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WITHDRAWAL SHEET
Ronald Reagan Library

Collection: Moore, Kate: Files

File Folder: Assassination [Attempt-Awards for Secret Service

Agents] (1) GA251 Boy |
i R ' SUBJECT/TI

Archivist: kdb/srj
FOIA ID: 97-098/3 Phelan
Date: 03/02/00

'RESTRICTION

2. notes handwritten. partial back side of note

chapter four personnel part 7 4.7 Incentive awards. (partial, p8)

n.d. ¥ 87
n.d. ¥ 87
a3 12(¢f¢°

RESTRICTIONS

P-1 National security classified information [(a)(1) of the PRA].
P-2 Relating to appointment to Federal office [(a)(2) of the PRA].

P-3 Release would violate a Federal statute [(a)(3) of the PRA].

P-4 Release would disclose trade secrets or confidential commercial or
financial information [(a)(4) of the PRA].

P-5 Release would disclose confidential advice between the President and
his advisors, or between such advisors [(a)(5) of the PRA].

P-6 Release would constitute a clearly unwarranted invasion of personal
privacy [(a)(6) of the PRA].

C. Closed in accordance with restrictions contained in donor’s deed of gift.

F-1 National security classified information [(b)(1) of the FOIA].

F-2 Release could disclose internal personnel rules and practices of an
agency [(b)(2) of the FOIA].

F-3 Release would violate a Federal statute [(b)(3) of the FOIA].

F-4 Release would disclose trade secrets or confidential commercial or
financial information [(b)(4) of the FOIA].

F-6 Release would constitute a clearly unwarranted invasion of personal
privacy [(b)(6) of the FOIA].

F-7 Release would disclose information compiled for law enforcement
purposes [(b)(7) of the FOIA].

F-8 Release would disclose information conceming the regulation of
financial institutions [(b)(8) of the FOIA].

F-9 Release would disclose geological or geophysical information
conceming wells [(b)(9) of the FOIA].
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THE WHITE HOUSE

’ WASHINGTON

April 9, 1981

- MEMORANDUM FOR MIKE DEAVER

"FROM: KATE MOORE
OFFICE OF THE CHIEF OF STAFF

SUBJECT : Recognition of McCarthy and Parr (USSS)
and Delahanty (D.C. Police Officer)

Frank Hodsoll and I were thinking aloud about the potential
recognition of those individuals who protected President
Reagan last week, and I have done some work (via the
Information Center and the Treasury Department) to discover
any precedents. ’

Recognition of Secret Service

Secret Service agents who protected Kennedy, Johnson and
Ford were granted Treasury Department awards. (See
Attachment 1 for names of recipients, dates, and nature of
award and ceremonies.)

Attached is a description of the kinds of awards offered by
the Treasury Department to its employees. On first glance,
it appears that McCarthy might be eligible for the
Exceptional Service Award, while Parr might be eligible

for the Meritorious Service Award. These medals, however,
are awarded by the Treasury Department which of course has
its own procedures for determining recipients.

Recognition of Local Police

To date, I have been unable to discover any awards given

to local enforcement officials from the President or a
Federal agency for their service in protecting the President.
(In fact, I am not aware of any local officers serving
notably in this capacity. Officer Trippett of Dallas was
killed by Oswald but apparently was not honored officially
by the President.)

It may be advisable to work with the Metropolitan Police
awards officer to coordinate a presentation from the Police
Department to Delahanty.

If I can be of any further assistance, please let me know.

cc: Frank Hodsoll



ATTACHMENT 1

AWARDS TO SECRET SERVICE AGENTS FOR PRESIDENTIAL PROTECTION

President Kennedy

1. Recipient: Clinton J. Hill
Special Agent
U.S. Secret Service

Nature of Award

and Presentation: Exceptional Service Award - The highest
award offered by the Treasury Department
for shielding with his body the President
and Mrs. Kennedy upon hearing initial
shots fired on November 22, 1963. Award
presented on December 3, 1963 by Secretary
Dillon at the Main Treasury Building, with
Mrs. Jacqueline Kennedy, Hill's family,
and officials of Treasury and Secret
Service, and others (totalling 75)
present.

2. Recipient: Rufus Youngblood

Nature of Award

and Presentation: Exceptional Service Award, the highest
award offered by the Treasury Department
for shielding with his body Vice President
Johnson upon hearing initial shots fired
on November 22, 1963. Award presented
by Secretary Dillon on December 4, 1963,
in the Rose Garden, in the presence of
President Johnson, Treasury and Secret
Service officials, Youngblood's family
and others.

President Ford

1. Recipient: Larry Buoendorf
Special Agent,
U.S. Secret Service ’

Nature of Award
and Presentation: 1) Secret Service Valor Award (an internal
award of the Secret Service) for his
role in taking away from Squeaky Fromm
the 45-caliber pistol she attempted to

fire at the President on September 5, 1975.
The award was presented November 25, 1975

by the Director of the Secret Service
in his office. The President was not
present at the ceremony.

2) Meritorious Service Award, (for
September 5 actions) presented by the
Secretary of the Treasury in the

Treasury Building in February, 1976. The
President was not present at the ceremony.



SUBCHAPTERVI. HONORAW\.RDS R o

1. BASIS FOR AWARDS‘. Honor Awards are designed to bestow s:mgular honor
on selected individuals or arganizations as an official recognition
of acmevement and as an incentive to further acoanpllsl'ment. '

2’H(NORAW\RDS®NFERREDBYSEEREERYONINDIVIDUAIS

\

\’/ (1)"' Crlterla. _The Meritorious Serv:.ce Award is conferred

' g by the Secretary on those who render meritorious :
‘service:within .or beyond their required duties..: . *
‘Examples of service which should be considered for
-such reoogm.tlon are: ‘ prip S

g . { _ a,/ Merltﬂnms Service Award (Granted one tJ.me only to any. mdlv:l.dual) |

,'I‘he performance of assn.gned tasks in such an s
‘exemplary manner as to set a record of achieve-
'f’ment that will inspire other employees to ..
mprove the quant:.ty and/or quallty of theJ.r

ﬁThe "demonstration of unusual initiativé in
the develomment of new and improved work . -
methods and procedures that result in .
substantial savings in manpower, time, space r -
-'Ibaterlals, or other items.of expense. : S PEERE ¥,

..Unusual,achleve"ents in :|.mprov1ng work perform- f
ance:in’ am organlzat:l.on um.t of the Department

The exercise. of unusual courage or competence :m_

®

an emergency 51tuatlon wh.lle on OfflClal duty

b tion. Brployees honored w:Lth th:Ls award recelve a
_silver -medal and lapel emblem or pJ.n, ‘a certificate '
ExhibitB Y, enclosed .in a navy blue fabr:.ko:.d folder w1th
‘white ‘silk hm.ng, and a mlnlature Treasury flag. . -

“Procedure. - Reccxrmerxiatlons for the Merltorlous Serv1ce
+ Award will be forwarded by bureau heads to the Secretary:-
tthrcmgh the Director of Personnel. = They ‘should be fully
‘documented’ and  should be aoccmpamed by the ncminee's™: ..
'off1c1al personnel ‘folder. Bureaus should also suhru_t
‘a‘draft of:a: proposed citation to aocarpa.ny the certlflcate
- This should be double spaced and not to exceed 20 lines.™ -
" Bureaus will be billed for the medals and lapel emblems and pins.
:If the award is posthmms, it is nade to, the next of kin

@)




b." The Eb{ceptlonal Serv:Lce Award (Granted one time only to any mdlvz.dual)._ .

" /-

e, ,_,;V(l) Cnterla. ‘ 'Ihe Exceptlonal Servme Award is conferred by the oo
.. Secretary on employees who distinquish themselves by excep~ - - . -
S - tional service within or beyond their required duties. This =~ =
.is the hJ.ghest award which may be recammended to the Secretary.
Examples of service th.ch shmld be considered for such -
recogm.tlon are: . .-

'Ihe accomphshment of ass:.gned dutles in such an”
outstandmg manner . as to be Clearly e.xceptlonal

procedures whlch have accamplished extraord:.nary
'results for-the Department of the Treasury e

persons to be honofed w1th this award; nominations are not .
made to him. (The Secretary has in general restricted the;
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' T;-grantlng of this award to two or three of the hlghest
.officials of the Deparmtent who have worked closely with him

~far a subStantial period of time and who have demonstrated SRS
om:standmg 1eaderslup during that period.) ' '

(2) w Those who are honared with the Alexander

RPN GO NN

Hamilton Award receive a gold medal, a certificate ST

- (Exhibit D), enclosed in a navy blue padded morrocco Lo

“i leather folder with white silk lining, signed by the . K
g ,Secretary and a mm1ature Treasury flag. _ ‘ . N

The‘ Dlstlngm.shed Servme Award

TSV o I

Cc1ter1a. 'I‘he D13t:mgﬁ13hed Serv1ce Award is the hlghest

. recognition which may be conferred upon an individual =
citizen who is not an employee of the Department. The e T
“ award cansists of a gold medal, a certificate signed by SO
the Secretary and a citation in support of the award. R

- Following are examples of the types of achievements which ;
may be honored m.th the Distinguished Serv:.ce Amard e U

‘-'(a) An espec1a11y HEIltOI‘lOLlS contribution to sound
" fiscal policy as implemented and administered
2] _,.};by the Department of the 'I‘reasury

ip) A natlonally recognized professional achievement in
- ..7a field of tax administration or law enforcement
wh.xch was of great beneflt to the Department of .

) 'Neminations for the Distinguished Service Avard may
be sutmitted to the Secretary by the head of a bm:eau
or'office, subject- tothe concurrence of the Office

)i Namnatlonss}xmld be ‘foi:varded' to theSecretaxym
" 'memorandum form through the Director of Personnel.
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()  Ncininations should be ocimentad Eally ta iaeteda & |

carplete description of the service rendered and benef:.t'
'rofthatserv:!.cetotheDepartment._ :

(@ A proposed c.1tat10n, double spaced and no more than
o 20 lmes in leng’d'z should acompany each reccmrerxiatlon.

3. THE EQUALEMPLOYMENI‘ oypommmm mm—cr-fnm—m 'f '_ R

g - CrJ.terJ.a. 'Ihls mrd is des:.gned to give dlstmct recognltlon to .
Eé principle of Equal Enpldyment Opportunity and to raise it to a
" level of dignity and honor. ~ This award will be given annua.‘Lly to-
~the one individual or cne organization who has done the most -to
advance the pr:mc:.ple of Equal Opportunity in ﬂ‘xe Department for
* -wamen and minorities.  The follmng are the types of achlevements
“which may be l'xmored' , ; ‘ i

Remv:mg strmztural, prograrmlatlc and/or 1nd.1v1dual 'bamers
m\pedmg full mplerentatlm of Equal Employment Osportxmty

| Suppozt:.ng in'a dynamic ar ext:raordmary way or utlllzmgf_f[f
in an innovative fashion existing programs, resources and
authorities to mplenent the Equal Ekrployment Opportum.ty

: concept

i Develop:.ng and 'mmlanentlng new and 51gn1flcant 1deas for o
brlng:.ng'about f\ﬂl equal erployrrent opport\mz.tLeS. . e

Ehabl.mg the organlzatlon (system, Department) to :Ldentlfy
or prarote mincrities andvmven who are Qresently capable

s:.stlng or coxmselmg mdlv1duals so that theyumay acqu:Lre
sk:x.lls and/or qual:.fy for better jObS.— By so doing, ‘the

their econamic positions and mc:rease thelr career opportunltlesw'
andjobsatlsfactn.cn., ’ s A T '

Recggn__r t:Lon.V E:rrployees or orgam.zatlcms honored w1th thls award AN
“receive a hand engraved plaque and a certificate (exhibit E) enclosed
in a"na blue rrorrocco» leather folder mth s:.]k hmng’. o

7 ‘Procedures. - Each btrreau may nanmate ane 1nd1v16ual or group

~ through the Director of Persomnel for recognition.” It is not
necessary far the person to be an EEO Specialist. They may

. be supervisors, ‘managers or employees who have made significant
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contributions to the program in their bureau or Department.
The 'Treasury Awards Camittee will review all bureau nomina-
tions’and select ane individual or group for appmval by
the Assistant Secretary (Adnunlstratlcn)

- NOTE: This award is designed to apply to individuals and/or groups
regardless of race, color, creed, religion, sex, national
origin, age, marJ.tal status, physmal condition or sexual C A
preference. ' ‘

4. OUTSTANDING HANDICAPPED EMPLOYEE CF THE YEAR. This honor ‘avarsl
7., recognizes an outstandmg Departmental employee whose ach:.evanents
. have- surrcmmted a ser:Lous handlcap, .

The avardee is the Departrm—:-nt's naminee to OPM for Outstandmg . L
" -Federal Handlcapped Erployee of the Year. _ , <R i i

- OI‘HE:R DEPAKHIIEI\IEL HONOR AWARDS. 'I'he Depar’anent may establlsh frtm ‘
* time to time additional awards recognizing acluevements J.n areas
;._of spec:LaJ. mterest to the Adrm_nlstratlon .

Cr:LterJ_a. An honor award may be establlshed for outstanch.ng

~.and significant service in the public interest related to the

"~ factor activities of a bureau. It may be given to bureau
~employees, other goverrment employees, private citizens, or
“public and private groups or arganizations. The award will be

- the highest form of recognition within the authority of

“. the bureau head. It will be given only in those exceptional
~_cases when the bureau head's personal appreciation cannot be
expressed fully in a lesser award and the recammendation of -

‘a higher Treasury award is not appropriate. The following Lo
examples serve as quides as to the type and level of contr:.but:l.on
:whlch warrants cons:.derata.on for a bureau honor awards ,

materlally ass:.sted the bureau :Ln can.ylng out 1ts o
) "mlssz.on. o

phase of the bureau program

e ‘Ieadersmp, Skill, or ablllty in admlnlstrat:n.on or in
ST -~ performance of duty which was of great value to the’

bureau.




-

(4) An act or service of significant benefit to the bureau
- which dinvolved unusual personal effort, campetence, or
bravery during an emergency or under very adverse
conditians. :

) majdr program mprovement of high value to thebi.lreau.._
(6) An cutstanding accar@llstmen ent with respect to facilitating

. equal cpportunity in govermment through excellence of SRRt - e e
1eadersh1p or sklll J.maglnatlon and oerseve.rance.._ IR - A ¥ il LR

] “iThe award w111 cansist. of a certlflcate s:.gned

by the bureau head, ‘a citation in support of the award and
-~ at the option of the bureau cmcerned, a speca.ally desn.gned
lapel anblem o pin. " : o T N e

: Ree_o_ggétlon.

Procedures. . kccmnendatlms for these awards should be documented
to illustrate the accamplishments cn which they are based and to
demonstrate that recognition of this kind is warranted by the
bureau head. - Only the bureau head may approve these awards. If
this honor award. is established within a bureau, a copy of the : _
directive establlshlng the award W:Lll be forwarded to the{_pi_rectvor TS
of,PersonneI. : N Sl ek

e_frorts of private citizens that make modest contribution to
the functions of the.Department.‘- Bureaus are authorized and

:useful':zdeas Whlch are beneficial in eliminating
ormmmu.zmg problems or in act:.vely contrlbutlng
_to-‘mlssz.osn acccnplls}ment ’

(3) - Assistance to Government of a 51gn1f1cant nature ) ‘
~ through the cooperatlve use of fac111t1es, equipment,
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(4 Courageous or heroic actions in support of a Federal
actn.v:.ty or mission.

' (S) - Significant contr:butlons in the form of voluntary
presentations or valuable consultation.

Where a camercial or profitmaking relationship exists between
the recipient and the bureau, the contributions must be
"~ substantially beyand that specified or implied within the
terms or contract establishing this relationship, and further,
it must clearly be in the public interest. To maintain the honor
and significance of these awards, they should never be
granted to several organizations or individuals performing
the same service on a repetitive or continuing basis based
soley on precedent. Rather, each case should be considered
an .'LtS own merit and recognized accordingly.

Form of Reoogzuuon. 'I‘he award may consist of a sultable
_-certificate, a token of naminal value, or a plaque. In addition
_‘to the formal recognition bureaus are encouraged to express their
-~ appreciation for contributions received fram individuals,

groups, organizations or associations within private industry
or-universities with letters fram the bureau head or other appro-
priate officials within the bureau. Bureaus with regional or
camparable organizations may provide for the approval and
.grant:mg of such awards at the reglcnal level.

Prooedm:e. ‘:mo copies of the issuance urple:nentlng such awards
_should be furnlshed to ﬂme Dlrector of Persannel.

‘Publlcn.f_:y_., Tne publlc mfomwatlon act:LVJ_ty of the bureau should
play a strong role in effectively ard aporoprlately publicizing
all bureau awards. > Widespread and imaginative publicity should be
‘given to them." Newspapers, local radio and TV stations, the
employee newsletter, as well as the recipient's professmnal

‘and other associatians, enplcyer, etc., may be useful in pub-
“l;Lc' ing the award. " g g
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. GOPIES 70 BRaneH QUpERUIenRe

“Personnel Management |~
% , MANUAL [Das
4 _TRANSMITTAL NOTICE = | 2/23/80

INSERT ' . REMOVE

TPMM Chapter 451, Incentive Awards

Tabr :l:;ramf Program
e o Contents ( both pages) Tabl :

I-3 to: 8, II-3 and 4, III- 1?e2, and | 5 °§ O%Etﬁna,ﬁ (Qotﬁgages} et

7, IV-1 to 6, VI-3 to 7, VII-1 to 4 and 8, V-1 to 6, VI-3 to 5",*__\;11-1

e

REMARKS: These pages have been revised to incorporate ‘the major change
in the. delegatmn of awards avthority to bureaus fram $2,500 ($5,000 to
groups) to $10,000, and also the follcw:mg chanqes squested by the- Offlce
of Personnel Management. '. '. )

i (1)7 a; page II-3, last sentence before 'I‘able II“{"J.ntaan.ble" chanqed
to "tanq:l.ble A = W ol o

On page III-l, definition changed to include papemork reduction,
-as- provided by CSRA.. Also, item (6) deleted and item (9) changed td
encouxaqe recogmtlcn for enercxy conservatmn beneflts.

On page III-7, section 8, the basis for determ.mnq“cash awards for
" suggestions has been changed to include consideration- of eJ.ther
the tanglble' r lntanqlble beneflts scales, or both Lo+

4)- page IV—l, a clearer dJ.stJ.nctJ.on has been made between

Sustained Superior Performance (SSP) awards and special acts as
~.bases for awards. Clarifications have also been made between -

- SSP. awards and QSI's on page IV-3. On page IV-4, item b(4). has

- been deleted.’ It was more appropr:.ate as: crlterla for a SSP .

awaxﬂ'thanforaspecmlactor” i

;}(5) .On page‘IV-S. section 4b(2), the bas:.s for deternumm ,cash awards
for special achievement awards for special acts-or;service: ‘(as
-distinct frcn' SSP  awards) has been"changed to include: ccns:.dera
'tmn of ¢ therthe tanqlble or mta.ng:.ble ben%flts' ‘scales or: both’ 3y

FelF o N

'T'hese rev15ed ‘pages” also. (1) Fomally :moorporate into: the"mﬂle EE‘C g
and Outstanding Handicapped Awards established at the last Annual Awards !
Ceremony; (2) editorially cambine and clar:.fy the treatment of two levels of

bureau honor awards: formerly discussed in VI-4, section:3a, and VII-4;: i

section 4; and (3) update and clarify information on the Annual Awards
» : -on all revised pages

Approved by (type name tnd titll)
Henry ey DeSequ.rant i

e ‘anm F 8001 (1-78)
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“the public Tuninees Tatt, § Wit nanagement réview and control
4 i processes. should be used to identify areas of potential nrpmvemerrt

= - for inclusion in the Management Improvement Program (OMB Circular
A-44), and to' identify program-or operatiocnal areas where superior
work results warrant award consideration. Managers should also
request supervisors to identify employees who have made special
contributions and to consider submitting award recommendations.

This should not preclude supervisors from subnutt:.ng other award

reccxmendatlons on thelr own JmtlatJ.VE. :

d. Tt is within the framework of the programto recognize thosepersons
whe contribute to Government through superior efforts in extending
[“opportunity ‘'with respect to those desﬁ:’ﬁig?ederal employment
or by assisting those already within the Federal service to achieve
their h:.ghest potential and prodmt:.mty. Recognition’ to deserving
supemsors, employees,-or groups .is required and merited when there
are clear and demonstrated -significant achievements in provldmg
equal ‘employment opportunity. - Treasury Personnel Management
Manual Chapter gives detalled guldance for prov:.dlng such

e. The success of the Theentive Zwards Program depends largely upon i
pronpt rev1ew of contnbutlons. : Act.'Lon should normally. be cmpleted <.

because of .the very na_ttme of the cmtr:.butlon, spec:Lal procedures
‘should be: establlshed"to follow up on the actlon

(DN'I'RIBUI'IONS‘ WARRANI‘]NG RECOG\IITION. 'Ihe followmg types of contrl-
butlons‘by enployees warrant recogm.tlon under the Incentlve Awards
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SUKIHAPT_E!R I. GENERAL PROVISIONS

INTRODUCTION.

Chapter 45 of Title 5, USC, authorizes the head of an agency
to pay a cash award to, and incur necessary expense, for the
honorary recognition of an employee, and provides for the
issuance of regulations and mstnx:t:l.ons for conducting agency
incentive awards programs.

S
¥ \

..Section 451.201 of ‘the Civil Service Rules and Regulat:.ons d:Lrects
" the head of each agency to establish and operate a plan to use
1ncent1ve awards as an mtegra.l part of superv:.s:.m and nanagenent.

Department of theTreasury Order No. 79 (Rewsed), dated : '1
December 22, 1954, delegates.to the Assistant Secretary for
Admmlstratmn (Adm:.m.stratlve Assistant Secretary) the functions
of the Secretary of the Treasury with respect to incentive awards
emeptfort}nseawards grantedbytheSecretaxy i

2 ’1’.?‘ ki

administered in ~cooperation with and through Incentive Awards
-Progran's of.the ‘bureaus of the Department.

:2._';,PURPOSE The Incentive Awards Program is designed to encourage employees
~to take an active part in improving Government operations; to reward

“those whose individual or group efforts contribute to efficiency, -

l'ecmmy, or increased productivity; and to provide recogmtlon tou

‘employees for achievements of a significant nature relating to their
official e:rploynent. These objectives of the Incentive Awards Program

are sought through ‘the use of comtendatlons, cash, service and honor et

’POLICY POLICY.

' iIt :Ls.the pollcy of the Departnent to encourage employees- at all
‘ levels to participate in the program, ‘as all share responSJ.bJ.lJ.ty
for the qualJ.ty of the Department s operat:.ons.

,Nb.nagenen at all levels must'utJ.l;Lze the program as a means tpf
motivating employees to make full use of their skills and ideas.
E:rployees and nanagenent personnel must find ways in whlch to perform
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@ et A i
: d. I\bteworﬂay or dlstimtive services; and

e. I.ong ard fa:.thful serv:.ce.

5. PERSOMNEL RECORDS. Brplcyeesmrece.we awards for suggestions
; adopted under these regulations should have placed in their official
, personnel folder a record indicating the contribution made and the
- award granted. A record shall also be placed in the official personnel
folder of each employee who receives a Special Achievement Award,
Honor Award or award fram outside the Department of the Treasury.

PROMOTION POLICY AND FMPLOYEE CONTRIBUTIONS. ‘The Department's: .
pramotion policy provides that, along with the other factors evaluated
in pramotion, consideration will be given to employees who, by their
‘suggestions or other contributions, have demonstrated ingemiity,
industry, skill, resourcefulness or analytical ability. Consideration
will also be given to supérvisors and officials at all levels who improve
their unit's operation through constructive use of the Incentive Awards

'DUPLICATE AWARDS. ‘Two Or more employees may not be granted awards for -
the same contribution except in shared or group awards. Supplemental
awards are not considered duplicate awards. Awards paid at two or
more local levels for similar ideas also are not considered duplicate
MIdSO: e v ¥ ‘
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(2) Provides appropr:.ate delegat.l.on of aul:horlty to DJ.rector of
Personnel.

(3) Relles upon the ’J:reasuzy Awards Ccmtu.ttee for program rev:.ew,

reccnumﬁat:.ons on the program, and assistance in providing -
leadership. :° ~

(4) Recommends to the Secretary action on those awards which
o reqtﬁ.retheapprovalarrecam\mdatlmoftheSecretary
& A

Reccxm\aﬂsactmnm-awardswhichumlvepaynmtofmre
OOO‘boan‘J.ndlvidualoragmup :

» ;and procedures governing the l'iepartmant
of. the 'h:easxmy Incentive Awards Program.
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(f) Mevber - Deputy Assistant Secretary (Enforcanént)"

(g) Menber - Asmstant Gmm.ssionm: (Resmzces Manaqement) -

(h) Marber - Camptroller, U.S. CustcnsService

(i) Member - Chief, Management Analysis Division, Offlce of
the Secretary -

. ' (J) Nhtber Chief, Office of Irxiustnal Relatioms Bu:neau
; - of

e,

(5) 'me(:haupersmarﬂ{fwrnmbersof.ﬂ)ecmm;tteemllcon-
stitute a quorum. mecxmlti:eew:.llmeetatthecallof
.the Chairperson. :

Ad Hoc Camnittee. On selective or specified awards, the
Assistant Secretary (Administration} may request that an ad
hoc camittee, camposed of top Department officials, meet to
reviavmninatmnsarﬂnakerecam\erﬂatlmstotheSecretazy

”meDirectorofPersorml , : :

(l) Develops and J.ssues pol:.c;es and regulatlons for the conduct

- Provides sta.ff el ptanc connected with the program for the
" Treasury Awards Cmtnlttee, Ass:.stant Secretary (pdrﬂ.mstratlon)

(4) Mamtains liaiscn w1th A'Ireasury bureausx the Offz.ce of Persopnel
..’ Management, and other chermerrt agencies on program and

’i

(5) enoct s Btntins ond evaluative reviews of'bu.reau programs.

_.(6) Fulf:.lls report:mg requ:.ratents for the program = -— - :
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(b) Develop regulations += procedures for the Depa.rment'
program, and. W, 2
(c). Develop and Jmplement phases of the pmgram of mc:.flc

J.nte.resttoaniapplicable J.nnorethanone'l‘reasury
bureau.

e. Heads of Bureaus.

(1) - Develop and administer the Incentive Awards Program suitable
. to their bureaus which are in accordance with the framework
. provided by these regulations. Bureau heads should also ;
providereporfsardstatlstics indicating progress achieved
in implementing the program. In administering the program,
bureau heads are encouraged to innovate and to tailor the
spec:.flcneedsoftlmirmreaus and in

(b)  Provide for the appomtment of bureau Incentive Awards
- - Officers and canparable positions in subordinate ‘
““offices. Bureau heads should clearly define the
_respms:.bllit:.es of adm:.mstermg the program to
these officers.” In order to maintain a high degree
of coordination, provide a direct chammel of - -
commmnication, and assure consistency of practices
‘throughout the Department, bureau Incentive Awards -
Officers and those in subordinate offices should -~ - = =
mmallyreporttothepersonresponsn.bleforthe .

Provide for the partic:tpat::.on of enployees in the
*developmt and evaluat:.on of the m‘

program-
and field off:.ces through media such as:
releases, discussions at staff neetmgs, house
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at awards presentations, field conferen::é, conventions
of employee groups, and special bulletins on the subject.

(h) Provide for adequate coverage of the purpose and objectives
. of the Incentive Awards Program in orientation, on-the-
L "~ Jjob, supervisory, and other training programs.
' Provide for periodic review of bureau Incentive Awards

Approve and pay awards Up. to and :.rr:lt.ﬂ:.ng $10, Ooomtaﬁany
oo individual or group.

'of or action by the Secretary or the des:.gnee (e.g., over
$10,000 to an individual or group, Exceptional Service
Award, Ihra.bor'.ous Serv:.ceAwardr acternalawards SES

Redelegate authority to adm.nlster the program and
:edelegate authonty to take action on and make cash

Bureau. In:errta.ve ‘Awards Officers. Bureau Inc:ent:n.ve Awards Officers
prov:deadvmandstaffasswtancetotheburmuheadonthedevelop-
‘ment, pn:anqtmn ‘and - adminlstratlon (including evaluation and

_g:ervi Persou:mel Inordertomsurecontmumgsuccessofthe S
-progxaxn;ewhsupervisorlsresponsa.ble for:

o 1,7*

Belngrsxre..thatallaspectsofﬂ:eprogramarehmmarﬂ
understood by all ard that subordinates are informed of the

oppcrttmt:.&s it offers for pe.rsonal and g:roup recogrutlon.‘
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ideas when appropriate; accepting their suggestions

as an indication of interest in helping to make

improvements or reduce expenses and as a measure
~of confidence in their supervisor's objectivity.

(3) Reviewing operations and evaluating results for the
" purpose of identifying employees whose individual or
. group efforts result in superior achievement and
il im.t:.atmg recame:ﬂatlms for appropriate awards.
(4) mking tJ.maly and object:.ve appraisals of suggest:.ons
& ;‘eceived and adopting/recammending adoption of those -
w#vhich will prove beneficial; evaluating suggestions
~ for their applicability to other Goverrment activities;
giving adequate recognition to award recipients when
selecting or. recamendin; employees for prmnt:.on

h. Bmployees. Brployeesstmldstnvetobemfomedabout
the program and of the potential benefits to the Government
and themselves from actiwve participation. Every employee
should endeavar to make a contribution or contributions
-to any phase of Treasury or other Government operations
of such significance as to warrant recogm.tlon under the .
IncentiveAx«ardstgram

¥ Docmenfatmnof?ctmn'raken.-Allpersons evaluating or
-approving contributions under the program have the responsibility
\forseejngthatact:!.ontakenlsfully justified and adequately
.~ documented.. tlheavardsfileonanapprmredconh::.butlon,~
- -~ resulting in tangible benefits, should contain data support-
.+ ing the determination of dollar benefits. For example,
detmstrablebenefitsnaybeintemsoflowertmitcost
onnx:ceasedvolmeofpmduction "However, reductions
--in unit cost are not considered benefits if they are the
- result of outside factors such as less complex work items
be:.ngrecelved, or are the result of or the cause of less

it
‘

*10. ’RECK?.NITICN F EMP]’.OYFZE‘S OUTSI!E ']I{E ORGANIZATIW Whenever
. a bureau wishes to recognize an employee of another bureau or of
- another Federal agency with an award authorized in this directive,
"exclusive of a suggestion award, the concurrence of the employing
agency shall first be obtained. : In addition, in those instances’
_in which it is proposed to recognize an attorney under the juris-
’%“fd.rct:.onof the General Counsel, the concurrence of theappu:oprz.ate
Ch:.efComselortheGeneralOo.mselshall first be obtained.
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'SUBCHAPTER II. CASH AWARDS FOR CONTRIBUTIONS

1""BpsxstCASHAWARns

: ’ a. Acashawardmybegranted foraocntr:.butlon approvedassub-
 mitted or approved in part to an employee, former employee or the
employee's estate. The contribution must have been made whlle
RARTE employed 1n.the Departnent.“‘

g8, b. In ‘the fleld of Equal Ekrploynent q;:ortmuty, an honora.ry award

: . would normally be appropriate to confer distinctive recognition.

However, | cashawardsshouldnotbepreclxﬂedasacmplenentary

“recognition in those outstanding cases in which-the entirety of
the contribution extends beyond equal opportunlty to J.nclude other
beneflts to the Gove.mrent. F 18

Cashawardsforenployeécontrlbutlms shallbedetennmedonthe
' basis of tangible ox intangible benefits in accordance with the
Tgeasury Awards scales set forth in Tables r and IT in this section,

‘or annual sala:cy as prov:Lded J.n Subchapte.r Iv.

(I)NTRIBUTOR S AGREEMENI‘ In accordance w:Lth 5 USC 4502 (c) - cash
- award under this chapter is in addition to the enployee's regular
i, e pay.... A Treasury employee's acceptance of a cash award constitutes ,
sl e an,agreement that the use of any idea, method or device by the -
-7 '+ United States or the Government of the District of Columbia (whether
Wk i OrE IOt patentable by the employee of the United States) for which .
" the ‘award is made will not form the basis of further claim of any
' nature upon the Government of the United States or the Government
_-of the District of Columbia by the person, heirs,-or assigns.
o i i 4 B b st g - Frm— P ‘.

Whenever a suggestion or other contribution will result or has -
resulted m‘_taagzble dollar ~savings of $25&or more, the follwmg



$100 o ‘the first $1,000 in
.. benefits plus $5 for each addi-
:_‘ tional . $100 or fract:.cn thereof.

6550 for the first $10,000 in
‘benefits plus $5 for each .
- additional $200 or fract.wn

23 $800 . for the first $20,000 in* ™
* benefits plus $5 for .each e |
- additional $1,000 or fractmn
thereof

Fin: benef:.ts plus $5 for each
ade.tJ.onal $5,000 or fractJ.On-
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5. EXCEPTIONS TO STANDARD AWARD SCALES. Under unusual circumstances,
.deparhzrefxunstarﬁardawardsmaybejustﬁled In such cases, an
appropriate award, which will give proper recognition for benefits
received or expected, ‘may" be authorized or recamended. If a.cash
award is made, it 'must be for at least $25. In any case, the reasons -
forsmhdmatimshm:ldbedoctmtedaspartofthecasefﬂe.

‘ 6. Lnumm:smmwm I : - N

a. meawaniscalesmmedmﬂaeseregtﬂatimsapplytoall- .
cnntrih:t:ms : =

in e:cc@s of $10 000 to .any one person nﬂ:.v:duallyv
"or a group must be reviewed by the Treasury Awards Camittee, ~*°
recc:me:ﬂedbytheSecretary ‘and apg:oved the Office of

An:lmpartantobjectlveofthemcentlvem:ardsmogrammto ; o A
_emomageteammﬂ:inmcwngoperatmnsandrewardeach : . s
marberofﬂueteamforhls/hercontrihrtlcntorewardablegroup - - ‘

" achievements. Cashawardsmybedmﬁedmequalsharesorm : : :
different amounts to recognize varying degrees of employee : :
cmtrihxt;_m to the aqca:pl:.s}mrt:.. Allecployees com:rz.but.mg : |




benefits, or résults in cambined tangible and intangible benefits. - 'Ige
_amount of such a cash award shall be determined on the basis of its
value or benefit to Goverrment operations after full consideration of*
smhfactarsasextentandscopeofapphcatm, sigm.f:.caxweofthe
contribution, and importance of programs affected. Table IT will be’

used in making cash awards for contributions imvolving intangible =

benefits.

the minimm cash award for tangible benefits.

'smmmmmmmmmammmsm‘sm@snmon

TABLE IT

However, the minimm cash award of $25 will not be

granted unless the contributions campare favorably with those rece:Lvﬂng

- CONTRIBUTIONS HAVING INTANGIBLE BENEFITS

omn.
5t

EXTENT OF APPLICATION

=2 Limited

GM

- VALUE OF
'BENEFIT -

| arganizational slement of a

facility, installation, or an

headquarters.
Alfects 8 small area of sci-
ence or technology. -

or per of
fices, facilities or instalia-
tions.

Affects an important srsa
of science or lechnology.

Extended Broad
| Atfects functions, mission, | Aftscts functions, Affecte functions, mission, | Atfects functions, mission,
or personnel of one olfice, '} or p ‘dmmlnn- or personnel of several re-

glonal sree or command.

May be applicabdle to all of .
|mm

unneyou

u.nonlindtmmtu
large ndent sgency,
or lo ln the public interest
throughout the Nation or

Moderale Value, Change or mod-
ilication of an operating principle
or procedure which has moderate
value sufficiant to meet the mini-
mwn standard for a cash award;
of rather limi
uluc ol a product, activity, pro-
gram;, or service 1o the public.

25-50°

$0-100

Substantisl Value. Substantial
change or modification of an oper-
ating principle or proceduis; an
important “improvement tu the
value of a product, activity, pro-
gram; or service 1o the pubdlic.

High Vaiwe. Complete ravision of
a8 -basic principle or procedurs; &
highiy significant improvement
to the value of a product, major
activily, or program, or servics 10

| quality of a critical produet,
activity, program, or service 1o
the public.

Exceptionsl Valve. Initiationofa|

' 400-1000

9ible benefits may be granied oMy when the bondl:‘a reach or exceed $230 or an umy-dolumind

gible benelits

req

ini d. In determining cash awarde for contrl
with inlangible raulu monhnh lho Gonmmon! mw be eompuubn 9 those coniributions receiving mhﬂm uudl on lM Ml ol

hﬁl
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SUBCHAPTER III. SUGGESTION PROGRAM

1. DEFINITION OF A SUGGESTION. A suggestion (which includes an inventicn)

‘warranting recognition under this program is an idea which, when put
into effect, will directly contribute to the econamy and efficiency or
directly increase effectiveness in carrying out Government programs or
mlssz.ons, or achleve a significant. reductlon in paperwork

v"Propbsa'Is t6 improve working conditicns, e.c
decoratlms, furniture, or mirrors.

 Proposals 'where.it }sA&vicus that the potentlal benefits -
~fram adqu:icn would not offset the oost of processmg. .

vending machmes, cafeteria services, rest room faclhtiés,
park:.ng famllues,‘_:orvholldays : unless the proposal would
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7 b. For Suggestmn er Spec:.al Achieverent Awards, the total ammmt of
the%_fon.a_gmup generally should be the same amount as would
- have authorized for that type of award if the contribution was_

one %I-hnever,wherethemdn.vﬁmlsharesofthe
group cash award appear inappropriate, deviations from the tables
in paragraphs 3 and 4 may be made. The reasons for deviation
s}nﬂdbedocmentedmsupportoftheacumtakm - |

ments as set forth in-Part IV, paragraph 4, the award should not
- exceed the total amount which could have been given 1feachenployee
i in; t.he_group had been individually recognized.' ;

i 4 V’ 3 Yo : T‘. [

8. AW\II.ABILITY OF FUNDS Ea.ch contribution approved for a cash award shall
bear the certification of a responsible official that funds are avail-
able to pay the award. Under no circumstances shall the approval of
payment of an award be construed as authority to incur a deficiency or
over-d:llgate an approprlatlon, apportionment, allotment or. sub—allotnent.

9. SUPPLEMENJ!AL AWARDS. Supplenental awards may be paid when beneflts
_actually derived from employee contributions during the first full
yearofoperatmnemeedthosecnwluchannutlalawardlsbased

10. J'USTIFIG’.TI(N FOR CASH AWARm The justification for a cash award shall
7+ - be presented in‘'a manner which clearly and spec1f1ca11y relates the
A achlevenent or benefit to ‘the appropriate pmvxsmns of the.
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| SUBCHAPTER IIT. SUGGESTION PROGRAM

: 1 . i & - ; 5 .
1. DEFINITION COF A SUGGESTION. A suggestion (which includes an invention)
-warranting recognition under this program is an idea which, when put
into effect, will directly contribute to the econamy and efficiency or
dlrectly increase effectiveness in carrying out Government programs or
missions, or achieve a significant reduction in paper.work.

2. EXCI.I.BIG‘IS

‘a The followmg are excluded fram cms:.deratlon as suggestmns under

a constructive and specific means for mprmnna operat.ums of -
the Deparmem: of the 'I‘reasury

u',g.?.

-Proposalévz!nchcallattenﬂmtotheneedforroutine

v

) Proposals to mg:rove workmg cmd:.t.ums, e.g., a1r cmd:.t.mmng,
decorat:.cms, fm:m.tm:'e, or mirrors.

Proposals vhere it is obv:.ous that the potential benefits -
franadoptimmuldmtoffsetﬂzecostofproqessmq 3

: coverage" of amounts mvolved in the collection of revenue.
However,: anychange:.nmethodsortecl'mmues in the collec—
tion of revenue which is adopted for use shall be considered

“." r T Bl

u

Proposals for services and benefrts to employees, e.g.,
- 'vending machines, cafeteria services, rest room facilities,
parking facilities, or holldays, unless the- proposal m:ld
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- Employee pu:oposals which are excluded from the program should, of

course, receive any attention that is desirable or necessary thmuqh ;
regular adnu.nlstrata.ve channels or as an employee relations matter

Anideawha.chlsmtneworcngmalormchlshandledurﬁerb.

above and is accepted for use by the benefiting organization may

be recammended for a Special Achievement Award if the benefits

: are so significant that they warrant an award (see Part IV).

" However, there must be a positive relationship between the -
suggestions and the actlon taken before recogm.t:.on can be qlven

obtamasswtanceoradvmemdeve]opmgarperfectmgtheldea 7
This procedure is recammended in order to improve supervisor-

enployee relations, ‘provide more timely evaluation and adoption of

ideas, improve quality of suggestions, and increase participation.

; If preferred, ﬂmesxggesl:ermaysuhnltthemggestmdzrectly'

’ toﬂ:elocallncerrtlvemardsrepresentatlve.

:Errtployees should su}:m.t suggestions on Fonn TD F 64-51. 1, Employee
Suggestlon, J.n accordame with the J.nstructlons on that form.

(» c.

Ehe suggest:.m must clearly J.ndJ.cate. i

suggester as a formal suggest:.on for consmeratlon for award
-within six rtmths ﬁollom.ng adoption of the idea. —If the
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Enployees may submit suggestlms anmyn'ously, however, thls is
‘ﬁmt encouraged.
¥ %Nrt’é R

PKXZESSING SIEGE‘STI()IS

a. Aclqmledgement. A record is to be made of each suggestlcn

received, and an Acknowledgement of Receipt (see TD F 64-51.1)
should be sent to the suggester within five worlung days.

jfrarre, anmterﬁnnermorlettershouldbesenttothe
suggester explammg the delay and glvmg the expected

level should be sent through normal adm:'.nistrative channels

should be sent to the Assistant Dlrector of Personnel
('llr_ammg Developtent and Recogm.tam) for referral.
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)

(a) Tt has been adopted and there is reason for believing
r it i,ha’s potential use in the other bureau or agency. ‘-

(b) The originating bureau recomnends its adoption by othe.r ‘
< buneau or agency

i fe) J'me Incent:.ve Awards Officer has made a specific decxs:.on ‘
" that there appears to be sufficient merit to-

n

requ:.res leg:x.slatlon. If the suggestion requires

legislation, the originating agency provides a statement
of the need and utility of the proposed legislation and
the estimated costs and benefits within its own organi-
zation. - The originating agency should also be willing
-to support the proposal thmugh test:mony at 1eglslat.1ve ;
hearmgs when- rmded '

-If the responsz.blllty for the dec151cm on an euployee contri- I
‘‘bution clearly rests with only one Departwent, it should be
‘sent directly for referral to that Department by the
“Departmental Incentive Awards Officer. 1If, however, the

- responsibility does not clearly rest with only one Departnent,
the Departmental Incentive Awards Officer will forward the |
o suggestlon to the Civil Service Commission for approprlate |
e = referral. ch information as to the activities in = -
v il other Departments where it is believed the employee contribu-
tion can be used should be submitted with this file. A
‘suggestion: wn.th Treasur.yw:.de -and possible governmentwide -
appllcatlon ‘should" be referred to Treasuxy bureaus befox:e 1t

e 1))

' Suggestlons should be;acted upon by the off:.c:.al hav:.ng Ly
“authority and respon51b111ty for the subject matter J.nvolved
The evaluationof a suggestion should reflect careful and -
-thoughtful analysis of the employee's suggestlm, and should
indicate clearly why' »the suggestion. can or cannot be adopted

%
s warrant referral out51de the bureau in whn.ch it origlna.ted‘.
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and when the suggestion will be put :..nto
o P .

(e

n(b) An esta.nate of the first year savings and/or other
benefits and the method used in determining
benefits.

(2) A suggestion shall be considered adopted for use when it has

been put into operation or when a commitment has been made
s e to put it into operation. A suggestion which may constitute
: . : . an J.nvent:l.on should be handled in accordance with paragraph 10

53 d. Disappioval.

(1) If a suggestmn cannot be adopted, the enployee should be so
" advised in terms of specific and justifiable reasons for

- nonacceptance. Where poss:zble this should be done in

- person and then be confirmed in writing. The principle

- involved is that of saying "No" to the sincere and ¢
. conscientious employee in. such a way as to show real
-appreciation for the suggestion and to provide enoomcagen'ent
- for submission of more and better suggestions.

‘Suggestians which fall under one of the categories listed

‘in "Exclusions" should be sent to the appropriate operating
'_ﬂofflc:.als as they are deserving of consideration even if not
‘eligible under the suggestion program. The operating official
‘having cognizance in the area of the idea should acknowledge
reoelpt to the enployee and report on any actlo t.hat mJ.ght

3 Duplicate Suggastlons A suggestion which 'essentially dupli“cates
in subject content one which is currently under consideration or
;. previously considered and not. adopted :is not eligible for con-

" sideration during a two-year period. follcw:.ng date of rejection
of the first suggestion. If a second suggestion, while similar
to an earlier rejected. suggestion, is based on different con- ..
. ditions and provides different justification, the second suggestlon
"»nay be pmoessed at any time and the second suggester 1s ellg:lble
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‘the substance of the later suggestion or other c:.rcmlstances result
in the re-evaluation of the original suggestlon and adoption of
the proposal. -In such a case, an administrative decision may be
made as to the part the later suggestion played in the adoption |
and the awa¥d divided between the suggesters. ' "\_

5. WITHDRAWING SUGGESTIONS. A suggester may withdraw his/her suggestlon at
any time prlor to its final acceptance or rejection upon written notice 1
to the supervisor or local Incentive Awards representative. A w::.thdrawn
suggestlon shall»be cons:.dered as havmg never been recelved e

6. _4APPEAI.S AND REOPENED SUGEISTIONS

' Appeals by mdlvrdual ezrployees may be subm:.tted in the same way - ;
that suggestions are submitted. The appeal should be sent to the
person or persons who made the decision in the case and should
be submitted within one year from the date of rejection. The

.fmaldecrslonontheappealshouldnonuallybemdebythenext e
higher organizational level responsible in the functional area. 1
However, when the initial decision was made by the Department 1
or bureau authority with final responsibility in the matter <
concerned, that organ:.zatlon wlll recons:l.der the suggestion
upon appeal

b. If nanagenent takes ‘an actlon w1th1n two years followmg the rejectlon

. of ‘a suagestion, the case may be reopened. If there is any
relatlonshlp between the suggestion and the ultimate action, ‘
. ‘;an approprlate award*w:.ll be made cn the ba315 of savings effected. ]

. g Suggestlons. Treasury bureaus recelvmg
an. enployee contribution which originated in another bureau or
Department shall give it full and timely consideration. Upon final | ‘_‘
decision: by the bureau, the file shall be returned to the'office
from which it was received, with a statement as to-the action

. taken.. When a ‘suggestion received from another Department has

" been adopted or rejected, a copy of the reply to the originating
Depart:rent shall be sent to the 'I‘reasury Incentlve " Awards Offlcer

o5 Payment of Awards on Suggestlons Referred from Other Bureausf and
Departments. If a bureau adopts a-suggestion which originated in .
‘another Treasury. bureau or another Department,: ‘payment. of award

‘'shall be made in accordance with ‘instructions contained in Treasury
';J.rectlves ‘Manual Chapter, Budget ‘and Program Analysis section, .
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When more than ane bureau or Department decides to pay an
award for the same contribution, each should prepare state-
ments of tangible and intangible benefits together with the
amount of award determined to be appropriate in its
organization. Then, the total award justifiable under
established award scales in line with the estimated benefits
to each is determined and prorated. The decision on
prorated amounts will be made by:

(1) originat:!.ngbureau (where more than one Treasury bureau
is involved, the originating bureau should clear with
the Office of Persarnel before taking final action); ar

:(2):; the Office of Persomnel Management Incentive Awards
‘affice where two ar more other departments or agencies
. are-involved.

8. CASH AWARDS FOR SUGGESTICNS. Cash awards should be based on
..an evaluation in terms of the tangible benefits scale (Table 1

in Subchapter II), the intangible benefits scale (Table II), or
-a cmbmatm of the two.

9. ,O'IHERREDQ?NITIQI. All cash awards made under this part will be
acca@amedbyacertlficate of award with a red seal "Adopted
’»“Suggestlm Award."” This certificate and seal may be awarded without
~-cash for those unusual instances where an award is deserved and a
‘cash payment is either inappropriate or not feasible. A navy blue
abrikoid folder with blue cloth lining is available and may be used
“in presenting such awards to employees. Folders and seals can be
btamed ttm.gh nomal prlntinq and publications channels.
‘ IMPLOYEE INvaICNS Regulat:.ms providing procedures for processmg
_Treasury employees’ inventions are included in the Code of Federal
Requlations, Title 31, Subtitle A, Part 7. It is espec1a11y '
important that any employee to whom a cash award is being given, for -
- performance which constitutes an invention, be advised of para-
graph 2 of Subchapter II. A suggestion which appears to be an
- invention:-should not be put to use or publicly disclosed until
- 'advice is received fram the General Counsel's office.




Page IV-2 . 'y, ’ G -

(4) Unit costs are reduced by such direct actions as minimizing ;
- waste or spoilage of materials, highly expert and efficient
performance of asmgned tasks, better utilization of manpower
or facilities, better office layout and more efficient
arrangement of work flow, or revised operating procedures
or unusual skill in the application of present procedures.

(5) Other exemplary performance in one or more significant '
phases of assigned duties is detmstrated whlch is desennng
of speclal recogmtlm. '

(6) Ta\poraryetployw who eccel:m their tasks, :

. Performance 'Inehgmle for -Payment Awards “for exceedmg jab
requlrements ARE NOT' PAEBLE 1f :

(1) A ha.gh rate of prodm:tlm results solely from mnovat:.cns
and improvements mstalledbyh:.gherechelmornanagalent
for the purpose of increasing production, or resulted from
asnggestlmorreoam'ezﬂaumforw}ﬁchanawardhasalreadyi
been paldor is tobepa.l.d = ; 5

(2)

Relat:.onshlp of 'Sustamed Super:.or Perfomance to Quality Increase ((,EI)

’;41) An ind1v1dua1 arployee pau.d under the General Schedule can
begrantedaquahtymcreaseforha.ghqualltyperfomance
above that normally found in the type of position concerned.
'This performance must have been sustained over a reasocnably
sufficient period of service in the same job; and be expected
o cont.mue at the hJ.gh level. J.n the same posu::l.on.
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Slm-IAPTERN. SPECIALAG-HEVEMENI‘AWAWJS

1. BASIS FOR AWARDS. ASpec:.alAcmevamtAwardmaybegrantedtoan
individual or a group of employees for: ,

a. Performance exceeding normal job requ:l.rements that is
over a significant period of time, or

b.'&SpeciélactorserViceinthemblicinter&stdo:mec@ ith or
] . related o off1c1a1 emplcyment which clearly warrants

: reqtﬁrexerxts Whm it is
sufficiently superior to that which is normally expected aqd/or
tothatofothersdomsmlarworkmdm:smlarcaﬂi ions.

The production of an J.ndJ.y:Ldual or group of enployees

substantially surpasses, while maintaining adequate quality,
the production of other individuals or groups engaged in '
the same type of work and producing-a normally acceptable o
-quantity and quality of work. In other words, the top. . .
producmgirﬁlndualsmagrouporthetopproducmg :
group of several groups may be paid Special
- Awards for superior work perfomance. Two types of"

(3) Qaallty starda.rds are surpassed substantlally whlle ]

starﬁards are mamtamed.
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‘ (@ Theetployeelsnotatthetcprateforthegradeon
i’ ot the pay schedule.

(e) ‘I'heanployeelsnotabouttobepzmotedorhasmt
,received a pramotion which recognized the same per—
formance the Quality Increase would recognize. The
-employee is not on detail to another position.

(f) The performanoe gives pramise of continuing at the same

. -high level in the same position (i.e., the award is
based on both past and ptmjected performance in the job) .

; ’ . ‘f: \".—; “&,!3; 1:.1'?& —

thetenthstapoft.hegrade, then a special achievement award.
for sustained superior performance is more appropriate. The
©  level of performance required for a sustained superior
»:'perfonnanceawardismtashighasforaQSI. Asustained
3ant1c1patedftrtureperfonnance.j1tlsalmpsuncashaward
,raﬂzerﬂxananmczeaseinbasepayarﬂﬂmsdoesmtmpact

all aspects of perfarmance, not only exceed normal
requirements, but are outstanding and deserve special ' g
~camendation. - Normally, when an Outstanding Rating - J
- is approved, a quality step increase will be granted, i
unless circumstances would make the award inappropriate. s
23 2% e, e R e oy T i

r fmv:t:.msofthegobarepexfonnedmamannerv ;
substant:zally exceedmg nozmal req:m:erents :

spmmmsonmcm . 4 : S

ASpec:.alAdn.evenem:Awar:d,basedma smc:.alactorserv;u_;e
maybegrantedtoindwﬂ:alscrgraxpsoferp]oyeesforper— :

course of -their official employment. 4
agm.f:.cant that spec1al recognition is clearly Justlfled. A
*“special actor service is a single action or series of actions
within a shart timeframe, within or cutside of the normal duties
performed and distinguishable fram superior perfomance where
-“sustaz.ned overall ~performance 1 1nvolved
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b. Exaxrples of spec:l.al acts or services vduch may be cansulered for
a 5pec1al Achlevenent Award are: .

(1) Performance wh:.ch has mvolved overcam.ng unusual
difficulties.

sadsn - (2). Creat:.ve effarts that make mportant contr::.but:.ons to

' : :»'Pa:fondameofassz.gned&tlesm&@ecialeffortor
g Tl special igmvat:.m that results in s:.gmf:.cant

CashAvardsfcherformnceEb«:eedugJobReun_renents-
1or Performance. Cash awards given for employee job perfomiance
S t exceeds normal requirements and is sustained over the

i o smficantpenodoftmeshallbemaccordancemthtbe

: follawmg

a@untofapaystepw:.tlnnthegrade. 'Iheamountof
theawazdwi.}lbebaseduponcons:.deratlonof both the

‘systems w:.Il.he made,by al:._gm.ng the GS and WG pos:.t:l.on
according to the representative or prevailing rates of
the pay schedules. - For wage pos:.tlms, the hourly rate
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5. TIME IJMI'I'S

S . "3

a.

Time limits for submitting SpeCla.l Achievement Awards are within
SIX MONTHS following the contribution for which rwognltm is
being reocmnended.

b.

tions should be processed to conclusion are within 30 days for
cases which can be approved locally, 60 days where they require
a higher level approval, and 90 days for local ar rEgmnal cases
wh:.c.h requ.u'e. Washlrgbon Headquarters approval.

Recammended time limits within which performance award recommenda-

il

5
-3
g
E
N
-
-

|

:
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aredesuable,t}aawardamotmtsmstbemduced An exce
frmﬂusscalemybemdeincasesofmusualnentandﬂle
unique reason for the exception should be made a matter of
record. Such an exception may also be applied to an incentive
: : productlonplanwl-:ereappropnateandﬂxereasonls adequately
v setfort:hmtheplan J

Y
1

.v

7

CashAwa.rdsforSgeclalActsorServ:Lce

(l) Cashawardsfrun$25to$25 000 naybegranted (Awards above
$10, 000 must be approved by the Office of Personnel Mana .)
"meanmmtismproportmntoﬂ'xebmeﬁtsreallzedby -
‘ment. Maenﬂueawardlsforagroup allmstbersofﬂ:egmxp. ™
including any participating supervisors, may receive equal shares,
or the total may be divided in proportion to the individual
contribution to the group effort. However, the total

of the award may not exceed the amount authorized for

type of contribution if it were being awarded to an individual.

An honor award may be given in addition to or instead of a
cashavazﬂlfltbetterservesthepuxposeofmatchmgthe
awardtoboththecontnbutimarﬂtheenployee. il

Cash-awards far speclalact:sorsenn.ceshouldbebased

on an evaluation in terms of the tangible benefits scale (Table I)
din S.xbchapter II, or. the mtanglble beneflts scale (Table I11),
orboth

Recognition. All cash awards 'made under this part will be
accampanied by a certificate of award with a blue seal "Special
Achievement Award". This certiflcateandsealmaybeawardedwithout

i feas:.ble A navy blue fabrikoid folder with blue cloth lining
is wailableandmaybaused in presenting such awards to employees.

If a Quality Increase is granted under provisions of Chapter 531

- of the Personnel Management Manual, bureaus are authorized a

~ their option to issue a certificate of award with a gold

inscribed "Quality Pay Increase" affixed. Folders and seals can

be obtamed through normal prmt:.ng and pzocuranent channelsJ

a_]é_Agm .-.Bureau should be guided by Personnel Managanent ml "
45] - (see Subchapter III, paragraph 7b)
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(2) Recammendations of employees who have been a subject of
disciplinary action or retire while one was pendlng shall
be routed directly to the Director of Personnel for
review. All such requests should contain information as
to any disciplinary action and favorable accamplishments
in sufficient detail to permit an overall evaluation of
the employee s service record.

(3) When a rerrnuemdatlon is submitted for a posthumous award,__m
: the memorandum should clearly state that such is the case..

% service camputation date. All creditable Federal service, %7 >tj

| including civilian and honorable military service, will be o

xcounted.when camputing eligibility for length-of-service awaxds

"As a minimum, awards will be granted.tn»empbqwaa;tgxxxcxm@ﬂetlon
of 15,and 30 years of servmoe..

2 ition.” The Department of -the Treasury has adopted the S & a0 3
< i, Federal Career Service emblems as the symbols of recognition - = SN

- of service to the FEderal Goverrment.. The emblems are avail-
-able -as lapel buttons or pins, charms, and tie-tacs, in the - :
follcw1ng categorles. « & b 2 s

'The Eederal.Career Service emblems are the off1c1al 1ength—of-serv1ce'
awards for all components of the- Department of the Treasury. No.
other Iength—of—serv1ce emblems are authorlzed for use.
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SUBCHAPTER V.- AWARDS FOR CAREER SERVICE
1. GENERAL. Continning faithful se.rvlce oferployeeswi's recognized at
' significant points in their careers by length-of-service emblems.
In addition, the Secretary confers the Albert Gallatin Award upon

the retirement or death of employees who meet the quality and length-
of-service requirements in the Department.

2. THE ALBERT GALIATIN AWARD.

a. Criteria. The Albert Gallatin Award is the Department's
l—u"gl'xestcareerser\n.ceawardaxﬂlsnanedforAlbert
GallatmmoservedasSecretaryofﬂueTreasuzyfora _
']mgerperlod of time than any other man. It is conferred ~ *°
" upon retirement from the Federal Government to any Federal
Service employee who has (1) served twenty or more years
mtheDeparl:rentofﬂ:eTreasuyarxi (2)whoserecord
reflects fldelltytoduty

b.. ’Mt_:l_.p_n_. 'Ihe award consists of a certlflcate bear:l.ng
the likeness of Albert Gallatin (Exhibit A) and a biograph-
_ - ical sketch. At a bureau‘s option, it may be presented
' in a navy blue fabrikoid folder with blue cloth lining,
Q] : Lo which may be procured through normal print:.ng and publlca-
7 tJ.ons channels. ’

Procedure =

- \‘;-; ,(1) Reccrmxerﬂatlons of employees who meet the criteria

~ without record of disciplinary action should be

. submitted by memorandum fram the Bureau Head or the
-.designee to the Secretary of the Treasury, AttentJ.on i
s Director of Personnel. The memorandum should, . - i fi-
whenever possible, be submitted monthly" bear:.ng the

" names of all eligible employees at least 30 days

(prlor to their dates of retirement. The memorandum

shculd contam for each reccnmended employee

j (a) full name,

« (b) ‘number of years of serv:.ce in the Department of

have been met.
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c. Whe.ntheGallatinandSecretazyHorx:rAwardsaremadetofleld
persomnel,” an appropriate Office of the Secretary official should
be mtedtomakethepresentatlmonbehalfoftheSecretary

3. THETREASURYAN!‘UALMRDSCEREMQ\IY v : %

a. EachyeartheDeparmentholdsanAmmalAwardsCeramym
Washington. This ceremony honors outstanding award winners for
the preceding fiscal year including the bureaus or bureau winning
theSecretarysAmmalAmrdsforthebestresultsmtheIncentlve
Awaxds?rogramandﬂ:eSafetyProgram.,-~ i

recognit

(2) EBO Award—of—the—Year, thstanding Handlcapped Erployee of
‘. the Year Award, oﬂlerDeparmentorlra]orextemal
amrdsarﬂSuggesteroftl'xeYear_mm o’ } :
Cash special ach.wvane.nt awaxﬂsh for mtstaxmng contr:.butxms
tothqu:artmmt. Cashawardssholﬂ.dmtbeheldback

outstanding Suggestion and Special Achievement contributions

during the fiscal year. Requests for these and certain : -
honor awards nominations, ‘and details concerning each :
ceremony,; areamnzmadbynemrandunfrunthenirectorof

The S tary traditi.onally presents honorary awards

(1) Criterl.a

| p———

in the form of plaques each year to the bureau showing the best




. SUBCHAPTER VII. CEREMONIES

% PRINCIPLES.

a. Brplcyees should be recognized for their contributions tlut:ugh
, the presentation of awards at appropriate ceremonies. Norqnally.
3 the award should be presented by the person approving the
a ‘ A or the designee. 'Ihereclplent'ssmervisaraxﬂfellwatploy%
should be present and, when appropr:.ate, marbers of his/her .
family shmﬂ.d be invited

Intennsofrecogmtlmarﬁprogrampramtim contrmuti
awardsshouldbeuade]mmtoasmw'ﬁ:easmyerployeesas
possible. The public should also be made aware so it can better ~
appreciatethe'rreasuyetployeesservwe

A, Where there is a concentration of Treasmypersmnel at a\geo-
. . graphic location, interbureau award ceremonies on an annual
ool or- semi-anmual basis are encouraged. Such ceremonies should
- be arranged and coordinated at the local level. Advantages
.' *of,t_histypeofactivityare: :

e (1) More widespread recognition by fellow employees.
(2} Better publicity through the assistance of bureaus and

: ofﬁws }avmg frequent contact w:.th press, radJ.o and -

'Part:.c:.patim in such ceremcnies by bureau arrl/or HilitE: s
Departmental representatlves : |

ﬁ:elecelofav)arﬁétobemmats@cerermlesslmld
_ agreed upon locally and in advance. Examples ofawardsthat
mlghtbepresentedatsuchceretmuesare




!

results in the suggestion phase of the Incentive Awards
Programandtoﬂ'xebureausl'mngt}ebestremltsmthe
performance phase of the program.

(a) The Suggestlan Award. The basic facbor in determining

the winner of the Secretary's Suggestion Award Plaque-
will be a ranking in the following:

:i;".l.i

Nutber of suggestlms adopted per 100 enploym

: Caumtteemllcms:.dertheabovefactorsaswell
as others such as program improvement over the previous
-~ year, program develomment, and the total significance of
Achievement Award. The basic factor in- : ?ﬁ
the wimnmer of the SecretarysAwardPlaque

ived frcm:

~time etployees on the rolls.

-E!e averageawardpa:.dperloo full—tmleatploym

per 100 Classification Act employees (or those under
'smlar_ pay systems) on the, roIIs.

“ Camittee will consider other factars such as program
mprovamts over the previous year, total significance
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(2)
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best j
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(b) The Secretary
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The Treasury Awards Camnittee will recammend to the
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bureaus for special achievements or excellence
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(5]
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Outstanding competence in acompllslu.ng an 1nportant phase
of the bureau program v i

CLh G 2

Leadership, Sklll, or ablllty in administration or in
performance of duty which was of great value to the bureau.

An act or service of significant benefit to the bureau which
involved unusual personal effort, competence, or bravery —
dnmnganarergencyormxietveryadverse canditions.

LA
A major program i.rrprovenent of high value to the bureau.
e e

An cutstarﬂmg accmrpllsl'nrmt with respect to fac:.litatang
equal opportunity in government through excellence of leader- -

ship or skill, imagination and perseverance.
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SUBCHAPTER VIII. PROMOTION AND ADMINISTRATION
Y ‘ , X

1. GENERAL. Guidelines for prcmotlng and administering the Incentive
Awards Program are set forth in Chapter 451, Appendix A, of the
Federal Personnel Manual.
C 2. PRONUI‘ION.

a. Posters.

- The Departmant's Offlce of Personne]. will be the central :
“'coordinating point on purchase of posters either through
approved commercial outlets or by riding requisitions for
 posters prepared by other agencies.. Details concerning the
- purchase of comrerically prepared posters will be
~ from time to time as they became available. Requests are
" sent to the Civil Service Commission who will prepare the
Government Printing Office requisition. Orders should be
 submitted.throuch normal requisitioning channels.
Requisitions from those bureaus which order through the
Office of Administrative Programs should normally be sub- .
‘IIID - .'nntted flve days prior to the deadline shown on the notlce. ¥

Bureaus nay orlglnate posters and other promoticnal material.

Where this is done and the material might be used by other

- ‘bureaus, the originating bureau should transmit information '
‘about the promotional material to other. bureaus and the

: Departnental Personnel Office prior to publication or _ £
.ordering so that other bureaus will be able to benefit by

iding the requisitions. In all cases two copies of the

material should be'sent to the Departnental Office for .

. Das Pagphlets; Movies and Gu1des AS’SUCh materlal becames avallable,'“
- .. the Director of’Personnel w1ll 1ssue lnformatlen regardlng ltS
i purchase orjloan" Wi , :
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(1) TD 64-51.1 Pmployee Suggestion is to be used bv .
* employee to submit a suggestlcn The Notice of Receipt
of Suggestion (which is a perforated attachment to the
Employee ‘Suggestlon Form) is to be used for acknowledge-
ment of receipt of a suggestion by Incentive Awards
Officers. |

(2) TD 64-51.2, Recammendation for Performance Recognition is
used in recommending and processing Special Achievement u :
Awards. Additiconal use may also be made of the form i
by us:.ng it for reoamendlng "Outstandmg" performance " i g

‘ \_.f..CertJ.fJ.cate oﬁ Award is. a;mzlta.—purpose certlflcate to
i be used in recognizing'an employee for his contribution,
- i.ed; an adopted suggestion, Spec1al Achlevenent Award
o HJ.gh Qual:.ty Pay Im::rease e

vang i

=

(4lstandard Ebrm 69 - Inoentlve Zwards Program Annual ?'
... ° ‘Report 1swtowbe usedmmalu.ng annualreports on ﬂ-_le”

bl’ Exceprtlons to the use‘of the forms may be made' only w1th the
approval of the D:.rector of Persmnel

c.vi‘reeetxryawardsfom\sshmzldbeobtalnedthroughnoml : , .

bureau dlstrlbutlon and supply channels.

a. . Annual Reports are to be made to the Depart:mt,A’I'I‘N Ass:.stant
" - Director of Personnel (Training, Development and Reoognltlon)
.. as of September 30 of each year. . -The reports should be
"?fi'suhm.tted on SF 69 (Incentive Awards Program Annual - Report)
by October 30. A narrative report on the. Incentive Awards
Progra:nls to be transmitted along with the October. report.
DetaJ.ls of this report are given on the reverse side of the
2 No. 1oi9-csc-AN, Incentive Awar&s?rogram, is sub-
= mtted to he C:x.vi Service Commission. - B
b. SpecJ.al Report-.s Fromtmetotme, spec:.alreportsmthepro—
gram may be requ&sted by the Departmental Persomnel Office.
These special reports will be held to an absolute minimm and
“will be requested only to meet Departmental needs or to
oomply with requirements externally mposed- S ;
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4.7.4.1(A)

CHAPTER 4 PERSONNEL
PART 7
4.7 INCENTIVE AWARDS

4.7.1 Secret Service Policy. It is the policy of the Secret Service
to actively seek i1deas, encourage excellence of performance, and accord-
ingly reward employees through the Incentive Awards Program, with the
goals of improved employee morale and increased Government efficiency.

4.7.2 Program Responsibility. The Assistant Director, Administration
is responsible for the overall direction and supervision of the Incentive
Awards Program of the U.. S. Secret Service. Supervisors at all levels
are responsible for understanding the total program, informing subordi-
nates of its opportunities, encouraging suggestions, and using the
various provisions of the program in conjunction with other aids to
personnel management.

4.7.3 Advice and Assistance. Information concerning the Incentive
Awards Program may be provided in training sessions and periodically
through personnel memoranda or other issuances.

Questions pertaining to performance awards should be directed to the
Personnel Division, Employee Relations Branch. Additional information
concerning the Suggestion Program can be obtained from the Office of
Public Affairs.

4.7.4 Special Achievement Awards. A Special Achievement Award may be
granted to an individual or a group of employees for:

(1) Performance exceeding job requirements either as a one-time
occurrence or over a sustained period, or

Special act or service in the public interest connected with or
related to official employment which clearly warrants special
recognition.

The Personnel Division, assisted by the Special Achievement Awards Com-
mittee, is responsible for providing and assuring reasonable consistency
in monitoring the approval of Special Achievement Awards.

4.7.4.1 Performance Exceeding Job Requirements. Performance is
considered to exceed job requirements when it is sufficiently supe-
rior to that which is normally expected and/or to that of others
doing similar work under similar conditions.

4.7.4.1(A) Performance Eligible for Payment. A contribu-
tion should be considered for award under one or more of the
following circumstances:

(1) An outstanding performance rating is granted.




4.7.4.2

(2) The production of an individual or group of employees
substantially surpasses, while maintaining adequate
quality, the production of other individuals or
groups engaged in the same type of work and producing
a normally acceptable quantity and quality of work.
In other words, the top producing individuals in a
group or the top producing group of several groups
may be recognized through Special Achievement Awards
for superior work performance.

(3) Quality standards are surpassed substantially while
production standards are maintained.

(4) Unit costs are reduced by such direct actions as
minimizing waste or spoilage of materials, highly
expert and efficient performance of assigned tasks,
better utilization of manpower or facilities, better
office layout or more efficient arrangement of work
flow, or revised operating procedures or unusual
skill in the application of present procedures.

(5) Other exemplary performance in one or more signifi-
cant phases of assigned duties is demonstrated which
is deserving of special recognition.

4.7.4.1(B) Performance Ineligible for Payment. Awards for
exceeding job requirements are not payable if:

(1) A high rate of production results solely from inno-
vations and improvements installed by higher echelon
of management for the purpose of increasing produc-
tion, or resulted from a suggestion or recommendation
for which an award has already been paid or is to be
paid.

(2) Reduction in unit costs is attributable solely to an
increased volume of work.

4.7 4.14L5) Relationship of Within-grade Increases for High
Quality Performance. In instances where performance exceeding
job requirements has been sustained for a reasonable period and
is expected to continue at a high level, a high quality within-
grade increase may be more appropriate. (See section 4.7.7 on
Quality Step Increases.)

4.7.4.2 Special Acts or Services. A Special Achievement Award
based on a special act or service may be granted to individuals or
groups of employees for performing a special act or service in the
public interest in the course of their official employment which is
so significant that special recognition is clearly justified. A
special act or service is a single action or series of actions of




4.7.5.3

relatively short duration either within or outside the normal duties
performed as distinguished from superior performance where sustained
overall performance is involved. Examples: performance involving
overcoming unusual difficulties; courageous handling of an emergency
situation; etc.

4.7.5 Procedures for Granting Awards.

4.7.5.1 Recommendation for Awards. Supervisors at all levels
are responsible for recommending performance awards when appro-
priate. Award nominations, explicitly documented on Form TD 64-51.2,
shall be made at or above the SAIC or Division Chief level and sub-
mitted through the responsible Assistant Director, Assistant to the
Director, or the Legal Counsel to the Personnel Division, Employee
Relations Branch, for technical review. (Awards should not be signed
as approved by the Assistant Director, Assistant to the Director, or
Legal Counsel until after they have been reviewed by the Special
Achievement Awards Committee.)

The Committee will meet during the first week of each month. There-
fore, award nominations must be received and have passed a technical
review by the Personnel Division before the 20th day of each month
in order to be considered at the Committee's next meeting. Super-
visors and management officials are cautioned not to discuss award
recommendations with nominees until the award has been approved.

4.7.5.1(A) Specimen TD 64-51.2, Recommendation for Perform- -
ance Recognition.

4,7.5.1(B) Appendix - Guide for Recommending Performance
Awards.

4,7.5.2 Technical Review of Awards. Upon receipt of TD 64-51.2,
the Personnel Division will conduct a review of the award for the
purpose of assuring compliance with the technical procedures and
administrative directives as required by the Department of the
Treasury Incentive Awards Program. If the award nomination passes
the technical review, TD 64-51.2 will be signed by the Personnel
Division Reviewer and forwarded to the Special Achievement Awards
Committee. If the award nomination does not meet technical require-
ments, the Personnel Division will advise the submitting supervisor
of the technical deficiencies. The technical review will not in-
clude substantive matters. All considerations of substance and mer-
it are reserved for the Special Achievement Awards Committee, the
responsible AD/ATD/Legal Counsel, and the Deputy Director.

4.7.5.3 Committee Review of Awards. The Personnel Division will
forward copies of TD 64-51.2 to each member of the Special Achieve-
ment Awards Committee for consideration prior to its meeting. The
Committee will consist of senior agency personnel representing the
office of each Assistant Director and Assistant to the Director and
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4,7.6.1

4.7.6

the Legal Counsel. It will be chaired by the Chief, Personnel
Division, or his designee. A quorum of at least five members will
be required in order for the Committee to act. The Committee will
recommend the proper adjudication of each award with a determination
as to approval, rejection, or remanding the award for further action
before forwarding it to the appropriate AD, ATD, or the Legal Coun-
sel for review and signature. In a case in which further action or
study is required, the Comnmittee representative from the submitting
AD, ATD, or Legal Counsel's office will be responsible for further
conduct of the action required.

4.7.5.4 Final Disposition of Awards. Recommendations to approve
or disapprove awards made by the Committee and reviewed and signed
by the appropriate AD, ATD, or the Legal Counsel will then be for-
warded to the Deputy Director. In any instance in which the Commit-
tee's recommendation is contrary to the wishes of the submitting AD,
ATD, or Legal Counsel, the Deputy Director will be so advised.

The Deputy Director will approve or disapprove each performance
award and so indicate on TD 64-51.2. The Assistant Director, Admin-
istration will then certify to the approval of payment for cash
awards as prescribed under the regulations of the Treasury Incentive
Awards Program. Confirmation of availability of funds and obliga-
tion to voucher the payment of an award will be the responsibility
of the Financial Management Division.

The Chairman will act on all final decisions of the Committee or
Deputy Director in preparation and processing of the award for
presentation. Upon completion of the processing of the award, it
will be forwarded by the Personnel Division to the appropriate
Assistant Director, Assistant to the Director, or to the Legal Coun-
sel for presentation.

Recognition.
4,7.6.1 Cash Awards for Job Performance Exceeding Job Regquire-

ments. Cash awards given for employee job performance that exceeds

normal requirements and is sustained over a significant period of
time shall be in accordance with the following. ’

For grades GS-1 through GS-15, the award may be up to the amount of
a pay step within the grade. The amount of the award will be based
upon consideration of both the duration and quality of the
performance.

Application of the above to positions under other pay systems such
as officer positions of the Uniformed Division and wage grade posi-
tions will be made by comparing the entrance pay to that of the
comparable GS grade. For wage positions, the hourly rate will be
multiplied by 2080 to obtain an annual pay that can be equated with
the nearest first step of a grade in the General Schedule. The
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total amount paid to an individual during any 12-month. period shall
not exceed the amount of a within-grade step increase of a compa-
rable GS grade. An exception from this scale may be made in cases
of unusual merit and the unique reason for the exception should be
made a matter of record.

4.7.6.2 Cash Awards for Other Special Achievements. Cash awards
for special achievements other than those covered above should be
based on an evaluation first in terms of the tangible benefits scale
(Appendix - Award Scales, Table I). If this is not possible, the
intangible scale (Appendix - Award Scales, Table II) should be used.
The full amount specified for award should not be granted more often
than once in any 12-month period. :

Al1 cash awards made under this section will be accompanied by a
certificate of award with a seal "Special Achievement Award".

4.7.6.2(A) Appendix - Table I, Awards for Tangible Savings
or Benefits. :

4,7.6.2(B) Appendix - Table II, Awards for Intangible
Benefits.

4,7.7 Quality Step Increases - Policy. The policy of the Secret
Service is to give maximum recognition to high quality performance in
order to motivate and maintain continuing high-level performance. To
recognize employees who display continuous high-level performance a
Quality Step Increase, which consists of an additional within-grade in-
crease, may be awarded to General Schedule (GS) personnel. However, no
more than one quality increase may be granted within any period of 52
calendar weeks.

Employees not subject to the General Schedule, such as wage grade per-
sonnel and officers of the Uniformed Division, are not eligible to
receive a quality step increase. However, when the conditions for a
quality increase are met, a supervisor may submit a recommendation for a
lump sum award (see section 4.7.6).

4,7.8 Requirements for Quality Step Increases. An individual employ-
ee paid under the General Schedule can be granted a quality increase for
high quality performance above that normally found in the type of posi-
tion concerned. This performance must have been sustained over a reason-
ably sufficient period of service in the same job, and be expected to
continue at the high level in the same position. The following provi-
sions must be met:

(1) A11 of the most important job elements have been performed in a
manner substantially exceeding normal requirements.

(2) Performance of other job elements has exceeded normal require-
ments.
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(3) The employee has not rece1ved a Quality Increase during the
past 52 weeks.

(4) The employee is not at the top rate for the grade on the pay
schedule.

(5) The employee is not about to be promoted or has not received a

promotion which recognized the same performance the Quality
- Increase would recognize.

(6) The performance gives promise of continuing at the same high
level in the same position (i.e., the award is based on both
past and projected performance in the job).

(7) The employee is not on detail to another position.

(8) The contribution is described in writing and submitted within
six months of its occurrence.

Although otherwise merited, a quality increase is not appropriate when:

(1) The employee is nearing retirement and would benefit only for a
1imited period; or

(2) The employee is transferring to another position within or
outside the agency.

4.7.8.1 Appendix - Distinguishing Between Sustained Superior
Performance and Quality Increase Recognition.

4.7.9 Relationship of Outstanding Performance Ratings to Quality
Increases. By law, an QOutstanding Rating may be approved only when all
aspects of performance not only exceed normal requirements, but are out-
standing and deserve special commendation. Normally, when an Qutstanding
Rating is approved, a quality step increase will be granted, unless cir-
cumstances would make the award inappropriate.

An employee may receive a quality increase without receiving an Outstand-
ing Rating, as long as all of the most important functions of the job are
performed in a manner substantially exceeding normal requirements.

4.7.10 Recommendation and Approval of QPI's. The recommendation for
a high quality increase shall be made and show how the work fully meets
all of the requirements of the definition. Thi's recommendation and a
certification that the high quality performance is expected to continue
will be made by the supervisor who evaluates the work of the employee.

Procedures for granting Quality Step Increases are outlined in
Section 4.7.5.
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4.7.11 Suggestion Program. Suggestions are ideas which, when put
into effect, will directly contribute to productivity, economy or effi-
ciency or directly increase effectiveness in carrying out Government
programs or missions. Responsibility for the coordination of the Secret
Service Employee Suggestion Program lies with the Office of Public Af-
fairs. The Assistant to the Director, Office of Public Affairs, serves
as Chairperson of the Employee Suggestion Program.

The submission of a suggestion by an employee and its acceptance by the
Secret Service causes the suggestion to become the property of the U. S.
‘Government. Employees who have submitted suggestions will receive a
status report every thirty days until advised of the final action taken
on the suggestion. Any suggestion, or portion thereof, that is put into
effect by the Secret Service will be considered an adopted suggestion.

4,7.11.1 General Criteria. Employees should research, analyze,
and develop the suggestions to the best of their ability. Diagrams,

~ photographs, scale drawings, prototypes, etc. should be forwarded
with the suggestion whenever practical. Generally, the suggestion
should have wide application, or benefit large areas of the Service
as opposed to benefiting only one field office or division. Gen-
erally, the suggest1on must be beyond the scope and expectancy of
the employee's assigned duties and responsibilities. Suggestions of
employees in key supervisory or managerial positions, and sugges-
tions of those in occupations concerned with organizational methods,
systems or product improvement, will be considered for an award only
if the suggestions are so superior or meritorious as to have Serv-
ice-wide or Departmental -import. Such employees are expected to
initiate or recommend operational 1mprovements in the normal course
of their duties.

4.7.11.2 Exclusions. Not appropriate for consideration under
the employee suggestion program are complaints and proposals such as
the fo]low1ng to correct typographical errors in printing; to make
minor repairs; to establish routine or normal safety practices; to
enforce existing rules; to accomplish something when potential bene-
fits would not offset processing costs; to obtain employee benefits
and' services, such as vending machines, more holidays; complaints,
grievances or other proposals which do not include a constructive
and specific means for improving operations of the Service or the
Government.

4.7.11.3 Submission Procedures. Employees are to submit sugges-

tions to the Office of Public Affairs on Form TD 64-51.1. Two or
more employees may submit a suggestion jointly and share equally in
all benefits. Employees are encouraged to discuss their ideas with
their supervisors for possible additional input; however, the sub-
mission of suggestions through supervisory channels is not required.
Supervisors should assist employees with suggestions, if requested,
and add written comments to any suggestions received directly. All
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sUggestions received by supervisors must be forwarded to the Office
of Public Affairs as soon as practicable.

4.7.11.3(A) Specimen TD 64-51.1, Employee Suggestion.

4.7.11.4 Processing and Evaluation. Each suggestion will be
logged in and recorded by the Office of Public Affairs. Written
acknowl edgement will be sent to the sender notifying the empioyee of
the suggestion's arrival at Headquarters. The Chairman of the Sug-
gestion Committee, ATD - Public Affairs, will act on the consensus
of the appropriate members of the Director's Staff pertaining to the
adoption or rejection of a suggestion.

4.7.11.5 Cash Awards for Suggestions. All employees are eli-
gible for cash awards for suggestions, the amount to be based upon
the scales contained in Specimen 4.7.6.3 and the concurrence of the
appropriate AD or ATD or the Legal Counsel. The minimum amount
awarded for each adopted suggestion will be $25.00. For some sug-
gestions, the first year benefits may not be readily recognizable;
therefore, if additional savings or benefits are recognized after
the initial award, a final award will be determined and presented to
the employee within a maximum of twelve months after the suggestion
is implemented. '

4,7.12 Other Awards. Continuing faithful service of employees is
recognized at significant points in their Federal careers by length-of-
service emblems (As a minimum, upon completion of fifteen and thirty
years of service). Also, the Secretary of the Treasury confers the
Albert Gallatin Award upon the retirement or death of employees who meet
the quality and length-of-service requirements (twenty years or more) in
the Department.

Honor awards may be conferred on individuals and organizations by the
Department, and the Director of the Secret Service may present honor
awards to organizations or citizens (see SSM, Section 914). Still other
awards are available from outside of Treasury.

\Jo\o b\u)érc&




Specimen 4.7.5.1(A)

Page 2

2.b. Performaence (Continued)

(If more space is needed, continue on separate sheet)

DATE

SIGNATURE AND TITLE OF INITIATING OFFICIAL

3. REVIEWS — If there is disagresmsnt with the recommendation, a'ttach separate statements explaining in full. Indicate agreement by endorsement.

RECOMMENDATION
- SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE)  AWARD
APPROVE | DISAPPROVE | ECOMMENDED
1
N 2
STGNATURE AND TITLE OF APPROVING OFFICIAL DATE ACTION AMT, OF AWARD

O APPROVE [IDISAPPROVE

4. AUTHORIZATION OF PAYMENT OF AWARD — A énsh .wad is approved under the regulations of the Incentive Awards Program. This is not an
authority to exceed an appropriation, sliotment, suballotment, appartionment or respportionment. Check delivery instructions are beio\!v.

AMT. OF AWARD
$

DATE

_[SIGNATURE ANDTITLE

DELIVER CHECK TQ:

5. FISCAL OFFICE — Funds are available and obligated to pay this award.

OFFICE

ACTIVITY

APPROPRIATION TO BE CHARGED

DATE

STGNATURE AND 1

MTLE

6. FAYROLL OFFICE

SCHEDULE NUMBER

=== - SCHEDULE,

_[PAY PERIOD




DEPT. OF THE TREASURY Page 1
N RECOMMENDATION FOR PERFORMANCE RECOGNITION

Specimen &4./.>.1(A)}

1. TYPE OF RECOMMENDATION (Check)

SFECIAL ACHIEVEMENT ’ OTHER RECOGNITION -
{J SUSTAINED SUPERIOR PERFORMANCE [0 CUTSTANDING PERFORMANCE RATIN

[0 SPECIAL ACT OR SERVICE [J,QUALITY PAY INCREASE
) O (Specify)

RECOMMENDATION FOR (Check one) COVERS PERIOD
D Grour O INDIVIDUAL FROM TO

BUREAU ORGANIZATIONAL UNIT

OFFICE ADDRESS (Street, City, State, ZIP Code)

NAME AND TITLE OF EMPLOYEES ) SOC. SEC. NO. GRADE SAVINGS

AWARD

(If more space is needed, continue on sépamre sheet) -

2. JUSTIFICATION OF RECOMMENDATION
a. Summarize Job Requirements and Standards

b. Describe How_Performance Exceeds Requirements

(Continue on Reverse)

TD F 64-51.2 (9-77) _ Replaces TD 4009 which may be used.



I.

II.

I1I.

Appendix 4.7.5.1(B)
Page 1

GUIDE FOR RECOMMENDING PERFORMANCE AWARDS

GENERAL. In recommending performance awards (quality increases and

cash awards for performance exceeding job requirements), you must

identify the following on Form TD 64-51.2:

A.

The major job requirements and standards (Section 2a of TD 64-51.2).

How the normal performance requirements were actually exceeded -
Adjectives and superlatives will not accomplish this (Section 2b of
TD 64-51.2). Explicit examples of how the employee's performance
exceeded the standards for the position and which contain specific
details and relevant statistics {when applicable) should be cited.

SOME CONSIDERATIONS IN RECOMMENDING AWARDS.

A.

Bl

C.

E.

Actual performance must be above the level normally expected. It
is not enough that productive effort is maintained consistently.

Describe precisely how performance exceeds requirements. Adjec-
tives and superlatives don't really describe what is being done.

The fact that an employee puts in extra hours does not in itself
make high quality performance.

High quality performance on a special assignment or a non-recurring
situation does not warrant a quality increase. It may, however,
warrant a commendation or a cash award.

Quality increases and performance cash awards must be based on the
employee's performance and on the basis of the position's normal
requirements. The limitations on maximum grades in a given series
are obviously a consideration in the granting of quality increases.
However, the fact that the classification standards won't permit a
higher grade for a particular position should not be controlling in
the deliberations of recommending and approving officials.

TASK EXAMPLES.

A.

Good. The sample below illustrates how one major task of a
secretarial position was handled in a well documented recommen-
dation for a quality increase.

Major Task. Receives personal and telephone callers. Answers
questions or refers them to her supervisor. (Requires giving
callers accurate and complete information).
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How Performance Exceeds Requirements. Mrs. has learned
the functions of her office so well rarely does she need to refer
general inquiries to her supervisor. Officials throughout the
agency have come to rely on her as "the source of information" on
processes and procedural matters related to the functions of the
office. It is not unusual for her to advise callers in depth on

" such matters. The information given has always been accurate.

B. Poor. A common failing in the presentation of documentary evidence
of high quality performance is the use of adjectives and superla-
tives as illustrated below. The "How Performance Exceeds Require-
ments" paragraph in the example in "A" above would be inadequate if
it read as follows: .

How Performance Exceeds Requirements. Mrs. has con-
sistently demonstrated outstanding interest in her work. By her
own interest and independent study she has equipped herself in a
superior manner to handle her responsibilities. Her ability to do
excellent work has expedited the work of the office.

IV. EXAMPLE OF COMPLETED TD 64-51.2. For reference, a completed 7D 64-51.2
is illustrated on pages 3 and 4 of this guide. This is a sample only.
Each recommendation must be based upon the specific job requirements
and the specific performance of the employee recommended. .
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RECOMMENDATION FOR PERFORMANCE RECOGNITION SAMPLE ONLY
1. TYPE OF RECOMMENDATION (Check)

SPECIAL ACHIEVEMENT OTHER RECOGNITION

[0 SUSTAINED SUPERIOR PERFORMANCE 0 OUTSTANDING PERFORMANCE RATING

[0 SPECIAL ACT OR SERVICE B QUALITY PAY INCREASE

O (Specify)
RECOMMENDATION FOR (Check one) COVERS PERIOD
0O GrouP & INDIVIDUAL rrom_ November, 1976 1o _ December, 1977
BUREAU ORGANIZATIONAL UNIT
U.) S. Secret Service Office of Investigations, Forgery Division

OFFICE ADDRESS (Street, City, State, ZIP Code)
Washington, D. C. 20223

NAME AND TITLE OF EMPLOYEES SOC. SEC. NO. GRADE SAVINGS | AWARD
ls Is Quality
Ms. Lee Curtis, Secretary 296-23-8688 |GS-6/3 N/A Pay Incr.

(If more space is needed, continue on separate sheet)

2. JUSTIFICATION OF RECOMMENDATION
a. Summarize Job Requirements and Standards

1. Receives personal and telephone callers. Answers questions or refers them to
her supervisor (Requires giving accurate and complete information to callers
and supervisor).

2. Makes commitments and maintains supe;visor's calendar of appointments (Requires
good judgment and good communication with supervisor).

3. Receives incoming mail. Prepares replies, developing or securing data or
material requested. If attention of supervisor is required, attaches pertinent
material (Requires careful review of incoming mail and accurate preparation
of replies; prompt notification of supervisor on matters requiring his attention).

4, Makes administrative arrangements for intra-bureau conferences (Requires
attention to all details: reference material, physical arrangements, travel,
hotel reservations, etc.).

b, Describe Hﬁv;r Performance Exceeds Requirements

1. Ms. Curtis has learned the functions of the office so well rarely does she need
to refer general inquiries to her supervisor. Officials throughout the Secret
Service have come to rely on her as "the source of information" on matters

related to the functions of the division. The information given has always
been accurate.

] {Continue on Reverse)
TD F 64-51.2 (9-77) Replaces TD 4009 which may be used. B
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2.b. Performance (Continued) : ' o

2. She has shown a faculty for scheduling her supervisor's time so that he has
been able to meet commitments without sacrifice to regular workload and dead-
lines. When the "press" of his work load requires, she has been able to gra-
ciously relieve him of a commitment until an opportune time.

3. Her complete knowledge of the office activity permits her to give all incoming
mail prompt attention. Rarely, if ever, is her supervisor required to advise
her on replies.

4. Conferences involving large and diversified groups are held frequently during

< the year. She has always been prepared with material, space, and other arrange-
ments. At the conclusion of each conference she has been commended on the
effectiveness of arrangements and her ability to meet all situations including
emergencies relating to travel and hotel reservations.

Ms. Curtis has never received a quality increase. She received a cash award
for sustained superior performance in July, 1971.

I am fully confident that Ms. Curtis' high quality performance will continue.

(If more space is needed, continue on separate sheet)

DATE SIGNATURE AND TITLE OF INITIATING OFFICIAL
12-16~-77 /sl SAIC, Forgery Division
3. REVIEWS — If there is disagreament with the recommendation, attach separate statements explaining in full. Indicate agreemeant by endorsement.
RECOMMENDATION
SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE) AWARD
[ APPROVE pisapPROVE | PECOMMENDED
- : s
/s/ - - Personnel Division| - ! ca s
/sl : AD — Investigations
: 4 .
¢
SIGNATURE AND TITLE OF APPROVING OFFICIAL DATE . ~[acTion ; ¥, AMT. OF AWARD
A 3
/s/ : Deputy Director .~ . | O AapPROVE [JDISAPPROVE |s-.

4. AUTHORIZATION OF PAYMENT OF AWARD — A cash award is approved under the regulations of the Incentive Awards Program. This is not an
authority to exceed an appropriation, allotment, suballotment, apportionment or reapportionment. Check delivery instructions are below.

AMT.OF AWARD - |DATE SIGNATURE AND TITLE .
S /s/ : s AD - Administration
DELIVER CHECK TO: = T s

5. FISCAL OFFICE — Funds are available and obligated to pay this award.
OFFICE ACTIVITY APPROPRIATION TO BE CHARGED

DATE SIGNATURE AND TITLE
/s/ Chief, Financial Management Division

6. PAYROLL OFFICE .
SCHEDULE NUMBER ) o DA'.I'E_.OFTSCHEDULE iR ol = PAY PERIOD
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RECOMMENDATION FOR PERFORMANCE RECOGNITION SAMPLE ONLY

1. TYPE OF RECOMMENDATION (Check)

SPECIAL ACHIEVEMENT OTHER RECOGNITION

& SUSTAINED SUPERIOR PERFORMANCE 3 OUTSTANDING PERFORMANCE RATING

{0 SPECIAL ACT OR SERVICE [J QUALITY PAY INCREASE

O (Specify)
RECOMMENDATION FOR (Check one) COVERS PERIOD
O crour INDIVIDUAL FrRom__January 1, 1977 to January 1, 1978

BUREAU ORGANIZATIONAL UNIT

U. S..Secret Service Office of Investigations, Washington Field Office

OFFICE ADDRESS (Street, City, State, ZIP Code)
1900 Pennsylvania Avenue, N. W., Washington, D. C. 20226

NAME AND TITLE OF EMPLOYEES : SOC. SEC. NO. GRADE SAVINGS AWARD

Mr. Chris Taylor, Special Agent 007-07-0007 GS-—lZ/?_$ N/A s250.00

(If more space is needed, continue on separate sheet)

2. JUSTIFICATION OF RECOMMENDATION
a. Summarize Job Requirements and Standards

1.

Conducts complex investigations which include: (a) suppression of the manufacture
and distribution of counterfeit currency, coims, etc., and (b) stolen and forged
and fraudulently negotiated obligations such as U. S. Treasury checks and savings
bonds.

Prepares complete and accurate reports concerning investigations including case
reports presented to the U. S. Attorney for prosecution purposes.

Protects the President and his family, the Vice President and other protectees
as provided by statute.

Participates in protective surveys with responsibility for intensive exploration
of areas assigned. -

b. Describe H;w Performance Exceeds Requirements

1.

2.

During that period of time, Agent Taylor closed 120 check cases with 89% closed
cleared (office average is 75%). He made 30 arrests, all prosecuted and
convicted (average arrests number 18).

Investigative reports prepared by Agent Taylor are always thorough and complete

and submitted on a timely basis. The exemplary manner in which he has perforhed
; - (Continue on Reverse}

TD F 64-51.2.{9-77) Replaces TD 4009 which may be used.
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b

2.b. Performance (Continued)

investigations'has been commended by the U. S. Attorney's office.

3. Agent Taylor has consistently performed at a level which exceeds the require-
ments of the position. This is particularly evident in the manner in which
he handles protective assignments. On three separate details, Agent Taylor
functioned as the site supervisor and did an excellent job. (This particular
function is usually reserved for GS-13 agents.)

4. Detail leaders have consistently remarked on Agent Taylor's thoroughness and
3 completeness in performing all advance work assigmments. They further

expressed a reliance on Agent Taylor's dependability and excellent judgment
.in handling difficult situations.

(If more space is needed, continue on separate sheet)
DATE SIGNATURE AND TITLE OF INITIATING OFFICIAL

1-16-78 /s/ SAIC, Washington Field Office

3. REVIEWS — If there is disagreement with the recommendation, attach separate statements axplainin§ in full. Indicate agreement by endorsement.

- RECOMMENDATION
SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE) AWARD.
(o - APPROVE | DISAPPROVE | HECOMMENDED
/s/- n -+ = = Pepsonnel Division i i
/s/ AD - Investigations '
i »

SIGNATURE AND TITLE OF APPROVING OF FICIAL DATE ACTION : ) AMT. OF AWARD

/s/ - Deputy Director 0 ApPROVE [IDISAPPROVE |$

4. AUTHORIZATION OF PAYMENT OF AWARD — A cash award is approved under the regulations of the Incentive Awards Program. This is not an
authority to exceed an appropriation, allotment, suballotment, apportionment or reapportionment. Check delivery instructions are beliow.

AMT. OF AWARD DATE SIGNATURE AND TITLE

& /s/ : - AD - Administration
DELIVER CHECK TO: :

5. FISCAL OFFICE — Funds are available and obligated to pay this award.

OFFICE ACTIVITY APPROPRIATION TO BE CHARGED
DATE STGNATURE AND TITLE
/s/ Chief, Financial Management Division

6. PAYROLL OFFICE
SCHEDULE NUMBER . By DATE O_F_SCHEDUL_E'. e T . |PAY PERIOD




* “Incentive Awards AWARD SCALES Appendix 4.7.6.2(A)

TABLE 1
AWARDS FOR TANGIBLE SAVINGS OR BENEFITS

For suggestions or other contributions that result in minimum dollar
savings of $250 for the first full year of operation following the contribu-
tion, a minimum award of $25 will be granted, with increasing awards based on
the following scale:

Tangible Benefits Amount of Award
$250* - $1,000 10% of tangible benefits
$1,001 - $10,000 $100 for the first $1,000 in benefits

plus $5 for each additional $100 or
fraction thereof

$10,001 - $20,000 $550 for the first $10,000 in benefits
plus $5 for each additional $200 or
fraction thereof

$20,001 - $100,000 $800 for the first $20,000 in benefits
plus $5 for each additional $1,000 or
fraction thereof

$100,001 or more $1,200 for the first $100,000 in bene-
fits plus $5 for each additional
$5,000 or fraction thereof

Awards in excess of $5,000 must be certified to the CSC for approval.

Appendix 4.7.6.2(B)
TABLE II :
AWARDS FOR INTANGIBLE BENEFITS

A cash award may be made when an employee contribution does not lend
itself to appraisal on the basis of monetary benefits, or results in combined
tangible and intangible benefits. The amount of such a cash award shall be
determined on the basis of its value or benefit to Government operations after
full consideration of such factors as extent and scope of application, signifi-
cance of the contribution, and importance of programs affected. The following
scale will be used in determining cash awards for suggestions or other contri-
butions having intangible benefits:

Value or

Benefit ' Limited Extended Broad General
Moderate $25-§50** $50-$100** $100-$200** $200-$400**
Substantial $50-$100 $100-$200 $200-$400 $400-$1000
High' $100-$200 $200-$400 $400-$1000 $1000-$2500
Exceptional $200-$400 $400-$1000 $1000-$2500 $2500-$5000

See Page 2 of this appendix for notes and definitions
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NOTES AND DEFINITIONS

*The minimum award for tangible benefits can be granted only when the benefits
reach or exceed $250. The minimum award for intangible benefits should require
a comparably high standard. In determining cash awards for contributions with
intangible results, the value to the Government must be comparable to those
contributions receiving equivalent awards on the basis of tangible results.

**Smaller cash awards than those shown above may be granted for certain mod-
erate value contributions which have extended, broad, or general application.
The $25 minimum award or higher as considered appropriate may be granted at the
discretion of the agency when the contribution barely meets the definition of
moderate value, but nevertheless has extended, broad or general application.

The degrees of benefit and extent of application are defined below:

Moderate Value - Change or modification of an operating principle or procedure
which has moderate value sufficient to meet the minimum standard for a
cash award; an improvement of rather limited value or a product, activity,
program, or service to the public.

Substantial Value - Substantial change or modification of an operating.prin-
ciple or procedure; an important improvement to the value of a product,
activity, program, or service to the public.

High Value - Complete revision of a basic principle or procedure; a highly
significant improvement to the value of a product, major activity or
program, or service to the public.

Exceptional Value - Initiation of a new prfncip]e or major procedure; a supe-
rior improvement to the quality of a critical product, activity, program,
or service to the public.

Limited Application - Affects functions, mission, or personnel of one office,
facility, installation, or an organizational element of a headquarters.
Affects a small area of science or technology.

Extended Application - Affects functions, mission, or personnel of several
offices, facilities, or installations. Affects an important area of
science or technology.

Broad Application - Affects functions, mission, or personnel of an entire
regional area or command. May be applicable to all of an independent
agency or a large bureau. Affecps a broad area of science or technology.

General Application - Affects functions, mission, or personnel of several
regional areas or commands, or an entire department or large independent
agency, or is in the public interest throughout the Nation or beyond.

Careful judgment must be exercised to assure that the criteria for determining
eligibility for a cash award are neither too liberal nor too stringent, as
either extreme could lead to a lack of employee confidence in the awards
program.
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DISTINGUISHING BETWEEN SUSTAINED SUPERIOR PERFORMANCE
AND QUALITY INCREASE RECOGNITION

Quality Increase (General Schedule employees). During the period of
service being recognized:

(a) A1l of the most important job elements must be performed in a manner
‘substantially exceeding normal requirements; and

(b) Performance of other job elements must exceed normal requirements.
Since a quality increase--

will indefinitely raise the emp]oyee's’future salary, and

is comparatively more expensive in the long run*--
the employee's performance, in addition to meeting the criteria outlined in

(a) and (b), above, must give promise of continuing at the same high level
in the same position.

Special Achievement Award for Sustained Superior Performance. During the
period of service being recognized:

(a) One or more of the most important job elements must be performed in
a manner substantially exceeding normal requirements; and

(b) The employee's total performance must be of sufficient level to
merit a regular within-grade increase.

Since a special achievement award for sustained superior performance--
is a one-time, lump-sum cash award*, and
is based solely on past performance--

the employee's level of future performance is not a major consideration.

*Based on a 1974 Civil Service Commission study, it is estimated that the
average annual cost of a quality increase is $418, -and 71 percent of quality
increases surveyed provided benefits for at least four years. The current
average one-time cost of a lump-sum cash award is $205.
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Dept. of the Treasury

Specimen 4.7.11.3(A)

EMPLOYEE SUGGESTION FOR OFFICIAL USE

DATE RECEIVED SUGGESTION NOQ,

INSTRUCTIONS

A. Complete and sign. It is suggested you retain a copy.

B. Include any sketches or pictures or other material that will clarify your
suggestion.

C. You may submit the suggestion to your supervisor or awards represen-
tative.

1. NAME AND TITLE (PRINT OR TYPE)

GRADE SOCIAL SECURITY NO.

BUREAU

ORGANIZATIONAL UNIT

OFFICE ADDRESS (STREET, CITY,STATE, ZIP CODE)

SUPERVISOR'S NAME AND TITLE

2. 5UBJECT OF THE SUGGESTION

3. DESCRIBE PRESENT PROCEDURES OR CONDITIONS

4. EXPLAIN YOUR SUGGESTION (HOW IT WiLL WORK, WHAT IT WiLL DO AND WHERE IT CAN BE USED)

(If more space is needed, continue on separate sheet)

5.STATE BENEFITS TO GOVERNMENT (SHOW SAVINGS WHERE POSSIBLE) ESTIMATED ANNUAL SAVINGS
' SALARIES $
SUPPLIES
EQUIPMENT
TOTAL S

Any cash award resulting from this suggestion is in addition to your regular pay and no further claim can be made against the Government in accordance

with 5 USC 4502 (c).

PRIVACY ACT NOTICE

AUTHORITY: Chapter 45 of Title 5 U.S. Code is the legal basis for the Incentive Awards Program. Treasury Personnel Manual Chapter 451 requires the
use of this form. PURPOSE AND USES: To provide employees with a format for making suggestions. To provide evaluators and reviewers with a format
for evaluating and reviewing suggestions, recommending awards, approving or disapproving, authorizing payment, obligating funds and making payment.
EFFECTS OF NONDISCLOSURE: Supplying the personal information in voluntary, however, failure to furnish the information will result-in'no way for
the payroll office to make payment of a cash award for an approved suggestion.

DATE

SUGGESTEH'S SIGNATURE

™D F 64-51.1 {9-77) Replaces TD 4008 and TD 4010 which mav be used




Incentive Awards

ACTION ON SUGGESTION

1 Specinien 4. 7’3513 3(A)
Page 2 .

1. lNlTlAL EVALUATION OF SUCCESTION ~ Include results expected and show savings where possible.

{If more space is needed, continue on separate sheet)

ESTIMATED ANNUAL SAVINGS

SALARIES $

SUPPLIES

EQUIPMENT
TOTAL $

AWARD RECOMMENDED| DATE

$

EVALUATOR'S SIGNATURE AND TITLE

2. REVIEWS — If there is disagreement with the suggestion, the evaluation or the benefits expected, attach separate statements explaining in full. In-

dicate agreement with prior statements by endorsement.

RECOMMENDATION AWARD ESTIMATED
SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE) REC- ANNUAlé
APPROVE DISAPP. SRR i
s $
.1
SIGNATURE AND TITLE OF APPROVING OFFICIAL ACTION AMT, OF AWARD |DATE

O approve [Ipisarp.

$

3. AUTHORIZATION OF PAYMENT OF AWARD — A cash award is approved under the regulations of the Incentive Awards Program. This is not an
authority to exceed an appropriation, allotment, suballotment, apportionment or reapportionment. Check delivery instructions are below.

AMT. OF AWARD DATE SIGNATURE AND TITLE

$

DELIVER CHECK TO:

4. FISCAL OFFICE — Funds are available and obligated to pay this award.

TO BE CHARGED

OFFICE ACTIVITY APPROPRIATION
DATE SIGNATURE AND TITLE
5. PAYROLL OFFICE

SCHEDULE NUMBER DATE OF SCHEDULE

PAY PERIOD

-
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