If the TOA is for
more than eight hours, the number of hours recommended will be determined using the criteria in
appendix C and/or appendix D.) The DA Form 1256, and the justification described below (if
required), will be submitted to the Civilian Personnel Branch in an original and one copy.

(b) Justification.

1 Nojustification is required for any “special act” TOA that awards eight hours or
less of time off; however, the department or division chief must submit an approved DA Form 1256
to the Civilian Personnel Branch before the award is used by the employee.

2 For TOAs greater than eight hours, a narrative justification is required, stating
the employee’s achievement(s) and the date(s) of accomplishment. The justification will be one-half
to one page in length, double spaced. Include statement at the end to indicate how recommended
amount for the award was derived from the criteria chart in AR 672-20, table 7-1 and/or table 7-2
(for example, “This award was based on extended application of moderate value in accordance with
AR 672-20, table 7-2.”).

Section Il
Honorary Awards

2-12. General definition of honorary awards
Honorary awards are granted to civilian personnel in recognition of outstanding achievements or
contributions. For example, an honorary award is particularly appropriate in recognition of con-
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tinued distinguished service, a singular achievement, or an act of personal heroism. Honorary
awards may be used in lieu of, or in conjunction with, other awards for a single action.

2-13. Criteria for earning honorary awards
There are two broad categories of honorary awards authorized by AR 672-20. They are—

a. Federal honorary awards. Table 2-1, below, lists these awards, and also shows the approval
level, and the equivalent military award for each. For the criteria for each award listed in table 2-1,

see AR 672-20, chapter 8.

Table 2-1

Awards hierarchy and approval levels chart

Civilian award

Approval level

Equivalent military award

Decoration for Exceptional Civilian
Service

Meritorious Civilian Service Award

Secretary of the Army

MACOM commanders

Commanders MG and above and civilian

Distinguished Service Medal

Legion of Merit

Meritorious Service Medal

Superior Civilian Service Award
equivalent
Commanders COL and above and civilian
equivalent

Commander’s Award for Civilian Service Army Commendation Medal

Commanders LTC and above and civilian
equivalent

Local commanders—may be redelegated
to directors

Achievement Medal for Civilian Service Army Achievement Medal

Certificate of Achievement Certificate of Achievement

This table is an extract of table 8-1, AR 672-20.

b. Public service awards. For criteria, see AR 672-20, chapter 9. Contact the Civilian
Personnel Branch for all other information and assistance regarding public service awards.

2-14. Nomination procedure for honorary awards

Each of the various honorary award requires different documentation. As a minimum, the following
documentation will be included for all nominations for honorary awards and will be submitted to the
Civilian Personnel Branch in an original and eight copies. Refer to AR 672-20 for the specific award
being recommended to determine if additional documentation is required for that award.

a. DA Form 1256. Complete part I. Indicate the type of honorary award being recommended.
If other than those listed on the form in item 6a, specify the name of the award in the “OTHER”
block. (For an example of a properly completed DA Form 1256 for this award, see appendix B,
figure B-7.)

b. Justification. A narrative justification, summarizing the individuals achievements and the
benefits derived from those achievements, ensuring that they meet the criteria for the award as
defined in AR 672-20. The justification must be no more than one page in length, double spaced. Be
as specific and quantitative as possible and include only factual statements to support the award.

c. Citation. A proposed citation of 70 words or less.

2-15. Approval authority
The approval authorities for the various honorary awards are stated in table 2-1, above. In those in-
stances where the approval authority is higher than the MEDDAC Commander, the MEDCOM
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Commander will complete part IV of DA Form 1256.

Section IV
Performance Award, Quality Step Increase, and Career Service Recognition

2-16. Performance Award
a. Definition. A performance award is a monetary award given in recognition of high-level
performance for a specific period. The minimum period covered will be six months. A maximum of
three percent of the employee’s annual salary may be given for approved performance awards with
exceptional rating (that is, Success Level I-Total Army Personnel Evaluation System (TAPES)
ratings), and a maximum of one percent of the employee’s annual salary may be given for approved
performance awards with highly successful ratings (that is, Success Level II-TAPES).
b. Nominating procedure.
(1) Base System employees. Enter the proposed percentage of salary or dollar amount of
award on DA Form 7223, part III.
(2) Senior System employees. Enter the proposed percentage of salary or dollar amount of
award on DA Form 7222, part III, item 6b.

2-17. Quality Step Increase (QSI)
a. Definition. A QSI is an additional within-grade pay increase given to General Schedule
(GS) employees and should be based on past performance and demonstrated potential for continued
superior performance. GS employees with exceptional ratings (that is, Success Level I-TAPES) of
record for the current rating period are eligible.
b. Nominating procedure.
(1) Base System employees. Enter the proposed grade and step on DA Form 7223, part
I11.
(2) Senior System employees. Enter the proposed grade and step on DA Form 7222, part
111, item 6b.

2-18. Career service recognition

Career service emblems and certificates are provided to employees who complete 10, 15, 25, 30, 35,
40, 45, and 50 years of satisfactory service with the Department of the Army and other government
agencies. Career service recognition is automatic, upon notification from the Civilian Personnel
Office that a GS employee is to receive such recognition.

Chapter 3
The Civilian Employee of the Month Program

3-1. Purpose
To establish procedures for nominating civilian employees for recognition as Civilian Employee of [ ]
the Month. [

3-2. Description of the program
The Civilian of the Month Program is a means of recognizing outstanding civilian employees. The
program is specifically targeted to recognize those civilians who have made truly significant con-
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tributions in accomplishing the mission of the Army Medical Department, who have displayed ex[
ceptional courtesy to patients and the public, and who have performed in such a manner as to reflect
significant credit upon the organization. The civilian employee designated as Employee of the
Month will receive a Certificate of Commendation, an 8-hour Time Off Award, and a 30-day
reserved parking space, except as noted below. Additionally, the Civilian Employee of the Month
will be submitted automatically to compete as Civilian of the Quarter. The civilian employee
designated as Employee of the Quarter will receive a Certificate of Commendation and a 24-hour
Time Off Award, except as noted below. Note: Federal regulation prohibits cash awards to
contract employees, therefore, any contract employee who is selected Employee of the Month or
Employee of the Quarter will receive a Certificate of Commendation and a 30-day reserved parking
space.

3-3. Eligibility requirements

a. All civilian employees GS-1 through GS-12 and Wage Grade (WG) equivalents, and
contractor employees of KACC and Barquist USAHC are eligible for nomination for Civilian of the
Month.

b. Nominations should be based on the following:

(1) Effectively produces results by performance of duties.

(2) Contributions to quality.

(3) Accepts new challenges or assignments, and has initiative.

(4) Has a good attitude towards duties, management, and co-workers.

(5) Other significant accomplishments: Consider self-development activities and in’
volvement in the MEDDAC and local communities, such as service organizations, people programs,
youth programs, etc.

c. Employees of the Quarter are ineligible for successive consideration for the subsequent
eight quarters (that is, for two years).

3-4. Responsibilities

a. Supervisors will ensure that deserving employees are nominated and that the nominating
justification is sufficient to merit consideration.

b. Peers who nominate fellow employees will submit justification that is as complete as
possible to ensure the nominee receives the same consideration as other employees who are nom[’]
inated by their supervisors.

c. The Human Resources Assistant will:
(1) Collect all nominations and distribute copies to the members of the Civilian Awards
Board.
(2) Forward the winning nomination to the MEDDAC Commander for approval and
initiate appropriate the civilian personnel action for processing through the Civilian Personnel
Advisory Center.

3-5. Procedure

a. Nominations for Employee of the Month will be submitted so as to arrive at the Civilian
Personnel Branch not later than the last duty day of the second week of each month. Nominations
received by the cutoff date will be boarded the following month during the regularly scheduled
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awards board.

b. MEDDAC Form 744 (Kimbrough Ambulatory Care Center and Barquist U.S. Army Health
Clinic Civilian Employee of the Month Nomination) will be used to nominate deserving civilians for
the Employee of the Month. Completing this form is self-explanatory. A copy of the form is
included in the —R Forms section at the back of this pamphlet. A fillable electronic version of the
form is also available within FormFlow. The FormFlow version of the form, and a Portable Doc-
ument Format (PDF) version are also available in the Electronic Forms section of the MEDDAC
web site. The PDF version of the form is non-fillable.

c. The Civilian Awards Board Recorder (that is, the Human Resources Assistant) will—

(1) Collect all nominations, coordinate peer nominations with the appropriate supervisor,
and distribute a copy of each nomination to all members of the board for voting at least two days
prior to the monthly meeting.

(2) Collect secret ballot votes from board members and tally the results. The nominee
with the majority of the votes will win the competition. The chairperson will vote only if a tiebreaker
vote is necessary. The recommendations of the board will be forwarded to the commander, who will
make the final decision.

(3) In January, April, July and October, board the nominations of the three individuals
who were selected Employee of the Month during the previous quarter, to select the Civilian of the
Quarter from among them.

Appendix A

References

Section | Section Il

Required Publications Prescribed Forms

AR 672-20 MEDDAC Form 744

Incentive Awards. (Cited in para 2-12.) Kimbrough Ambulatory Care Center Civilian
Employee of the Month & Quarter Nomination

Section Il

Related Publications Section IV

A related publication is merely a source of Referenced Forms
additional information. The user does not have
to read it to understand this publication. DA Form 1256
Incentive Award Nomination and Approval
Article 39, Incentive Awards and Suggestion
Programs, Negotiated Agreement, American DA Form 7222
Federal of Government Employees Local 1622  Senior System Civilian Evaluation Report

DA Form 7223
Base System Civilian Evaluation Report
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Appendix B
Examples of Properly Completed Forms for Civilian Incentive Awards Nominations
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Example of a properly completed DA Form 1256 for an On-the-Spot Award

MEDDAC PAM 672-1 e 27 March 2003

9



INCENTIVE AWARD NOMINATION AND APPROVAL
For uas of P ferm, see AR §71-20: ®w popesect agency & e of the Depaty Ovel of Staf? ker Perssersl

PFART 1t - TO BE COMPLETED BY OPERATING OFFICE

1. EMPLOYEE'S LAST AAME - FIRST NAME - W 1. SOCIAL SICUNTY NO. ‘:J;mrmnm
Army Medirsl Deparmnest Activity,
Cﬂﬂcﬁw
PRODUCT, JUBILANT A ET5-34-0120 Furt Miesde, MD
& PRESENT POSITION, TITLE. GAADE ARD SALARY
jmmnmrgmmmma
Medical Clerik (OA). GS D6S-05
A TrPE OF AWAAD RECOMMENDED
ALL NOMIWATIONS Wil S JUSTIFED AND PCLUDE THE DOCUMENTATION REQUMRED BY DA PAMBI3-30. |
. TICM FOM EXCEPTIONEL - S
GECORATION FOR EXCEPT COVVANDEES AWARD
CIVLIAN SERVICE g e QUALITY STEP INCREASE
WIERITCRILS CAILAN SERVCE ACHIEVENENT MEDWL FOR PIRFOAMLNCE &L WARD
AWaRD CIVLIAN SERVICE ¥
FPEROR CAILAN SERVICE
AMARD CERTIFICATE OF ACHEVENENT x mmmm
CTHER Saeatyy ?‘-‘Mltmm
e PFERDD OF SEMACE TO BE FECOGMZED (MOYR - 80 TR THME OFF AWASD
7 NOMSMATING OFFICIAL
1= TYPED RAME AND TITLE b SGENATURE . TELEFHONE SUNBER |4 DATE
My Senbey Hasdcharger, Suporvisor AREA OODE | 30N )
LTC Devid Smcdiapk Dept. Chicd ETT-1734 1 Jm 2NB
PART 1 TO BE COMPETED ONLY FOR AWARCS FORMARDED TO HCDA DA CF,
8. INGICATE F NOMIRATION (S COMSSTENT WITH PARMGRAPH 1-2 1IN AR 67220 (Ciroie vas or 00 - ¥ A9 Slvese axalein o meparede
¥E5 & TYFED MAME ECLLL EMPLOYMENT OFFORTUNITY OFFICER (b SENATURE . DATE
NO
vis | & TYPED RAME CIVILIAY PERSOMNNEL OFFICER n SIONAT. R 1. DATE
O
FAST W - TO B8 COMPLETED Y LOCAL INCENTIVE AWARDS COMMITTEE - RECOMMERD
o apenavas [ osarmoval [ ot ]
__ COMPMLETE FOR MOMETARY AVARCHS RECOMMEMDED
ANDUNT RECOMMENDED | TAMGELE MOMETARY SENEFTTS WTRMGELE BENESTS ESTIMATED ARST YEAR
' ' SAVINGS 1
m_’f_lmLﬁ,_‘" BY APPROPRIATE APPROVING AUTHORITY AES)
ACTION LEVEL e e s | movROVED | At MRARD SIGNATURE. TITLE AND DATE
10. LOCAL COMMITTEE
1L mﬁnn%
FERHE SENT ATV
12. MAJDR
COMMITTES
13. COMMANDER OF MADS
mwﬂ
14, DEFARTMENT OF THE
AFMY IMCEMTIVE
DA FORM 1256. APR 83 EDITION OF OCT 78 MAY BE USED UNTIL EXHALSTED. A

Figure B-2.

Example of a properly completed DA Form 1256 for a Special Act/Service Award
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INCENTIVE AWARD NOMINATION AND APFROVAL
Fav une of tam borrr, sox &R 67220 the proponent agency i O of the Capty Chied of Sttt far Ssrscanst

PART 1 - TD BE COMPLETED BY OPERATIMG OFFICE

1. BMPLOYEE'S LAST NAME - FIRST NAME - Wi 2. SODAL SEDUMTY MO lmmm*mmm
Kirchrrregs o O iy
ROCE. STALWART A. 543-21-2M43 Fun Meade, MD
4 PRESENT POSITION, TITLE. GRADE AND SALARY 5. POSTION HELD DURING FEAIOD COVERED 1IN NONINATION &
At thad [P ahoan @ ey £
Medical Officer, GS-0602-14
8 TYPE OF AWARD RECOWNENDED
a HONORARY a MONETASY
DECCEATION FOS CECEPTIGNAL
CIVILLAN SERVICE mmm QUALITY ETEP INCREASE
NESITDRIDUS CIVILLAN SERVICE ACHEVEWENT MEL&L FOR PEREDAMANCE AWARD
AN ARD CIVLIAN SERVICE '
SUFERIOR
R CERTIFICATE OF ACHEVEMENT SPECIAL ACTSEWICE AWARD
OTHER Mpecityl ?u-ﬂ-t-w CASH AWARD
c PERIOD OF SERVICE 10 BE RECOGMIZED iMOvvR - Mo DLAIZ-12002 5 | TIME OFF AWARD § hors
7. NOMIMATING CFFICAL
Y THPED MAME AND TITLE 8 LG TURE o TELEPHOME MUMBER [d DaTE
ASEA CODE 1 301
LTC David Smedlaph, Depe. Chief 677-1234 | Jem 2003
l PART 0 - TO BE COMPLETED OMLY FOR AWARDS FORWARDED T0O HODA (D4R AL
It INDICATE F NOMINATION t5 CONSS TENT WITH PARAGRARY 2-7 1N A% 672-20 Crce yes o 2w - ¥ o plemse exalein on s
¥ES | & TYPED MAMNE EOUAL ENPLOTMENT OFFORTUNITY OFFCER | B SGRATURE = DATE
[ =)
yES | 4 TYPED NAME CTVILUAN PERSONNEL OFRICER = SIaMA TLRE L Datt
WO
PAST 1§ - TD BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE - RECOMMEND =
0 arrmovss ] csasenovaL [ oreen [
AMOUNT FECOMMENDED | TANGIELE MOMETARY BENEFITS | INTANGELE BENEFTTS ESTIMATED FRST YEAS
1] 1] Raveaod 4
ACTIEN LEVEL ahloases dethii it »#wn CASH AWARD SIGNATURE. TITLE AMD DATE
0. LOCAL COMMITTES
CRAFFERSON x LTC Duvid Smediaph, Dept. Chicf
1. INSTALLATION COM.
WMANDER DR DESIGNATED
REPRESENTATIVE X LTC Duvad Smedliaph, Dept. Chicd
15 WAJCH COMMAND
REVIEW CONMITTER
13 COMMBAKDER OF MAJDRA
CORMMAND OF DISGRATED
REPRESENTATIVE
T4 DEPARTMENT OF THE
| AN WCENTWE AW AFDS
BOARD
DA FORM 1256, APR 93 EDITION OF OCT 78 MAY BE USED UNTIL EXMAUSTED. [

Figure B-3.

Example of a properly completed DA Form 1256 for a Time Off Award for up to 8 hours,
based on a performance appraisal
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————
INCENTIVE AWARD NOMINATION AND APPROVAL
Fir use ol Tam forn. see &R 872-20: the proponest agency & Uffce of Te Desaty Chie' of St for Persornel
PART 1 - TO BE COMPLETED BY OPERATING OFFCE
7. EMFLOTEE'S LAST RAME - FIRST NAMNE - M 1 SOCAL SECURTY RO | 1. ORGAMTATION (Ve ableraamssoni

ROCK, STALWART A S43-21-245 Fort Meade, MD S800
4. PRESENT POSTION, TITLE. GRADE AMD SALARY 5. POSITION MELD DURNG PESIOD COVERED ™ NOMIMATION O

Mexficsl Officer, GS-0512-14
0 TYPE OF AWAAD SECCAMENDED

AL NOWIATIONS WILL 5§ JUSTISED AND WCLUDE THE DOCUMENTATION REQURED BY DA PAMSTIZD |
’_mﬂﬁﬁm . L
CIALIAN SERVEE e e b CUALITY STES meREAsE

MERTOACLE DVILIAN SERVICE ACHIEVEMENT MEDAL B0R PERFOAMAKCE AWARD
AWARD CIVILLAN SERVICE L]

SUFERICR CIVILAN SERWVICE
AWARD CERTIFICATE OF ACHEEVEMENT EPECIAL ACTISERICE AWARD

DTHER (Spacifyl OK-THE-SPOT CASH AWARD

© PERIDD OF SERCE TO B8 RECOGNTED el vw - monwy  OLTI-1202 » TIME OFF AWARD 16 howrs

T NOMEMA TING TFFITAL

L L]
iS5 |2 TYPED NAME CVILIAN PERSONNE, OFFCER * SIGNATURE f. DATE
L o)

PART [ - 70 BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE . REECOMMEND

-

apwmavae ] DmAPPROVAL [ omser [

COMPLETE FOR MOMITARY AWASDS SECOMMENDED

AMTUNMT RECOMUEMDED TANGHLE MOMETASY BENEFITS INTANGEE SENEATS EETRATED FIFET vE&R
L] L BAVIMGE §

—"MPMMQ
Jr—— AFPRCYED w DS ADDHTIONAL

Iy, it st | APPRDVED CASH AWKRD SICGMATURE. TITLE AND DATE

10 LDCAL DOMMTTEE
CHAURPERSON

11 NSTALLATION COR-
Jmm OF DESIGMATED
REPRESENTATIVE

12 WAJDA COMMAND
REVIEEW COMMITTEE

13 COMMANDER OF MAIDR
CLRPAAND OF DESONATED

REPRESENTATIVE

4. DEFARTVENT OF THE
BOARD

Da FORM 1255, APR 83 EDNTYOM OF OCT T8 MAY BE USED UNTIL EXHAUSTED. L T

Figure B-4.

Example of a properly completed DA Form 1256 for a Time Off Award for more than 8 hours,
based on a performance appraisal
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SENIOR SYSTEM CIVILLAN EVALUATION REPORT
For use of thes fone, ses AR 80400 the proponent agency = ASLNGRRA]

PART | - ADMINSTRATIVE DATA

& MAME Law Firg, Maksdy vt b 55N o POSITION TITLE, PAY PLAN, SERIES AND GRADE

SAMPLE, IRA G. | 756904857 Mamager GS 610-12

4 ORGANZATIDNINETALLATION . R BUBAEEION

USAMEDDAC. Fort Meade Marylssd, 20755 | 5] s, seeowi. [ Jwremw |
. FEAIDD COVERED /¥ rvRimng) rmmm]_l h. RATEE COPY [E———

FROM 20R'11AL  THAU 010031 FORWARDED TO RATES

SMEDLAPH, PETER T | ﬁ‘gf';[a ﬂ%&” /e‘U 30 Ot 2003

GRADERAME, ORGANTATION, DUTY ASSIGHMENT
MAJ, USAMEDDAC, FT MEADE MD CHIEF, mmmmnmwmmmz

b MAME OF PTEAMEDUATE FUA TER Mttt e, i, 5 |mm ]b.l.'re

GRADE AANE. JRGAND A& TION, DUTY ABTIGMMENT

€. MAME OF SERBOR FATER il fim. S sl sl [=7 1%
EAGLE, JOHN C. (,.M |?Taar:!a??
GRADE RANK, DRGAMTATION, DUTT ASSIGMMENT
COL, USAMEDDAC, FT MEADE MD DEPUTY E&LI‘EIYIEH
(& RATEE | enderstard oy o POt COMSIIAEE | SygMATURE OF BATEE DATE
PART
= RECOMMENDATIING 5 5T S GM OS5 WS - PERFDAMANCE AWASDYVDS!
I SuaEy | PERFORMANCE | PERCEMT OF %
SALARY INCREASE — AWARD - BOWUS | amounT
" B [} Eaiﬂ-ﬁw Glady - wwmroues o 57 sewds
T RECOMMENDING OFFICALE | ves [ wo | ves | wo
_———— R mmn
WNTERMEDATE RATES
PERFOAMANCE REVIEW BOARD DATE (WYY PRADOY FURD CITE
GENIOR FLLTER =1 3 |
PART IV - DUTY DESCRFTION [Puier)

DALY DUTIES AMD SLOPE M st i vmmssior: ey, s, fmcims, s e, P800 DRSS G160 Wk Farm Si mocorre: | | YES | | M
Coordirme planzing. developmenl, imphemertatot and evaiustoe of facility-wsle [mamsgenent programGood Swifl Coperd
surveilance as outined in the progrems. Develops asd prosents oncniation ams) edwrsnmm programs. Coordinases the review and
revaion of policies and procederes. Moniton MEDDAC complunce with policies and procedurs.  Alizsads commiice mestags.  Plam
and cosducts studics for problems. Functions @ resource persos for embubsory care depestments and outlying clmics. Conducts outtyimg
site visits  Provides ssestance weh e deveiopment of policics and procedures as) evalussus of sow sepplics. lmvestigaien Sungs.
maEiirs satsics on duzgs Mazeges low of oder programs.

PRET W - VALUES isowi
e A BULLET COMMENTS
© Superior sense of duty snd kyally o fhe orpaization; wndersands e importasce of her postion
Cuity arxd takies ol very seriousty
Rimngnct
o @ Gives selflessly of her dme, spends countiess bours with suhordinee cinics msaring thes
—— progTams mest dandsrd
Homar
Py o Poremal courage much in evidenos: spesio up for wha = right
Persong coursge

m:;nm-n PREVIOUS EDNTION 1§ OBSOLETE maR VI ES

Figure B-5.

Example of a properly completed DA Form 7222 to support a Time Off Award
based on a performance appraisal
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BASE SYSTEM CIVILIAN EVALUATION REPORT
Fgr use of Tas o, wee AR G30-40C; T proporer agency i ASAIMERA)

PART - ml‘“ DaTa

& MNAME Las Frsy, Migkle sanal b 55N TITLE, PAY PLAN, SEMIEE AND GRADE
GOOD, TOO B. I L1454 wmmucxm
o ORGANZATIONSTALLATION  Health Clinic, &ndﬁ-ﬂﬂ-ﬁ:—n a. REASON FOR SUBMISSION
£, PERIOD COVERED (7YY IRAMDOY rlﬂwlﬂl_l h. RATEE COPY e et e
oM IR THA  MND123] FVEM TO RATEE FORWARDED TO RATEE
PART B =
MLMEE OF RATER e
5 PETERD. [-sr Pee 2004

MAJ, USAMEDDAC, I'THEAIE.W CHIEF. E!AJ.THCLMC DI:EPTCFGII}

B MAME OF WNTERMEDATE RATER Owwcntilon Fes a8 Imm |IH‘I'E

GRADEFANG. DRGANIATION. DUTY ASSIGUMENT

& MNAME OF SEMDR RATER faw faw Sl st 8 s EEMA DATE
o | e
CAADEFANSE ORCANTATION, DUTY ASSISMAMENT
COL, USAMEDDAC, FT MEADE MD DEPUTY FOR CLINKCAL
[ RATEE 1 udasssand my o SIGMATURE OF RATEE DATE
grERTErT oF it the ‘e Raier

|PERCENT OF SALAAYIEXCLUDES Locsiey Pyl % O | ANARD APPROVED BY

“@W TATE reFrresso FUNO CTE
%mm

& COUNSELING DATES FROM LATER Opvgoed MEDPONT LATER Danumwd
CHECKLIST MECTRD 0mao 20618
PART W - VALUES Watwr)
. Tame BULLET COMMENTS
Bty o Loyairy oo the orgasiztion without question
Asuzec
© Treuis athers pespecefelly snd eomdacts herself with gres persoeal imegriy
ol o Displays stnong commumment and pives selilessly of berselfl a2 all tmes
trgrey
Persoral courage

DA FORM 7223, AUG 1988 PREVOUS EDTION 15 OSS0LETE A e

Figure B-6.

Example of a properly completed DA Form 7223 to support a Time Off Award
based on a performance appraisal
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INCENTIVE AWARD NOMINATION AND APPROVAL
Fox wme of Thes Foere, soe AR £72-20; The Sropore agoracy i Office of Tee Depuly Ciued of Stall b3 Pecsaveel

1. DMPLOVEE'S LAST NAME - FIRET MAME - M 2 SOCIAL SECURITY NOL hmm FEEm—
Kimbroogh Cage Cenier
MOORE. GEORGIA A. 123-45-5476 Fort Meade. MD 5800
4 PRESENT POSITION, TITLE. GRADE AND SALARY 5. POSITION HELD CURNG PERIOD OOWVERED IM NOMNATION &7
At thas thal ahawes i peer 8
Risk Mansger, GS XXX-12
a THFE OF AWARD RECOMMWENDED
AL NOMWATIONS WL BE JUSTIFIED AND NCLUDE THE DOCUNENT ATION REDUED BY DA POM 67220
N HOMORA 1 MOMETARY
COMMANCES"S AVARD FOR
Il SRS e e CHLUALITY STEP INCREASE
WESITORIOUS CIVILIAN SERVICE ACHIEVEMENT MEDAL FOR PERFORMANCE AWASD
ANARD CIVLIAN SERVICE 1
% | awaro CERTIFICATE OF ACHIEVEMENT ST P SR .
OTHER Spece r&mmm
¢ PERIOD OF SERVICE TD BE BECOGMNTED WMoy - Movm  DL71990- 1272005 TiME OFF AwWARD

T NCAAMATING OFFICIAL

L]
yes |4 TYPED WAME CIVILIAN FERSDNAEL OFFICER . SIGMATURE L DATE
L+

DA FORM 1256, AFR 83 EDITION OF OCT 78 WAY BE USED LNTL EXHALSTED i s

Figure B-7.

Example of a properly completed DA Form 1256 for an honorary award
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Appendix C
Table 7-1, AR 672-20, Contributions with Tangible Benefits

The table on the following page is extracted from AR 672-20. It is a quick guide for calculating
awards based on tangible benefits.
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Table 7-1

Contributions with tangible benefits

Estimated First-Year Benefits to Government

Up to $10,000

$10,001-$100,000, ...............
*$100,001ormore. . ..............

Amount of Award

10 percent of benefits

$1,000 for the first $10,000 plus 3 percent benefits over $10,000
$3,700 for the first $100,000 plus .5 percent of benefits over $100,000

Quick Guide for Calculating Awards Based on Tangible Benefits

Benefils Award | Benefits Award | Banefits Award | Benefits Award | Banefits Award
Upto $10,000 10% | 50,000 2,200 90,000 3,400 170,000 4,050 | 1,800,000 12,200
11,000 1,030 | 51,000 2,230 91,000 3,430 | 175,000 4,075 | 1,800,000 12,700
12,000 1,060 | 52,000 2,260 | 92,000 3,460 | 180,000 4,100 | 2,000,000 13,200*
13,000 1,090 | 53,000 2,290 93,000 3,490 | 185,000 4,125 | 2,100,000 13,700
14,000 1,120 | 54,000 2,320 | 94,000 3,520 190,000 4,150 | 2,200,000 14,200*
15,000 1,150 | 55,000 2,350 | 95,000 3550 | 195,000 4,175 | 2,300,000 14,700
16,000 1,180 | 56,000 2,380 | 96,000 3,580 | 200,000 4,200 | 2,400,000 15,200
17,000 1,210 | 57,000 2410| 97,000 3,610| 225,000 4,325 | 2,500,000 15,700
18,000 1,240 | 58,000 2,440 | 98,000 3,640 | 250,000 4,450 | 2,600,000 16,200
19,000 1,270 | 59,000 2,470 99,000 3670 275,000 4,575 | 2,700,000 16,700*
20,000 1,300 | 60,000 2,500 | 100,000 3,700 | 300,000 4,700 | 2,800,000 17 200*
21,000 1,330 | 61,000 2,530 | 101,000 3,705 | 325,000 4,825 | 2,900,000 17,700
22,000 1,360 | 62,000 2,560 | 102,000 3,710| 350,000 4,950 | 3,000,000 18,200
23,000 1,390 | 63,000 2,590 | 103,000 3,715| 375,000 5,075 | 3,100,000 18,700
24,000 1,420 | 64,000 2,620 | 104,000 3,720 | 400,000 5,200 | 3,200,000 19,200*
25,000 1,450 | 65,000 2,650 | 105,000 3,725 | 425,000 5,325 | 3,300,000 19,700*
26,000 1,480 | 66,000 2,680 | 106,000 3,730 | 450,000 5,450 | 3,400,000 20,200*
27,000 1,510 | 67,000 2,710 | 107,000 3,735 475,000 5,575 | 3,500,000 20,700
28,000 1,540 | 68,000 2,740 | 108,000 3,740 | 500,000 5,700 | 3,600,000 21,200*
29,000 1,570 | 69,000 2,770 | 109,000 3,745| 550,000 5,850 | 3,700,000 21,700*
30,000 1,600 | 70,000 2,800 | 110,000 3,750 | 800,000 6,200 | 3,800,000 22,200"
31,000 1,630 | 71,000 2,830 | 111,000 3,755 | 650,000 6,450 | 3,900,000 22,700
32,000 1,660 | 72,000 2,860 | 112,000 3,760 | 700,000 6,700 | 4,000,000 23,200*
33,000 1,690 | 73,000 2,890 | 113,000 3,765| 750,000 6,850 | 4,100,000 23,700
34,000 1,720 | 74,000 2,920 | 114,000 3770 800,000 7,200 | 4,200,000 24,200"
35,000 1,750 | 75,000 2,950 | 115,000 3775| 850,000 7,450 | 4,300,000 24,700*
36,000 1,780 | 76,000 2,980 | 116,000 3,780 | 900,000 7,700 | 4,360,000  25.000*
37,000 1,810 | 77,000 3,010 | 117,000 3,785 | 950,000 7,950

38,000 1,840 | 78,000 3,040 | 118,000 3,790 { 1,000,000 8,200 | * Awards over $10,000
39,000 1,870 | 79,000 3,070 | 119,000 3,795 | 1,050,000 8,450 | require the approval of
40,000 1,000 | 80,000 3,100 | 120,000 3,800 | 1,100,000 8,700 | the Office of Personnel
41,000 1,930 | 81,000 3,130 | 125,000 3,825 | 1,150,000 8,050 | Management.

42,000 1,960 | 82,000 3,160 | 130,000 3,850 | 1,200,000 9,200

43,000 1,990 | 83,000 3,190 | 135,000 3,875 | 1,250,000 9,450 | ** Maximum award
44,000 2,020 | 84,000 3,220 | 140,000 3,900 | 1,300,000 9,700 | authorized by the Office
45,000 2,050 | 85,000 3,250 | 145,000 3,925 | 1,350,000 9,950 | of Personnel Manage-
46,000 2,080 | 86,000 3,280 | 150,000 3,950 | 1,400,000  10,200" | ment. A presidential
47,000 2,110 | 87,000 3,310 | 155,000 3,975 11,500,000 10,700 | Award of up 10 $10,000
48,000 2,140 | 88,000 3,340 | 160,000 4,000 1,600,000 11,200 | My be paid in addition
49,000 2,170 | 89,000 3,370 | 165.000 4,025 | 1,700,000  11.700" | 1© the $25,000.
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Appendix D
Table 7-2, AR 672-20, Scale of Awards Based on Intangible Benefits

The table on the following page is extracted from AR 672-20.
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Table 7-2

Scale of awards based on intangible benefits

Extent of Application
Value of Benefit Limited Extended Broad General
Affects functions, Affects functions, Affects functions, Affects functions,
missian, ar personnal mission, or personnel missicn, or personnel mission, or personnel
of cne office, facility, of several offices, facilities] or an entire regional araa | of several regiona! areas
installation, or an or installations. of command. May be ar commands, or an
organizational elament applicateble to alf of an entire departmant or
of a headquarters. Affacts an important indepandent agency or large indepandent
area of science or a large bureau. agency, or is in the
Affects a small area tachnology. public interest
of science or technology. Affects a broad arsa of throughout the Nation
science or technology. or beyond,
MODERATE VALUE
Change or modification
of an operating
principle or procedure Q@
which has medarate o U\ ,\69\ ,f)e
value sufficient to KO & $ @Q
maet the minimum q" ~t\\" \\Q’ o 2] Al
standard for a cash 5" & QQ‘ o ,fao &'
award; an improvement v?' & O & &
of rather limited value § N Q,'lv" S\
of a product, activity, Cto QC‘) & Q<‘
program, or service to AP s & éo
the public. PP
SUBSTANTIAL VALUE XM
Substantial change or V.M
modification of an o@‘ \\C" &
opsrating principle or P\ b ) QQQ
procedure: an o 49 @Q' & X
important improvement qf-" @o X {3 {QQQ' 4;?6
to the value of a QQ’ D ‘\@ Qe Sy 0
product, activity, o % (96 Q@'
pregram, or sarvice to V?.Q\’ QQQ X
the public. St S a
S )
\ 0 \a &
00 &
L7
HIGH VALUE £
Complete revision of a vg" 0\' o
basic principle or \§Q o &
procadure; a highly 00 «vﬁ & Q,qu\ Q@
significant improvement A <’ S <\c, 0
to the value of a "QQ Ny Qf‘ ‘PU
product, major activity, or of y ) & \fn\ @ s
- O &
program, or sefvice to ¥ 9 < *Q:x* Q? o
the public. & Lo $
o S :
% & )
o' @Q N
£
I~ > &
S
EXCEPTIONAL VALUE &Q‘O o
Initiation of a new Qg’ Q¥ o
principle or major &v\\c} \
procedute; a suparior -
improvement to the \00 ¥ 0‘%'\ {\c’\
quality of a critical $ S NS¢
product, activity, ,\9 & Q@' :,?P Q,’é
program, or service to & QQ"V QQQ H° & @Q
the public. H - o
o’ & PO
o oS
:;tﬁ «?
&
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Glossary

Section |
Abbreviations

AR
Army regulation

COL
colonel

DA
Department of the Army

GS
General Schedule

KACC
Kimbrough Ambulatory Care
Center

LTC
lieutenant colonel

MEDCOM
U.S. Army Medical Command

MEDDAC

U.S. Army Medical Depart-
ment Activity, Fort George G.
Meade

MG
major general

NARMC
North Atlantic Regional Med-
ical Command

OTS
On-the-Spot (Cash Award)

PDF
Portable Document Format

QSI
Quality Step Increase

SASA
Special Act or Service Award

TAPES
Total Army Personnel Eval-
uation System

TOA
Time Off Award

USAHC
U.S. Army health clinic

WG
Wage Grade

Section li
Terms

This section contains no en-
tries.
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KIMBROUGH AMBULATORY CARE CENTER
CIVILIAN EMPLOYEE OF THE MONTH & QUARTER NOMINATION

Name of nominee Position title Grade

Organizational element

Narrative Justification: (Justification should include examples of: (1) performance that exceeds established standards for quality, quantity,
timeliness, etc.; (2) demonstrated initiative and positive additude toward duties and mission; and (3) other significant personal accomplishments
involving self-development and community involvement.)

Supervisor's typed name, title and grade Supervisor's signature Date

MEDDAC (Ft Meade) Form 744, 1 Jan 03
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	Grade: 
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