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WITHDRAWAL SHEET 
Ronald Reagan Library 

Collection: Moore, Kate: Files 

File Folder: 

. 'Q,OC,l;JMJ;NT . 
:·.:NO, ·& JYFE. 

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

OATS: . RESTRICTION 

1. report chapter four personnel part 7 4.7 Incentive awards. (partial, p8) n.d. 

2. notes handwritten. partial back side of note n.d. 

RESTRICTIONS 
P-1 National security classified infonnation [(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 infonnatlon [(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]. 

F-1 National security dassified infonnation [(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 disdose 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 infonnation compiled for law enforcement 
purposes [(b)(7) of the FOIA]. 
F-8 Release would disdose infonnation concerning the regulation of 
financial institutions [(b)(8) of the FOIA]. 

C. Closed in accordance with restrictions contained in donor's deed of gift. F-9 Release would disclose geological or geophysical infonnation 
concerning 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) 

F~ank 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. 1 

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 

J 



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: 

President Ford 

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 Nove;rnber 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. 

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 Fe bruary, 1976. The 
President was not present at the ceremony. 
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1. BASIS FOR AWARDS:\ Honor Awards are design6d t:O best.ow singular honor 
on . selected in:hviduals or organizations as an official recognition 
of achieverrent and as an incentive to further accanplishrrent • 

. ( a.\ ~i b:>rioos . Service Award (Granted one tirre only to any individual) 

., ·• . 

~/ .· · / (l)< &i~eri~ • . 'Ihe r-Eritorious- Servi~ ,;::;·7~5 -~;~~ :.c:·.; ::~- --- 'c-

· ... . ........ . ·· .·, 
··,' 

. ·· · ..;_ 

' ;, ' ;.a;•,•.'' \~;:\;\• ,,,,,{~,~~thlnt:a;,, 0::e:'~\;:!,'~rr~:f~~!~ · 'ci)~;~~i .~+, ·. ·,· ... ;{,,~~f 
... . .,,. ' ·' •;•<!Y;"•.·_ •. ' .. \.1.f.i'.'·:··~·su .... './. h ·~ .• • of.~~~~ch.~ld~ rons~~~. ··;,;;;, ·• ;~· · ·• .. •[: 

·'- " _;- ~ .. y;~.:-.; :~_- ' .... ·: ~~~~ -! 
· .. , 

· ' '. ·' . 

. .. . .. ,.; .. ,,.,.,, rrethcrls and procedures that result in 

<~·i~i~i12({:~;;~*t~:1 :: =~ ~'. sp.ce, '. 

___ :_.__; :~.'{=,{·' :·, ··,_(c) ·'Unusual" ~'tlevarents in irrproving -oork perform- · . . -:· 
. ·· _ .. ·.,::).;::·~;>-::.- (-:_ .. ·- _ance ;in an organization unit of the Department-. _ . . . 

.. u:.~itf f IS~i~~~s~t:::2·~?9; •··~-··.i.~:'~· 
· · ;~-c~::<:::/.'.-i:·. ~~1lver ·medalarrl lafel_ emblem or pin, ·a certificate . 

· ·:t·t1i;1t1~~~~~~~~~~~ ~~=~~~ria!~der wi~ .. 
: ·~ : - (3) . · Procedure. '. Recatrrerrlations for_ the Meritorious Service 

: ... . ::.- . .,.;;·:<.·~.-Award will be forwarded by bureau heads to the Secretary· · . 
. . · .. ·;::: · .. :_ · -/~-ici-: thr9ll¢i tiie-Director of. Per5onneL · They · should be fully-~:·"~7 .. ~.-.~ .. ::\ 

_;,:.~'iih'i:1~"tf=r:=~0~:::rea?~ SiZil'!'i 
.. . . . ... ._ "I'his shoold be 'double spaced am not to exceed 20 lines. - ~ " . . 

·· . ·; ·· ·Bureaus will be billed ·for the medals an::l lapel emblems and pins. 
/ " c ·.i::,) ::: ·~/~'."~Lif.- the 'award is posthurrous,_", it is made to the next of kin . .. . ·: . . _ 
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The Exceptional Service AWard _ (Granted one tine only to any individual).: ll b.· 
. \.'. 

. ·.;.~ I . 
_:~(l) Criteria. 'Ille Exceptiona+ Service Award iS conferred by the 

· Secretary on enployees . who distinguish the:nselves by excep­
tj.onal service Within or beyorrl their required duties. 'lhls 

. is the · highest award. which nay be reccmrerrled to the Secretary. 
Examples of service which should be considered for such 

~ ... '. . recogrtj.tion ar.e: 
. . .. . ,· \:· ·.: :',:.· .·. ;· , , .:,;:-;,~~~'.>,~.1( ;, , . . ., ··:~ . . •. ,.,, . - ~;;-.:::;.::· :»'·::,·. 

,· .·.(a) .The. accanplishrrent of assigned duties in such an 

· .•. 

. . ::...• . ·- .... · 
. ~:.::·~ts:tanfilnall . . thg ~:~ha·~.t-9· beperf . . c1~:;y exceptiirnilar' 'onaldu • ._,. -j ;~~:~'-- . c.~_. ··.··.:~_·.;_·: __ ,;._._:<_~.-.t,~<_,:_:.~·-~· 
0:;· am::mg \. ose· wuq·: :ve · oi.m::u. s ties. ... . . . . - -

···.··{:~~;fl'i:)i~ll~~~~'-ih-;ttif~;;,3~lti\ 
- · ~~~ ~i7-]~?~ 

-~:.;/?:_(d) :·~,:The· "P=rfornjanc·e of .a .special service :in the public ·~ · ,. 
.'..·.,.'>_,_. ·:"-.>:int:ere5t. :--~related to . """1'Tnlourr~nt an:l over an:l above 

.... - - ... :.~ .. -· ~"'' :-''"~, ... : _';:~'i'~- .... : ~ - . ,..,·---. - .. . , • , • -·r .J..•-.-· • 
-~.-::;,(;. ~'; ;~.:::;:.no:i:mal p::>sition reqw.rarent:s . of an outstarrling an:l 

· :'.~x~~;;f_{(tt;~·''.J;'·_;·t~¥stirictive chara~,·~. · .. ·. .· . . : 
. . ·.-:~· · ... . ,.; _ ~··.::~: _··. _ ·:.· -- : ·<~~~~~.~?1;1:~;-~ -: -. ~ ~' -' ... · .~: ~- ;, . -' . ····.·: 

:;~~~> ___ ~~-{2) ;/RecOqnition~~-:~_;flnPl6yees honored with this award receive a .· .. -:.(_ .>.-:· ~'''.].~_;}_~.--~f~f_.~.::_11 .. ~_;~~'.­
. · - -: -:·:::~:> gold :tredal arid laPel anblem a certificate (ExhibitC) · 

.· .· ~ - ~?:{;~; .. ;~·f;~-:r~<?~ing.:~~~;=~fur~:easuryleath~i!golder. with wnf ~. '· :ni~· ,~· ':. {·'..>:·······-·~·~.:_:::·····.·.-.. '.·~·_:··,··~-·--.~-~.:·.·_.·:··.··,•.·.:~.--.·.' .... :_~-.~ .. ;·.·.~·,•_;.c'.~:'·.·_:::·:·_·:-.. ~ .• ···.·.·.-.··.·':::_·.· ... ~_:···:·::·.:.:,::.'.·_·,:_:·_ . 
LC ;';· . ·'.H~~f!~\t•a~·1.;,, .tile ~;l~ ~c~i~:c·~:;; :,c)'.;l!i 

;j::_:_·_~_-.~.·_::;-~_.:···.'.·.··.·.i:..;l~:-~ff :. /,~,:/'::\i~?-~wil+):ie ~ fo~dea.;_bY. bur~u.: heads· to the Secretary. ,through -~: '-~Y.}:{1~'t;~g_;~~W~~£: 
> _ .. ·.·· .... · .. · .. ,_~.·;_._:"·.;··,:.~_-;_;_.~.-.:_:_:tjle'.~.P~~r -~_.,·_~f .0I?~s0zU:el._._·. -·::; .Th __ · ey_ sho:1d be

1 
. fllµ y. docurrented ·: · - . . ' ' · ·_··_:_·-.·_·.1;_:·_.·.' ~·_;_ :_~· .. :_.~_: __ ··-~:_._t_·•.i_:.'. :.;:. <J>; .: -~"'''~::;:-,,,an:l·. ~ould be .• Cicco:nparu.ed,):~y .. ,the naninee . s official peroonnel . , .... -..-:··:, · ' "'''"~ 

(..~ 

·:···-~ Cl) . •7 • Criteria ' ''·- The ·Alexarider:Hamilton Award · is conferred by the -· ·::> -:..:.-;;\·:Y;.-t 

·: ~-;;~ ;s:::;;ff~e.~ .for ~ts~g, and,, unusual . l~ership _in the · ~r:i{ ;~:':·t :;;;' t~;t~;A~~-
·~:=.,·,;'· 'i··.·:'·"" 'of"'the· ··ne,-n::.....+ment· 'of the· · Treasury· .... The· Seer. etary desi'gnates ·--f-~.::-. '"" ''- --~-.:-:.-;';· ··'!ih><-t'}f. ·.,. · .. ~ · · "· ·. ·· . ~ -. ' ~ """u. . • • - · , · .--~-;· _:• .... r -:r :-t ..:, • . ·.,::. 

· ' i:er5on5 to be: honored with :~this award; naninations are not . ... . . . · , .-. . }t1~,); 
. .. made to him. . (The Secretary has :in general restricted the ~:.: ... .. .... .. \~;."".} : 
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··.· 

.. · grant:in;J of this award to two or· three of the highest 
· , officials of the Deparmtent w00 have "V.Orked closely with. him 

· · · ' for a subStantial period of ti.ne and wh:> have dem:mstrated 
outstanding leadership -during that period.} · 

(2) . ~tioii~ 'Ihose who are honored with the Alexarrler 
Hamilton Award receive a gold rredal, a certificate 

·- - , CEmihit D}, enclosed iI) a navy blue padaerl ITOrrocco 
leather folder with White silk lining, signed by the 

- · .···· ,Secretary, arrl a miniature Treasury flag • 
. . 

· - i . _ •• ·:_;-_ ;:~,~~- J;-.The riistiJl9Uished ~ce Award. : 
· .~ -. : .... :"."·_ .. :..·:.t:· .. - -:.-~ -.~·'. ,::~:~: :~ .-:.:.:· .·. --.".e~-'-:·. ?:- .: __ :· ~ . . ~. ·- ~:-.. -:· ': .. ~;.-. '.~: ,:,--!.- -... ~ .• -.. ... .. - ._ . -· 

• 
. ·. · 

-·.-·· 

; · .. ~· . 

• .... 
... ~ ;:. 

_. . - -~- . ·- ... 

· · · (l} Criter~~ 'The Distinguished Service Award is the highest 

· .. ·.· 

.· recognition which may be conferred upon an individual 
· citizen Mio is not an employee of the Departrcent. The 
award consists of a gold rredal, a certificate signed by 
the Secretary and a citation in support of the award. 
FollC7Ning are examples of the types of achieverrents which 

··nay be honored with the Distinguished Service Award: 

· .. (a) _.An .especially rreritorious a:mtribution to soUirl 
.. _, ...... , .. :- - -_~'·:: '>: -fiscal rolicy as implerrented and aaministered 

· :·::. by . the Department of . the Treasury • 

: . ) . : .;~t;·.~ 
.. 
·.~-~i.' 

_;·:~ 
• . · . • t~ 

.···\i,l 

.. .. :.•'; 

- . ,, . . . · :-~ 

' . :~ 

'• : 

·' ·~ 
. ·: : .. :~ 

·.·· 

. r:-.• . , 



··: .· 

•;' . 

· . . - , ._ •. 

--~ · .. .. 

Page VI-4· _ 

3. 

. ' ·.· 

·: "(c) . ~tians should be docurrented fully t:o include a 
Ca1'plete description of the service rendered and benefit 
of that service to the Departrrent. · 

(d) . A proposed citation, double space:l and no rrore than 
20 lines in length, should accarpany each reri:mrendation. 

: ···· 

.. ·'.-:-... 

~ ~ . : :: . ·.. . .. ·-. 

; . . ~ 

a. Criteria. 'Ihis·· awa.m ·is-Cksigned to give disti.nc{recogniti~ to . 
. '";.> ·•. ·the principle of Eq!Jal Enploynent ~ty and_ t:o raise it. to a 
. <'··· </ level of dignity an::1 honor. --- 'Ihls award will be giVeri annUail.y to ' - -~ ,.::' 

. · . :the one individual or one organization wh:> has . done the nost -to · ·· 
· .,~: " advance ~ !>r.¥iciple of Equal CP,portunity in the· Depa.rtirent for 

_- .:~. ana. rninprities. ·. The following are the -cypes_ of achievarents 
·".-which may be h:mored: . . . _, ~-: -; · ~: ··; _ '' · )/- _~;-. -"'. 

- :·::~~>~_ ::~>L:: : - ·:: : '. "i-~/ ;·:-.>.:_ . . ' .. - ·- . i _.,. ,-2 ~-~: > ·>_,, .:-._. . ._ ".' '. 
-7' _(l} :: Ra-roving structural, prograrcmatic and/or 'individual barriers 
.,_-._ ·:·· -._:._- ].mpedfug ._full_ i.rrplerentation of Equal E:rployrrent OH.Jortunity. 

. ·:-' ,:·· ·;:;. ,.. "'. .. ~:~·;.. ·: .. ~: ..;.-:.: ~.:.:-...... . ' ~~; .... .. ·-·: . 

.. ··:· . i2> ':\ s~ -~~~ dynamic or extraordinary way or utllizmg" ~ 
- ~: · .. ~~}',~-::'.:??~'in ari innovcitive fashion existing pro:rrams, resources and 

·;: <;:. '?~<'.;auth6rities to implerrent the F.qual Firployrnent <::pp::>rtmri.ty 

-,_~i0-"?,~:J_~~----'.~~cP~;~:?-~£;r~'-:_E, --~ \ .;·· . . . , . .. -, . . _ .. •. · t . 
~. - . 

<;~"'/: (3) '~ - Developilig arrl :ilnplaTienting new and significant ideas far 
:-· .>:·\~:'- .: \ bringing about full equal e:nployrrent opportunities • 

.. :: ~:·~~~:~:;~:;;;:.' _':. - ~ .. =,~/ .. ; .. ~:.~~{~~::~.:·,<:: <;.n~:~· .. :;·~i~0. ~~~·';:~~~;;/_:· .:· ·, • . }.~: .: . , . .:~ >.. • ·-. ~:· • . ... ~ _ .. :·. • ~ ;· .. · ... • • : ; .... ~ >I <:· - · ·.'.':~: :.~-.-... ~-~- . 

. \.+:J~) :·~ Enabling •the '6rganization (sys-tan, ·Departrrent) to identify 

• 
· . ·' 

· · · 1. 

. .. >.· 

· .... _. 

• •••• 
< .. ·,y ·(·:_ .. or prarote minorities and ~ who are presently capable. . .. . : : . __ .. 

.. . . "Ji~~·. }'.·ij~~-~.r_l_~;~~.~;;i~.f.·~-·~-:~.•r=_-i_},::~~~k~.'.~:~_-:-~~-~;if:~.,··~ -~Ft'_ q.~¥.~.2~'.-~/ .·· ' ; i~).'!E~il!p 
.. - - - - - - . ~t:::_:f: : ,, "~tz\/ (Sf : Assistiiig or :·C:OunSelirig individuals so _that they. nay acquire ._ 

- . ... '.~ 
,··· . . . }b;/~f ;RecCxjnitian.;' ·:· Eifployees or organizations b:mored with this award ··· ' . .. >·~;~~:-{t~f}~:{;-

. ?: • ./}:1Ureceive a hand engraved plaque and . a certificate (exhibit E) . enclosed. .. -

. .
• ... __ ~.·:_c~.\.: .• _-_·.t_-.:,:.~:~.~--.·Pr~ocJed~urQe~sJ.~_~_-·.: ___ r_~_JFa~~ch~bur: __ ea:u~1ma~y~-J,._0~~te~~ on~e::.- di~'~vi~'dual~~--or·~up#_lli_·,;_~~~-:i~ 
- - .. ~ ..... ~ .A-1.L ·• -<· · '.:· ~~1~~7,;~:;r·:~ 

· through the Director of Personnel far · recogitltion. ·· -It is riot. 
necessary far ·the t:erson to be an EEO Specialist. 'They may 
be supervisors, rranagers or employees who have made significant _ _ .,:,~: :;:\:'~ , 
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cantributians to the pro;Jram in their bureau o.:i: Deparbnent. 
The "Treasury Av.ards Cormi.ttee will review all bureau nanina­
tions "and select one i.rrlividual or group for approval by 
the Assistant SecretaJ:y (Administration). 

., 

., 
::':.· 

..... ~ 

. >'VJ .. . ., 
. ' • - <. 

-~:~ 
'!his award is designed to apply to irrlividuals and/or groups - ·~0 
regardless of race, color, creed, religion, sex, national v 
origin, age, marital status, physical condition or sexual · ::t~ 

preference. ._ . . .; , . :;>'/ .·}~ 
4. OO'ISTANDJNJ HANDICAPPED EMPIDYEE OF 'IlIE YEAR. .'Ihis honor award · · . ., .. 

. "f .·~~ 
. · . . recognizes an outstanding Deparb'nental arployee whose achieverents · · 

. !i/ .;;,;:. ,f0;;,,~~ ··". seri""" '~~~· ... ··. . •.. "'· ' .. · .~~,;j)!,'.c? ·.· .. ' :·r~~t~;~~~~ 
The awardee is the Department's ncminee to OPM for Qitstanding · ~~ 

.· -F~ Handicapped Enployee of the Year. · ' ·.· ·:,:i 
.>~~:~:.~-~~ .. ·: . .., .-. ··>.: 

5. ~y -.cirm:R' DEP~ HcmR AWARDS. The Depart:nent may establish fran ' ' _, 
.• },;(: · tme to tirre additional awards recognizing achievements in areas , .. 
:<.f,; 9_f ,sp=cial;interest to _the Adminis~tion. . . . .. !A 

,._; ~: · 

6. ·~·~ ffimEAu HCN)R AWARDS • 
. : ' -··· ·:":;.~ - . . : . -.. _ ' • ' . . 

.. :~.-. -~ }(..:·/.~-!.~ {<- =:~~-.-~ ·; .: . . ... .. .. . .•. ,:. \..' . , , : ' ·•·'·.. . . __;, - . · - -'.':~ . ·;·,_~-~ :f· · ... 
<:>. a. Criteria> ·An honor award may be established for outstanding 

··•. arrl significant service in the public interest related ·to the 
. factor activities of a bureau. It may be given to bureau 

:: arrployees, other government E!llployees, private citizens, or 
public and private groups or organizations. The award will be 

· the highest fonn of reC'0311ition within the authority of · 
.the bureau head. It will be given qnly in those exceptional 
cases when· the bureau head's personal appreciation cannot be 
expressed fully in_alesser award am the recarrnendation of 

higher .'.rreasury award. is not appropriate. The following , · __ .. ; ;:;~~ · , , ·;· 
examples serve as guides as to_the type and level of contribution ,, 

•i ::.~ ·:. ::-~~~~;5 ~:¥.~~~~ for a b..lreau ~or awards • . ~'-~ --_. · 

-:::>,;;,_:a1) ,:- A··ootable pr0fessianal achieverent by a private. citizen 
::~;: :/8;/~- : ), 'Or: employee· in a · technical or _· scientific field which . '·· 

.. ,._ : / materially . assiste:l the bureciu in carrymg out its :,. 
·. · · ·.· · · ·. : .. · ·mission. · · .; . · ' :-~. ·· 

·.-:.-· 

. ~ '., . . . : . 
~ • -~ - : - " . · • . : : . "·. " · , ~ ' .• · ' •. , . \ . • . . ' .. - : '. ·. . ~ ., ; . ._, · : . • . .. :. '··,~,, . • • ' I . : ·::: :--:: . • 

. ]2) ~<: oUtstarrlinq C:cropet.ence in accanplishing a.n~··:inportant 

. . ··. · - ;~.;~~se of ~- ~~u ~I-:;· \~ -~/·_. _ ;·;,~-i~'<;:~·~i,~:· . _. ···;~~~-~:fri~. ' -,:: > · 
(3) . _µ=adership, skill, or ability in administration or in · 

· '. _:_ ·:< '-'perfornence of duty _which was of great value to the · · 
·buieau. · · · · · · · · 

!~ 

.. · .. ·: .. -

.· .. . ·_· 

. ··- ·-: 
' ·, , , , ·• ,. 

.: •-: · · ·· . .,. _ .. , . .. . . 
·'.· ··~*/;:~(/ 

:·:: 
· · ·'.1. ... . . . . ~- . ... ,~. -
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I 

· . . · · *. .., :. 

·· - ·· .. 
(4). An act or .. service' of significant benefit tO the rureau 

which ~involved unusual personal effort, carpetence, or 
·bravery ·during an _arergency or tmder very adver~ 
corrli tians . 

.. . . :. ·,.'.:_ . . · 

·,··. 

• 

._,.. . 

.. ;. .' ,'· ' 

. • ' _ ... 
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· ( 4 }' co..irageous ar heroic actions in support of a Federal 
.activity or mission. 
"' 

· (5) · Significant contributions in the fonn.of voluntary 
presentations or valuable consultation. 

Where a ccmrercial ar profitroaking relationship exists~ 
·the recipient and the bureau, the contributions must l:e 
substantially reyarrl that specified or :inplied within the 
tenns or contract establishing this relationship, and further, 
it must clearly be in the public interest. 'lb nci.ntain the honor 

. . . ;.· . .. , .. . and significance of these awards, they should never l::e 
~:-::} .i(;:. : ; ::<~ii9;~: granted to several organizations or individuals perfonning 

·· · ····;::;;: ·;: '. _;::. ":-the sane service on a repetitive or continuing basis based 
· · - ~ ·/::,.: soley on precedent. Rather, each case should be o:msidered 

. <': '~'-::: an its CMl'l merit and recognized accordingly~ 

·. :·: ·<>i:_b"~::eiFonn of Recognition~ The award may consist of a suitable 
· · - · - - · · .certificate, a token of naninal value, or a plaque. In addition 

' :--:,-_(>::' ' to the fonnal- recognition bureaus are encouraged to express their 
. ·::):"; -. . ·:·appreciation for cantributions ·received frm individuals, 

: · -··· .. :··. · ',::~{; ):'._groups, organizations or associations within private industry 
· .. : .. <.:· :./_}'.~:/<·;.,~;> or . universities with letters fran the bureau head or other appro­

.. </ :.:~} · ··· ·~ priate- officials within the 00.reau. Bureaus with regional or 
_ •· ,~.: : ~:.~~: · :. -, . ., ca-rparable organization5 may provide for -the approval arrl. 

.-: \ ;:· .. : :--.:. ::: ·~·-~·"' granting of such awards at the regional level. 

':{-.:.:_:.:~-~i-·:-~·~;._:~>~ - ..... -- -- ... -··:··· --

- - ·;:';2~':.:~ ·" .'.' ' ~ · /given· to than. Newspapers, local radio and 'IV stations, the 
· ·. ~. '' X·:-:.:>·~: · · .. :·~·\·;~,mplc.Yee navsletter, as ~l as the recipient's professional 

< :;::/: · · ·· ~}/and other associations, arployer, etc. , nay be useflll in pub--- -- -,-. ' ... ~· .;. -u . . . 
c • = . __ :- :--.. <'_.: · ~- _ C.l.Zl.Ilg ·the award. · 

. . :. - ·:-..-··: ~_.-:: · ·:~,,=· :·:h_~;:(E'~.i~-:;t··: .. .. <· · ·.:. -'·. 

;-.., ·, . . ...... ·· · - . 
~ .. --

· --:-.- . . 

~ -· ~ . . : .... , .. : 

• t:' ~·--~~:· '. }~_; . ·~; . • -~- ~ 

. ~:;·~=:l~ ·':}:: ~)i~1t'~l~·2~~~;,/~:;,,:···. ·/~·. 

-., 

. :::..:.;.· : ... 
- :: /..:.. 

.· ...... ·-. 
, ;._·- . 

. . 

. ,.. . 

, .. . 
I~ ,-. _~ • · • · • 

.·1 . -~: .•. ;: :' · · . "·. • . • 

. "'; .. .. 
.-

·_ · __ :;;~.~L -

:· · . . 

·.. ·:·~ 

1·-~ · ' •. 

· . ~>--~i-iL/-'. 
< 

-·­... . · . . -... 
\ ~· ;. : . 

. : ~><·;~!~~y>: . 
.• :; ·_:,.. .... _ - . ~:~: .:·~~- .. :_: 
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;-~}:~}-''. .:.: '.~; _, , :; s~ , . . ··" t .- · · -~ .:.,. , ·:-· .. l _ ,:_ .- ;r ,_ -· .:-.-, .. 
~%~t:he _public' business better. No:rintl -nanag6rent review and cxmb:ol _:· . ' ,:. 
'.'·processes. should .be Used to . identify cireas·of potential.<:i.nproveneilt -
· for inclU.Sion in the Mallagercent InproVenent Program (OMB Circular 

A-44), and tQ' identify program-or operiitional areas where' superior 
~rk ·resuits warrant award Consideration. Managers shouid also 
:request supervisors -to ideritify. enployee$ who have made special 

·-

. - \ cxmtributions ·and to cx:nsider submitting award i::ecamendations. 
'lhis _should-not precl'OOe supervisors nan submitting other award 

t,*,~;,:~;~~~'f~~-~if~ik:~~~~t'{~~'"•t;t:r •'Ai• ' 
::/:; -- " ._,,,'.~ _ . -\~ streSsed -inclOOing innovad~ 'in adiiiinistrati~ of· the Incentive· : ~n:,,;;.c_,._ 

~~': •:j~j~ :t} ~~±"/'.~~= ,~~~~~fc; :~~:£,~~ 
d. · It ishwithin· the ;fidnework. of the program to recogru.ze 1:00se persons 

w)10:"~tribute to -_~t _through supierior efforts in extending 
·~ ···equai~~oppc>J:~urtl,ty ~W#:h~ to ·t:hose ~~ enploynent 

o~ bi:~istirig those ._al.ready. within the Federal service to achieve 
their:_highest potential: and prodtx::tivity. · IECognitian'. to deserv.ing 
sup!mSC,~/ enp10yees;~ or groupS .is required and -neri~ when~ 

::.--are: clea'r'' can.d~dencnstrated , signifiC:ai:it achieverrents .in providing ... . 
equiil: erpl~t "opportunity. · Treasucy Personnel .nanagemimt 
ManUat Chap~ gives detailed gui4ance _for providing such . . . 

,:>~~ ------ --- · ~:: ~-~~~Ntvtu~h1/j'.l~~---,.: __ ,_,<y : ~~<::J·~-{-.l~ ::~j~c!~-:}-'..: ... -·: . , .. , .. , ;J9:;{*~:~- ~-~;_:~t.: ~; '. ,f ~; -"; .. ;~~~~~+~~;-
;.: _~:' e. --•n1e,b;success of t:hf:i'.-Incentive .Awaz¢; ~depends largely upon _ . 
. Ct. ~: . -~ -'i>i:or{pf'±:e:v;Ley ·of Contributions • . _,Action should nornally be _cx:mpleted 

·.1--,-~-~~-- · -. -~=t:~~ :i;~~~O~---~~un:: ~~~=~ . 
~ .--~·,; ~, . .-.;;J~~:·'- i<should_.be: establishe(!':;to .t'ol,low up on':._the actj.o~ . .. ~~--_;- ;~:.:--,_- -,~ 0···-­
f~~'§ '·: ~ :.~ ,(' 

11;_~~~ ,~·.::~:~~~-~~~~i~~J>~~,;.:/~::i_(~~i~~~~~~~,di~~~r ~?~i1:J:- .;~~~~~i;~"!;~~~!.,f'f~~J~-".. .. 
• }~_ "

1 
-4. mNrRmiirioo.5~,~e;"~Tioo~. · -~-,.!Oii~i--:-~ <?£ .rontr1-:-

·.::s; '· butions, by .enpl~warrant :r:ecagnition under the Incentive Awards .. :.-
_,, 

; . - ;~- .. 

!.'"- .' • 
. -7-'. -- .. ~ 
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~,I ;; ·~·. . . ::;:._ 

!.~.;~-~ 

}~i? 

r'~~.1 •· iY ~· ~~~r*=f .:_:r~. : 
S~ I. 

. .. ·'~~)'~:~~4~:,;~ 
lNl'RODU:TIOO • . 'J .:: :'l.• . 

GENERAL ProvISIONS 

1 .. .'"J/ ::-~t ·, \· ... 

1" I 

. I 
;.''· I . r: .· 

1-
a. Olapter 45 ·of Tifie · 5, uc;c, authorizes the head of an ageitcy 

to pay a _cash aware to, · and incur necessacy expa"l.Se, for the 
lxmorary r:eoognitiai of an enployee, and provides for the i 

,·.. · ·. issuance of. regulations and instnx:tions for c:ondu:ting agency ! 

· .. ··::,-~!('_:. _:,:·:· .. ·· , . incentive awards programs. · ... ~·; / 

" ...... ,J.~~;~)~.~::;:·.~n 4.,5.l~~ql:fpf the Ci~l ~ce-_ Rules ~ ~tlons >~· 
- ~~".,;'~'+·~\f':'~~-~ head ·of"each agency to establish_ and operate a plan to use [. ' 

--, ~?~~-
:~'. '._:;~~f:;.,-DeceniJer 22, .. 19_54, delegates . to· the Assistan~ ·Secretary for ~ j 

. . ;; ·:~{;~~-Administration-.. (Administrative k?s~~~t Secre~) -~e. fu?ct.i?ns 
·· · ''. · ,, .. ~:.- ()f the: Secretary of the Treasury with- respect to incentive aWards 
.. . . . \: .. _J0:~~~),-·el«::ept for,_;toose awards granted by the Secretacy. · ., •· . ·1 

:_'J1.. . . · . .·:.::'!::A·:::· _ ._ ;· ,t:·, :~~~:: - . > <~ :. , " . %3~/;.· 'V.;_~;·;: - . l:- ·~ ·• 1 
·$>.~:.;.. .. .. '·:' ·'t'. '.-<:.,-·~.o::;.d~"-t:Cllris-directive establishes a Treasw:y .Incentive A.wards ~ 
::_: . · •·:~··'. ,,, ,,_,~ .. "~-';('_.~·:_.~_-'aain:ihiSteied in ~coOperation with and through Incentive Awards : 
;: . ~ · '\.~:;_).~:~~ Prog:tairs of t:he"bureaus of the Departnent. - " ! 

':.. -: }.;lj;i~:. . . - . : ; . . -~ : ; . :.:..~- . . .. j 

,. 
(' 

1 ... 

.':~2(.·, .2. ··,PURPCSE·: ~·, · 'lhe·:·~tive Awards Progi-am is designed to encourage employees 
,: ,'. ; . ' ·: ~g~ ,~e arr active part in inproving G:>veriurent operations; to reward 
'f~·; >~Z.thc>Se .whose .individual or group efforts contribute to efficiency, ... 
L":.c,:. ;·X~, or increased productivity; and to prcivide ~tian to : 
~,:::< ._ . ,.-:;<~10yees. £or -achi~ts of a significant nature relating to their 

.c _::~ ·. -~ ~""]:)'!;: 'i"/:;_- ..... ~';:Jt9fticial enploynent. . 'lhese objectives ·of the Incentive Awards Prc:lgram 

:!~:::~~~~1,~:f:?~:·::~==~::a! 
;'-':;.;· · 

1 "~~1.;,:· ; .:-f)''\'·'.~ .. ,,~;oJ;~ ·1eveis,-. to participate in the p:rogram;..._ as all share responsibility 
·_":, .. . · · ... - ~... · fo_r the ~lity of the Departrrent' s- q)erat.ions ~ 1 

:;t\.L~. (~---{t(;~t~~f~~B~fat£~!f'~t~i~:;'ievei;~t :,tid\ 1;~ ·-tli~ifrogra~ a~ a -~an~/:~t f · ~"··i .. -: . . ..~·_::r:/;-"\"."·"-·'-:..-'-~' ~--r:t.-.11""?"·. . • •. • _ .•. , .. t;.~ -- ·. . • . . • .:! •• • • . . - . . • • . - • ~ , 
}·.,:~.',,, ... • _: ::.~_. ,.;_,,~: .. ,'~t:~J,,:~~.,.- · \,.· notivati.Ilg:. errployees to make full ·use of their skills and ideas . 
~~-f§~·<'.t~~.,~~it.1:~~~fi;:zc ~;j·, Enl?l~::-and .. itanagerrent-per~~ .~:t find ways in"'which t0 ~rfOJ:1ll 

~~;>.µt;;;_;~;11~,~1t~~i~~;t ''.~.t,¥,,,~~'.:~, ~ :;~ ;.1;1~V .:.~., ; >i,~ .. ,' . 
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... ... ; 

d. ?btew-Jrthy or distinctive services~ and 
\ . 

e. Iong ani faithful service. 

5. PERSCNNEL REXDim. Dlployee.s who receive awards for sugge.stions 
adopted Ullder these regulations sOOuld have placed in their official 
personnel folder a record indicat.i?¥J the oontribution made am the 
award grantai. A record shall also be placed in the official personnel 
folder of each erployee ~receives a Special Achievement Award, 
~:oor Award or award fl:an outside the .~t of the Treasw:y. 

~· 6~~§.; PRCM:JrICN POLICY AND EMPirn!EE .CCN!'RIBUl'ICt'5. 'lb! Department.'s:.·. 
'"':"i_;t't;} pxarotion P6licy provides that, alODJ with· the other factors ·evaluated 

-;~{ • in '.px:atoticm,. consideration will be given to mployees wb::>, by their 
.. ·._<;~ suggestions rir other contributions, have derronstrated ingenuity, 
·J· .. Wustry, skill, resourcefulness or analytical ability. COnsideration 

.. · J~.will also be given to supervis:n:s ani officials at all levels who inprove 
·~'·::;~>their unit's operation through const:ructiva Use of the Incentive Awards 

'. ~~~.~~~u.~.. .'.::_;;~{.'.fG}~:~., . .. c_r . . ., ' ~ . -

7 •. f .:~:D&;i:.:r~ ~~;-- ~'l.\.i) or ll'Ore ·employees may not be granted awards for 
,;i:·<:;j :be sarre contrifution except in shared or group awards. SUpplerental 
'<':.~a.wards . are not~'C:onsidered duplicate awards. Awards paid at ~ or 
, ..,.?'.'mre looal levels for smrl.lar ideas also are not considere:i duplicate 

:~i!}i~·· ff~_tj:_: . . . ~-
."~:·':z~~~. REIATICNSHIP ~JOB RESPCNSIBILITIES. 

\ · . . -._ : -~'),'..-: . . ' -
.. , Award$ may' bE! .9rant81 for contribltions 

,,, o;,,f~i~t;;fl~€~~;·· or • _ 

b e-::·· When - ~f coritril:utiorCls det:ennined to be within job responsibilities 
~'.··:,·<;·. ii;. must be ·so significant as . to warrant-.SPEX:I.AL-recognition in 

c··'.:f~:,·i~~:;;~-~~tv~~~~i~~~ a cash a"'8rd. . . . -

9 ~ RE'SPCNSIBILITllS AND AIJIHORITIES. 

'I~t. ~~~~ii!il~!~t~~r~~~~:~~,0~~ 
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(2) 

(3) 

... . .. ,.; 

; .. 

... . i ~ '· .. , ·~;~·-·-~~:-.. ~ 
(>·:<\;:;·-: ''-~:,;~=~~.':... ,,-~{-

:=i~te ~tiiln"of autOOriq to ~-°7~fllrf2~~~ 
Relies U{Xlil tOO . ~ Awards camlittee for progr~ r~eW:.:·:,,-~~~r 
recamexla.tions an the program,· and assistance in providin:j ";·' ,., 
leadership.· . ,. . . ; .. ;.· ... , 
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(f) Marber . - Oep.lty Assistant Secretary (Enforcement)· 

~ . . 
(g) Member _;::. Assist.an.t Ccmnissio?ler (Resources Managenent), 

. Internal Pevenue service ~.-· ... , . - ~i 

(h) Mamer Cotpt%oller, U .s. CUstans Service 

. (i) Mamer Chief, Management Analysis Division, Off ice of 
the secretaty 

.. :· ·. \ 

(j) Member Chief, Office of~ Industrial · ~ti.ans, Bureau 

.•. 

Ad Hoo Ccmnittee. On selective or specified awards, the 
Assistant Secretary CMnini.straticn) ·.nay request that an · ad 
hoc ·ccmnittee, cc:rcpose5 of t.op Department officials, meet to 
review naninations am nake ~tic:ns to ~ secretaxy. 

~ 
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; •. . ~... '· ·. ~ 

. - :-·~~~-1;~;·~~; .. ~~?·~',/;:: '~\.~ _~.:~: • • ... +~ 

(b) Develop regulations and procedures for the Department's 
px:o::ix:ain; and . . . ... . . 

e. Heads of Bureaus. 

_,•'. .. 



• 
(h) 

. ·' 

·, (i) 
, -'; · ·· 

:·: ,r,·.:· . 

__,.....,__---- ·~.---

Page I-7 

at awards· presentations, field conferences, conventionS 
C)f anployee groups_, and special bulletins on the ·subject. 

Provide for adequate coverage of the purpose and objectives 
of the Incentive Awards Program in orientation, on-the­
job, supervisory, and other traWng pi:ograrns. 

Provide for periodic review of blreau IncentiVe Awards 
.. prog:cam opera~. · 

--
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ideas~ a~l;>riate; acceptin:J their suggestions 
a5 an in:lication of interest in helpin:J to make 
inprovanents or reduce expenses and as a rreasure 

. of c::on£idence in their supervisor's objectivity. 

(3) ·Reviewin::r operations and evaluating results for the 
p:o::pose of identifyin:J errployees whose individual or 

···".·.:." .. · . : .. .. .., ~-. ~ ... ~~.-·-.:.j ~ 

•. : : . . ~~ 

_.. . group efforts result in superior achievement and . ; ·,:-:•-. 
;. initiating recarrnematians for appropriate awards. ; :·::; ·-i.~,: \ 

~-~- ~~- ·~{ .. ~,,-~·~· ~_. ~·~- ;; ~';·:~:;!~~ s' ~~ ~ .• --~. . ... ~ {~ . . : ... ~· ·._ l :. \' ·1 ":~··!~. :· ~1:/ ·:· 

(4) ~ Making tinely 'imd' Objectiw appraisals of suggestianS ':: :>t.\t· . 
: ·. ·;/i;; ... :Z~\ ;:[~:r~~ .. !'eceived an:1 adopt.:inl/recxmnending adoption of tlx>se ; . ;;~-~~ ,. ' · 
. <J-.i-i:'l~.h"'·~,:.~,,-~W. ltilich will prove beneficial; evaluating suggestions ·· :"1 -'·'.<1·-~· ·-~--... , .. ,_ 

. :far t:l?eir ag>l icabi H ty to other Govemrrent activities; ' ... ·~ .. < : .. · 
:;'~-~~~~.;~~~ 00,~~~recipien~ when .~\:_.-..·:·· 
·:~ .-~~~ ....... "'.:I or,.r~m-=....,.~ erp......,.r~ .1-or prarotion. ';:: .. 

. .- ~-~-~-~-~~;_~i~-:~1~{:~_?.:::'· .. :· :. ~ -~ ·-~~~~~ .. ~;'.t~~~-~~-L. . . - . . .... < ~ -;~ ·:--~~~·.:. ~·:. :.i~~·-. -:~}5J . 

h. .. EhJ>loyees • ..:: Enployees should strive to be infcmned al::out . ;»;{' 
the program·· am of .the potential benefits to the CDvernrrent · ..... 

L 

am .. • thsnselves fran" active participation. EveJ:y erployee 
sh::>Uld erx:Jeavor to nake a contributiai or contributions 

. to. arri phaSe of Treasury or other Governrrent operations 
of. such . signifiCan::e as to warrant rea:.>gnition under the 
Incentiw Awards Progiazri. . . ' ; · · ~ 
• ' • ..,..._• ... t:.<:.t"..~:;· • .;~,_ • .• -;..~~ ':.: . • ~-:;;-:·;:..· .. '·~~--'.r 

~t.atl.(;n' of.·Acti.&i .Taken • . All persons evaluating or 

.. - . ~ . 

., 
•. .> .J • 

r~ .. 

-approv:in:J. cantr~ pnder the program have the· responsibility . ·:.~·,,"_ 
. ' ~or seeing that action ·taken is fully justified arrl adequately ~ .. ·::" .. '.:;:t~~"'~·"'-

,___ aoc::unerited. '· <~ awards · file on an"awrovai contribution, ,; -; .~:;_.,: -· -, ,. . 
, resultin;J in-tangible benefits, sOOuld contain data SUJ?!X)rt- ;~.·~~-,:> · --:~· ,:~t-<~ 

!~> \ irXJ the determinati.ar{ 'of dollar -benefits. For E!Kall'g?le, ..:;•:? :.•,'" • .,. •· .•. · , · •· 

~: .. _·-: ~;4';'.~~~k¥:X;~~~~ bmef~ta··.may be · in_~ of --~ unit oost .. :;·~<>:···:'·»·~.;:t.<'. .. . 
-- -· · · ~-_;;:~··~~/~·tM~· ~ .. On!:~ yolune ~£ · prodtiCtian .~--~~· li:Jwever, ~ons . __ ;_;:_'.:·~.-.~-~.~r.;_~ .. ~·.(:·.·.:·-~---,~ ..... · .. :,'.~,;.:.~,".;·_,_~,··~-,·_~-:~_: "-~~:i.~- ~-:_._-~_~-.--... -; 

- .·:,:_, ...... '::'ili:unit ·Cost. are oot.eansidered benefits if_· they· are the . -.~.:,/ .. ~~- ':<::·: _ ·, --~~ 
.-. ·, · · ._~ result of -Outside factors · st.ich as le5s carplex work items · · ~1·" -· .. 

, . ,. .. ; bein;J :received, or are. the result of or the cause -of less .... :-::<" ... ,:_f. ~;=-·· _. . .... :~ .. ~ 
··~·· ~~, ..... (.-,:;,c;..,&f...:.~.:. ' . . : . tions. · ;,; . ,· .qual· 'ty ~,ct.ion" . . ... . ·j', r. "•1•;-<-~~~;J_f'>..~'·· 
·P?;;:}~~tf);·;;-1;:'?1-, ~':'.A.ve "Ppera . . ?r poo~· - ~ ~ ...... ~ . _ or ~.se:rvice. .:".:'.-·~~ r,;·,.'.,< !'~~"~".:-.~;i~-
.:-\:~·/!·r __ : ::._.·: . ... .'<~1~S~~~-~~~! ~;~t~"'f:~~~~·:i :/~~·.:"''.;:._~~ \ .. ~·~~~.;;,~~:;fi~l~~~·· .. :· ... ':· .. -~.::: .. -. :::·.;: _:-_.. ~i _;/~·r.1~ .. :' :. \<;~~·>·~-·· .~·· - , i , ~ .~t~tit .. . ~\ ., ~ ~.:~;j1·:~~~~"¥ , ~~ :f--' f~~ 

. 10. .. RE:a:x;NITICN CF EMPIOYRE'S OUTSIDE '!HE ORGANIZATICN. Whenever ' " ~ -· - ; 
... a liireau wishes to recognize. an arployee of another l:ureau or of 

-:(~ an.Other Federal agency with an award authorized in this directive; . 
. . • exclusive of a suggestion awani, the concurrence of the arploy.ing . ,,;,, 

agency shall .. · fir~. be Obtained. ( In addition;. in· those instance~:;;;{~.';_ . 
. "' in which it iS ~se:i to. recognize an attorney under the .juris-:- . __ ·' ~;-.ll"2'..., ·· .... . • , ,;.; •. .._ 

;,'f,\?.~-;.di'riticn of .. t.he General Counsel, ,the cxmcurrenee of the appropriate'\;''~~"'·· · ,.:' '"' ·:s, '-~;;•~· 
Chief Counsel or· the General Coonsel shall first be obtained. 
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5. · EX::EPTICNS 'IO S'I'ANDMD AWARD SCALE'S. Under unusual circumstances, 
-·. departure .~ ~i;:an;iarq .a"?Cll'ds may _be jUstified. In such cases, an 

apptopriate award,' whi:ch:will give proper recognition for benefits 
received or . expectt:lcr, ·. nay:]:.e·:authOrized or recarmandErl. If a . cash 
award ia made, · it· nust be for at lea.St $25. In any case, the reasons 
for such deviatj.cm· .-~ bi{doCumented. as ·part of the case file • 

• • ·.~ · ; • • : • .. ~· .. • .:.~;';"~ - .:: j • ~ •• •• ! •• ·· • 

• •• • •• • • • ~ . -'. ~. !": ..,:.. • 

6~ LD!I'IM'I~ CN ~"AWARJ:l)~.". 

.h aw:u:d scales issued in·. theSe"regulatims apply to all 
cxmtriblticns. . -,,1 .. :- ~ . . . 5-:-.~$}~:-,.:;'.:. 

- . • <' .> . . ,;·, .;':,:»"' ":'. ;(~·· . ' .· :~-~ - ' . . :: ... :\4·=:' 
'.'·:+~~ })~:~,(\;~"~!(::~ .. ~s-.o~ _$lp,ooo to.ailY one _person :inlividually ~-_):~L .· 
· '':~·'::J./r~';'~'it1T-: .. or · a ·group "triUSt·~ ~.rey:ieweci 'bY. tl1e T.reasul:y Awards Ccmnittee, · ~':'r·~:~~-· -~· 

y recancerded by the~, ·am appi:ove!~~the Office of ., .. 

~~~~g~~~,_\: ·,, . . _·. ,' - . ":'·~·-·:~-;~~:.- . 
c-.::,f•~-.I~ is especia11Y-~- iri cases W1ere rore than .one person 
. ~'.ixl.· a. given~~~-- <?%'· orgarµi.at;icin area. is be:iJlq cxmsidered for 
-~l>::~~~ah"~,· i:Qa~. ~.~(]~~-~-~ designatm;r tJ:1e award as 
.;~·'' lµl_ irrlivipual·. or.-group.~contri1:llti.On. If tm latter is the 

'<~."!!';, elbiat!Qi,;·'t:he 't0t.ar·;~t' paid ' to the inlividuals involval 
canix;t :·~ .. tne · ~1:- specified in the award scales for 
the C:antriblticiii. ·; -~·~_{,~~~:-... ·-· -.-~ : : .·. . ~ <i; 

. . , ·- .. ~:?~=~:~--~.;:.~~;:~:~< ·:.,:....-~:~- ·z;(:--.,::~:(»~{;·.:·:--;.; -.~<,:-..~:. . J . 

!,~;.:;:~:. '-· GKXJP ~~::,i<~~~iii)~~~~~{~~~~~;'.: . -~ .. ;{, . . 
An.' :hrp:n:tant objective Of the Incentive· Aw:irds Program is _to a. 

c., _encourage team ~rk m ·iirprovin:J operations and reward each . 
hl:+ -::-·'"":' · mErtber of the teani for his/her contr.ibitian to rewardable group· 
· ' .. \ , .. -achieve!nents :'-'· cash awards may be divided in equal shares or in · 

. ·;~Et~r:: : , cliffei:erit -~ts to-_recognize ~ degrees of enpl(:,yee · · .. 
. ::J.t~~i ·\:contril:utiai to the aix:atplishtent~~c All erployees o:mtributing, -~~~:/\ 

• 

• 
· ··· ··~1:;!\'~;;~uilnj ~·;r.,ii~~~,~!_;_;?.:~1r;?;t~,<:f~fr,;.·. 

' 

,,7;y}~i'~~~~i~~rf i.~~,t~·.:. ,I c;f" '"·~ • 
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-, 
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benefits, ar results in carbined tan:Jible and intangible ~itsL . 
. annmt of such a cash award shall be dete:onined on the baSis of its .... , --... . 
value or l:enefit to Governnent operations after full ~atiOn ~£ .,,_;/~t•;' 
su:h factors as extent and ·soope of application, significance of ~ ·:::~ · .,; 
oontribution, and :iJrpartance of programs affected. Table II w.4.J. be ~ · • ·~ · 
used in making cash awards far contributions involvin;J intangible 
benefits. ~, the min.inun cash award of $25 will mt be 
granted unless the contrihltions carpaxe favorably with tl'x:>se reCEd 
the miitimum cash award far taIXJible benefits. 

TABLE II 
r-· ~:..~;~fi -. · -.'-;. ~· i. ·~ .:_ ...... 44:~.· ·\;·:.: •••• -.· • • • _,: t~~~:-. ~~-.~· ;~i~;s .. ,~ ~~·~~. . ~ . ~--~).J.,~ .. · 1 .. 

-'·.· SCALE FOR ·.~-m ~ ~·AWAROS··POR ~~· OR o" nm:lt·~ 

CX:Nl'RIBC1rICNS HAvn:G INTAN;IBLE BENEFITS 

.-VALUE OF 
:- ,BENEFIT . 

MlldenleValue. CNngew mod­
iliatillfl of .. operallng principle 
OI procedure wllidl !las moderate 
value aullieienl to mffl 1111 mlltl­
mum atal>Clard hlf a cull award; 
an ~I llf ratllOI limited 
...iue of a product, actlvllJ, pro. 

....._ ·~· Of ..-.;ce ID 1111 putllle. 

Sitbetntlel V1lue. Sulllltanllal 

I. 

.:C·.-!-: Umlted 
AH.- lulldlllN, mlulOI>, 
., ,.._,.. llf - olf!Gi, 
......,., lllel8'1atl0n, ., .,, 

erpntulloNI ---· ... llNdqUW10la. 
All-• ""811 arN llf ..... 
- Of. llldlnotogy. 

EXTENT OF APPLICATION 
Extended 8roed 

Affeae.--._•tealM, 
or poqonnel of _.,., llf· 
llcel, lacllltiea • l11ata1i. 
Ilona. 
All- .,, 1mpor1ar11 •• 
., ~ • tactulOlogy. 

50-1CO .. · 

-.AtflCll IYACttonl, mllaiolt, 
OI perlOMll llf 911 lllllfl fie 
gleNI 9'M OI -INlld . 
Mar Ill appllcUll 11 all llf . 
"'tndependont •ewr • • 
large....._ • 
All9Cta o- llrOad - Ill 
1Cie-01IKI\ ...... .. 

100-200 ~:5¥~ 'il~ ~,.. ,,;. 

., 
:"-' 

• I 

Aflecta tvnctlolil, mlQloft, 
., ,.,....... o1-a1 ro-

·~ ::;r-· Of .,, onllfO partmonl • 
..,,, 1 ee•ncr. 
w le In 1111 ' MIC lnter .. 1 

"'""""°"' illlt Nation Of 
lllyond. ' 

. a.,:l'~-_;:;.;..·"'--_.. _____ .. _1_11e_.:·.:.P_ulll_1C._i.,.;·~· _;:"·;;_·c~·,;.. _______ .+------------4---...;--....:..----+--...;_,_..;;.+----"'.,;.'}-f.:;~~~:.:·:;:;-
'.7);-<i~~~f;~:: ~~~.:.:~:.i-::::;c: .;:!,~:ii:; ~'.::: ."! ~"' ':'..:.::c +:~':~::--~{:!f~:~§~f'i' .~:~::Z :.: : p-: '• >~·~~{<·;' 

.. ·. ~ .. .. - -::.iv: %1~ ~-= . ·~<· 100-200 
odlwlfr, « ,,....._. OI MrViee le -~:~\.;: . 
Ille putlllc. . .... " . ;' .' .• 

Eaaptlen91 Velole. lnlllltloft llf • 
- principle ,. procedUfl; · • 
euperior 1m,,.,.,_, to. Ille 
QVOlllJ .. • Ctltlell product, 
OCllYllJ, program, Of ..-.ice IO 
Ille pullllc. . 

'.·~· . ...,...~ 

·:;~?~)~ 
;...-._--·-· 

;:.~. ·._ ·. 
" ;; .'., -4oo-1000 

-.. ., 

'-:--'"'-·~: .:.• 
·:.-'J .-4 ~ 

~:. 
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SUOCHAPl'ER llI. SUGGESl'ICN P~ . 

' " 
DEFINITICN OF A strr;ES'I'ICN. A suggestion {Whlch includes an invention} 
. warranting recogru.tion under this program is an idea which, ~en put 
into effect, will directly contribute to the eCXJl'laey and efficiency or 
directly increase effectiveness in car:cyi.rxJ out Government programs or 
missions, or achieve a significant. reduction in paperwork • 

. :/-i;\·~ ·· -:,i,.,o.(=.:",.-· ··-

EJa:llJSICH! • :~~IF 
. . . a. . . '!he . follc:M.i.nq are excluded fran caisideratiOn as suggestions . mider 

[>::~fJ~~~Yr,1;i~~-~2r~~t}:1;;.~ ... ~~;·f~~'f(r;;.~d~;~i~;~~-~ . , . "~:·.-.,;t~~i;~~~~~ 
."-..~:- ·.· :.Jl) CCl'rpla;ints, ·grievances or .other propisaJs which do not inclu::le 

;·: ';'.'; -~ · .· a constructive ani specific means for improvinc_:r operatialS of · 
. _,:-. ·, ··;...\ <·, .. · the Depart:Jrent of the Treasu:cy. 
~~;.~~~,;;.t~)£;>{ . ' ~" ~> :- . . . . . . . . 

:-:~<~. ·, ;'{2) Proposals to cxxrectJ:yp:>Jtaph1cal _en:ors in printing. · 
··'·>_-~-~-.:.~-.·· _.,.-':"_"'~. ·:. - ·-;~£~~-.:~ ~ .· ·- ~ ·:~·· -.-•. -=---~--- -;~- ~~:;-~~"·;, . 

<:~;/; .:':"(3) ': Prq>osals which call attention to the neecl"_for routine 

~~{(i,~{;;~~it~~: ~=ce . ~ ·repair ~· . . ilt~~;-~ . 
- -I"" i'.'~j.(4} _~Prop6Sals to inprove workin:J caxlitions, e.g., · aii O:>nditioning, 

., :?~:~~·\:?;~f-~;~?1S1 furni~, or mittors~ 
.;.;c.1 "'~'" • · ·: (SY ,-: Proprisal.s which call for 1UJ!'INE or normal safety -

"~Wi!~'i;Yl·~t . ;7'~,i:,:;~; ... . ~. . · . . 
"'~"[f :"(6).·::. ~~- it?!§.:~ ~t-.the p()tentlal benefits 

_ . . "-.-~:,~-- :Eran. a,dcption would not off set the oost of processing. 
2~~::.:_:;<J~~:t~/-':'~r:;~r«~ - ·. _ ~ .:· .. -. .. , . .. " . _ .· -, ; . .. 
~it(\'J'.7,},:.1,.-::A proposal. to -change ,the_ legislative definitioos· affecting­

·• ~:;f''.\}!:1~F-~°f ;coverage of annmts involved in the · oollection of revenue. 
;;::,\~;· -"~'. ':".HCJWeverk·any~,change in metl'xXls Or~ teclmiques in the oollec-

. , -:.'.'~~~' .. :tian ·af:'.revenue which iS adopted for use shall be considered 

~~~~~~i~~f ~~,;.~~~~~~~~~-~·;i·~~;~::~g.~~:.,7.2;~,,· tj:~·~~-'-·;;~;I~-f*~;?trh~'f\._:~::~::~.:~ '.·:;·,·z:f$;,;tl{~.:.· 
· -: ... ;:;t;..h '-h\-:.," CSL'-.· ProposalS. far -services. am. benefits to employees, e:g. , '~:: 

'" · : · · , ' ··>'>·Vending machines, Cafeteria services, rest roan facilities, 
. . .. · . ,_, _ .:~~~i:.~~·~;\~~jfacilities, ':·~: ho~?ays!; -~~:S~.~~ - .J?~posal. ~d 

.,:"3'~t"t;~t.~J.;.:1~''1£;:51:~~- . 
~·. • ,,-\"';--.?:-~~- ~-:~; 
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~_b. -.r:. 

. ; ... 

~·- ... 

- -.. , "' · ... -_. :;,,..I'. -.... -• ' • . #,,;... ,::·.v .. ;:-''r 
:.-.. ,o--·~, ?;P·.~~-··~··.;,.tt\•::r~R~';:I +. 

' ·.· >'','· ·:~~~~!'1~·;t-~~--~>, '!""""'·--,':;~~~-. I 

For Suggestion pr Special J\chieverrent Awaxtls, · the. total ancunt of 1 

the. ~~~d be. the ~ anotmt as 'NOUld ; 
ha~ authorized for . that ~ of award if the <:gltributi.on was_ · 
~ one ~s.oo... However, where the individual shares of the 
group cash award awear inappmpriate, deviatiaiS b:tm the tables 
in· paragra?is 3 and 4 my be made. '!be reasons for deviaticn 

1 
~::t~~d be ~-~.~ted in. suwcrt of the acticn taken. ~~-~. -~ . ('.. 

c. · l'bm. group awards are given for perfomance exceeding jCb require- · 
mm.ts .as set forth in· Part IV, paragraph 4, the awanl should oot 1 

<, : . ... :.,; ... :~. : . . .. eJCCeed .. the total ancunt which could have been given if _each enployee . _ . 
···~·!J .. ~ t:.°t;i'.;.eJ.~:.:;;:t,. <§.r&: ·m· ·';'""'"'- :~·.;;.;..y;,up had·· been ·indi· 'vi'duall ~;zed ·· · · >-;.~"~-- ~".o ... ~~~~,.,,· ·f·.;;i••.- · ;f: -r·~'!."'..li: .. ~--~· '" 
- .. ·-.,:...-.-:· }f.::~~l't ; -~_, .... _-t•,,.c ,,~.-,:,~~: ,l "'~-=- ·~':11-~ . _ ,_ Y ------:JA'- •· · ·. ~··.~.--"•, .· ··"'t:'\f!'·~'-·:.-·.,--;:-~ ... '"~'~:~· ... i-. r':.."t';)-·1 ::-~ ·::·:1·'~}:. 
.• -,1~ · ... ,,.,.,"' · · :"·-:··.:~;~~!~li.J~f-·;·~ .. ::· _ --~ ... ... · .. . , .. ,:.• ~:~\~-- . · ·_ ... . .'- . ... ..... ,...·.~·:·~ · ·'t . ·; .. ·· · .. .-

8~ AVAIUBILITY · OF FUNDS. . · F.ach contribution approved for a cash award shall 
sear the certification of a respans:ihle' official·· that funds are avail­
able to ·pay . the awaro~ {hjer no circumstances shall the awroval of 
paynent~ of an award be conStrued as authority to incur a deficiency or 
over-obligate an appu:ip.riation, ~rtionnent, ill.ot::nent or. sub-allo~t. 

. . ~~:~~· ... : ··, t~~·.·~ .. ',-. ; · ·l···~<-:~·-~~~-~·-- :' ·- .·. . . : . /~~ . :· !•'" " ~ 
9 • SUPPLEMENI'AL AWARDS. Supplenental. awards nay be pa.id when benefits 

.. actually dez:i:ved fran ercployee contributions during the first full 
year of_q:>eratian exceed those en which an initial ·award is based. 

--~~,~~·~-r~A::•:..••' "?~<: :.;: •.,• • o ,_:... , • • 

.I 
I · -10. JUS'i'll'ICATI<E FOR·~- AWARrs. 'lhe justificaticn for a cash award shall 

-be presented in :a ItBriner which clearly and specifically relates the 
~chiewnent or benefit to ,.the appropriate provisions of the ~ · . . 

-~­
·~-........ 

;, ... .; .. 

. ). 
\ •:.: "Fi 

app~~-award scale • .. :,;: 

- )?~''"; •· .· · , .'~f j ex : _. -
.. "\ 

. ·~ -

....... 
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\ 
DEFINITICN OF A soo:iFSr!CN. A suggestion (which includes an invention) 

. warranting' recognition under this program is an idea which, Mien put 
into effect, will directly contribute to the ecxnany and efficiency or 
directly increase effectiveness in ~ out Goverment programs or 
missions, or achieve a significant re:iuction in paperwork. 

EXCLUSIOOS. 

-· · a. .. 'l1le following are excluded fran consideration suggesticms under .. 

.. _:¥tt: .. :j_,:~~~,,+.~~•~ ·~'.';_.·,i~~~~?-~~~;.~r1~1~:':. - . . .. 
.,_,_,-. ·,: :.7:<(1) catplaints, ·grievances or ·otner proposals which do not inclu:le 

· <-~~·:ef~(< ' a canst:ructive and specific means for improvina operations of · . ~~~~E~'l~~;.,;i;~- of ~ TreaSmy. - . . . , '" • 
;.•:;,·· '.·'·: <;~~ (2) '· Proposals to can:ect typogra.phica.l ;eriacs in printinq • 

. ~ .. _z~~:~;)t~}j~jf~=r~ which ~ :~~~~::to- ~~~~ f~~ ~\ 

·;;';~~~~~~~-:#to=;= ~~; e.g._, air <Xniiticntln9, 
~ ~:~1'~~~~4?Y~~-'. -~rations, furniture, or mirrors. 

•. ·.-·~ . .,, •.,~,,..~.·.-:• _;·~·,) :- I;•. '.·.~ ' • • 

'.~'~i::.'.- .~,.. ' · :~·:-:.· (SL' Pl:cposal s which call· for R:lJ!'INE or normal safety 

..-,.~~~;· ~,i0~::{~:[~it'.r.;~~ ' .· - .. . ., _, <--
.>, (6) ~:-:: Pl:Opcisal s' ·where. it_ iS Obvious that the pOtential benefits 
-~ · \=-}ffran adoption ~ oot offset the cost of processinq. _.~ 
- ~ \·~~~~~.-;·; _::·-~;1~-:~~~{~.· .)~A~~~~~f: · .. ~ -~ ·:. . i· • • ~._ - ~-j::_~ \:· ··.. :-·-· ·:.:·_'.· ; .-~--··~·.·_ ~;-:>>~- -~ .~~ ~-·{= .. -.~;--- -~. -~ ·_ 

"<1i :-r.r',A. p1:opoeal ·to change the legislative def:i.nitlons-affecting - ~J!~~?"'J;f 

~r ··~-:;-. 
-.. 

}~0~·.oovf!rage>a-f ano.mts llivolved in the -collection of reVel1ue. 
-~f,;)~verr':::any chang~ in. methods Or techniques in the oo~ec­
~f;t+'ti.al :of revenue which ,is adopted for use shall be considered 

';,~;:rr .. ::!,~t2tii~~~~~~~;~kz;;~:~}/:~~- }!~~1'ih,:1~~~~;;.::i11f~l71: . 
--,, -~::;,- ":~.;-.-;.;-~~,~: ca> ~'::PropOsals far services -and benefits · to employees, e~g. , 

! - -,,_-•.• • ,,·_ ·venainq machines, cafeteria services, rest rocrn facilities, 
... .. :.:, .::_;~;i;::" .• ~:-~·;;_;;parkin] facilities, or holidays, mU.ess the -p:roposa1 _~d . _ 

;i·!:··:;~~!li\~7~~i~~·£:.:~t' ... . i':~ 
::~:;;.\,: ;::0$f.t .. ·.~:y:;f;-::~~\::t:~:·:~;~:;:~- ::::,,~~~;~: /:~~F'!4•{~; 
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.... -~:i'.-

b. Evaluatioo. 
·:~~-~"f:.: . ..,. ;·;\~i<1~t~;r;: . ,~. ~- . ,.... . _ 

·'. (1) . ·suggestions smuliLreceiw PLOlf't ·and adequate consideration. . . 
· ' "A reascnable tirretable for evaluation of suggestions follows: . ~·~-~: 

,w~u~: 
; -~~-_.,,,,;.,..,:« .. , ."·.:." (b) Contributi "''. ,,. "anal . ' licab.lity 60 da total -.~ 

·;'~11~~'t\_:;,-.:~~ ;:> :•,(:.<'.J~:~:' . . ~*~ -:--~~? . CL ~:: '· . · ~~a~" · • 
. ,.~-""·' ,. .... ,·; .,,_..;;1. (c) :,··:O:lltributicns which are Departnental, interdeparbrental., 

: . C2f./s~fus that.Inu.st-be referred to higher oi:ganizatiooal 
j:{;<'~/::~:\X leve1~:,~¥!!x>uld be sent through no:nnal administrative charmels 
'-!-f;;~-~~%'~;(Whe!lever~this will eJCpedite action on .the suggestion. · . 
. :~- ··~;,;;~·'.x-~es should provide for a revj.ew at a -1eve1 high enough . 

)¥:,f;~· tci ';giW.:;meaningful :attenticn to the issue$ involved;. however, 
'" ~'~>.··~,_ !:' - .; . ' - '."".> .. ~\ ... ~ • • '. _ •• ' ~ - - - ~.... • -

,,/·:.z:· tJley :@tld not~be:-:dverly· elabcil,'.'ate 9r create excessive 

.c!~'. ~9(,..;.·.~:l:~3.:~1~~4 • '. ,~f~~-~~~L~;:~, ~-:ltf:. .:·:.,, ·· ::. ~;, · '. ,· -~ •.·:d'~ . '.:. ~ .. 
-~ --e:o~ - -- pns·_ ;mw-i~~;ref~:t:0~9~~~,:imreaus_:.~d ·to 

~Jlepartmmts· .and·_ agencies as appropriate_. All sugges­
ticins'Which are,;j:p.;,be· referred to--6tller bureaus .or Depart:mants 
shOUld):ie sent to .the AssiStant . Director of Personnel , 
,~1.'rairrlrig,. Develo~t aiid .Reco9rii-hlai}- for referral • . A 
?sug~~9ri' '·should !:J:le'.~:teferred.:'.:~: anOther bureau or Department 

,,~,:'}!'.~Wti~f!l ::.~·; ··t1;',\~. -~··.·; _ -t~,~~~:~~·i t ·· tf;ffe~~~:~~I · 
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Hof az:id when 
operation. , ;'._. 

the suggestion will be put into 

. ~ ~ . ;· .. " .. ;:•· . 

(b) An estim:ite of 'the first year savirigs and/or other 
benefits and the rrethod used in detennining 
benefits. 

(2) A suggestion shall be considered adopted for use wheri~~'it has 
been put iilto operation or wnen a cc:mnitrrent has been nade 

. to put it into Operation. A suggestion which may constitute 
._,,:,: .• , _,1:-',\... .· ;.,,;.,an ,ID,venti.9Jl_ sho~d _be handled in accordance with paragraph 10 

.? :,0·rt\@i1~tf~/" :_: :d}:,~,~~;t :::~,i~";. ~:::~r)~.\ \{f,A,;~1j~;;~-i~;" '.';::·~-·;:,#f~\\l: ·_ · ·;: .. :-~:~:~~~~- "Yi:~~Jt1ih":11- Y~:r.~*~~~-,,~ _ 
Disapproval. 

(1) . ,If a suggestion cannot be .adopted,. the enployee should be so 
.. "-~sed in ter.mS of specific and ju5tifiable reasons for 
· nonacceptance. Where possible.,. this should be dOne in 

.. :- ··· person · and· then~pe ccnfinred in writing. '!he principle 
·.· . -involved is that of saying "No" to the sincere and ~· 

:, ;~";?'\ conscientious enployee in. such 'a Way as to show real 
· -~:~f::rappreciation fur the · suggestion and to provide encoura~t 
:~ :)Y- ' for submission of nore -and better suggestions. 

"I. -- .,.··. - . ··'.' • • 

. ' · .. ·= ' / : "~~~:-< -:~::~~~~ .. 
' (2) ' _' sugges'tians Which f Clll under one'~of ' the eatecpries listed 

>< -> .• :lV . in"EJ«::lusicns". should be sent to the appropriate operating . 
_ ~ .~~- • -· --'-::f:'.:. t.()fficials as they -are deserving of consideration even if not 
. ·. . :· -3~·~)·( ' - eligible ·under the sUggestion prograni.. '!he operating official 

·. :: · ··;,~<s{;_;~ving rogrri.zance in the area of.; the idea shOuld acknc:Mledge 
. ;, 1;,,;;,:;, .).i-;,,:~~L~:itrit:;;:~!i}.~ipt:'. to\~, ;.Em"Ployee_ and rep::>J:t ~n any action _that might · · · · 
;~ ~ ~?.~.- ,!·.-f '~:.::::~/\'~:1r;.~if_{i1e~_ . .fr.~}~.-.: L:.:.~~-· s~---~ .. ~;~r''',~!<k- - ~--~·.:""·Z.\~~c;~ :~:'£jt:i·7cf•i'; •. c: ' . ,, - :~::-'~~.·;';_ '; :.·"~- . ~-.03 ::;,·::.> .... ' :· ",\·~~~-h~ -

• . : '~.:?:~· -j·· o~~ ~ • - ~·~· · · .· 
\ ·. _ :~. n.ipl.ieate . s'Uggestian5. 'A suggesti<:>n which. essentially ,duplieates 

. ,_ in subject _content . one which is ciurrently under consideration or 
previo\.isly :'O:iisidered and not .adoPted-·is ncite ligible for con­
sideration: -'d:t:D::irig a ~year period following ·date of rejection 
of ·the first suggestion. If a sec0nd Siiggestion, while similar 

i:~.;t··,!·_,·.·.·.:.'_·_~.-."'._·.·_.·,'.--.~_~.~~'.·,··.:··:·'..: __ :_~:_·:'~.-•.. :_J;~.·ct.~1.. . .:ti~;~~~~~~~f~~=~~~ti~~c~~,·~~;:=t s:1~tj.~ -~:· _ ··· -- .. naY·be'. processecl at any tine ana. the second suggester is el i gibie ·:· . ' - . ·~ri.~. . :fur -the awarit~::/:~ver' "there nay be . cases where a Variation . in 

·:;·::. ~~.:~:.' : .. ;~ib;~ ;~Wt~?J;~~·1·;;~F;~~; . . . ::;~ ... ,: .. · ;.;:~"~:;~:;< ·"~;fr 
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.,: -,. ·: ~:-.~'.; ; ·:,3·~~ .. "I: . .:'.'.:~~~~i:~lfi1i;~~,-~~CJ :-'. 
the substanee of the later suggestion or other circmnsta:nces result 
in the re-eval~tion of the original suggestion and adoption of 
the proposal. ·In such a case, · an admfuistrati ve decision itay be l " 
made as to the part the· later suggestion played in the adoption . l 
and the awcll'd divided between the suggester$. ·1. 

' · . ' • .. ! 

5. WI'lHDRAWING Soo:iESTICNS. · A 'suggester· may withdraw hls/h& suggestion at :. 
any tine prior to its final acceptance or ~jection upon written notice r 
to. the ~r or lOC.:U Incentive_~ :repre~tati~. · A withdrawn ·I· 
suggestion shall .. be cx:nsidered as haVlllg never beeil_ received. 

~[,,~~ ... ~,1;~;;;p~i!~~r•;-,;{~~j~~~~ .· 
... . -~L · ~::. ~·~·- birihditi~ ~;iP1o~s ~y:be submitted in.the. sarre wat . · i 

1. 
I 

that suggestions a:re·:sul:Bnitted. ~ appeal shoUld be. 5ent to .the 
person or P.3rson5 Who nade the ·decision in"the' C:aseand shoW.d 

· be Submitted 'withiii0ne year from the· date of rejection: The' . i · 
. final decision on the appeal shoUld nonnall.y _be .iiade by the. next ! · · 
higher organizatiomll level :responsible in the functional area·. · 1 

· · · / 

Howei\ier,. ~en the. initial decision was nade by. the Depart:rrent 1 > 
. or bureau authority With final responsibility in the' natter' . ' 
c6ncerned7 that orgaiiization will reconsider _the:, suggestion t:· ,, . 
~~~-~~~{~-'-~:·~~1~Jf~·:r = · ~ . : -~". -".':.. · '..,.-:i<lL~ :~·: - · , :·-~· ··. .... ·, r:. 

b. . If "m:magerrent takes .. ~an action within two years follc:Ming the'. rejection 
of_ :a :sugge~tion, the:case may b€ reopened. · If thel:e is any < i ·~ 
rel ationship betweerL the suggestion and the ultimate action, . 1 

. . . :~\,:C.~~~te ·~11'31_1 ~~t=~~i~ tiast;,.~~~~~~~~-~ff~ • . i- . . .. 

•• 
.. .. :1. SUGGESTIOOS RECEIVED FR:M· Ol'HER BUREAUS OR DEPARIMENl'S. :· . . . . . ~ . I • . ~ . 

. ;iA«1x~~~~:,,: .. ~-~-··:~f -P~kihJi~(l'··~m;:,···5~wsti~~-:~:~=~ls~--.·b~~~~:. ~i~~-···~&i_~!i~:~·~·:;.··:~/s--~::~{{;--
~'!;~:,._x, ' ~ '/ J,~~Ji;,;- an. enployee contribution which originated in another. bureau cir .1 • ' 

: .. ~-~~~; .. - s · -~-~~- givti:i!=: -'full and tinely -C?IlSideration. ~~-final \ ;,, ·: ,,i· 

• ~-1~:... . :::_ us~. ";_c~_j_f"Was~~:. ~ :":1t!~ ~-. --~-:e ~~:ice _:_J;,;, • .·· }cf_;; 
-/c:~C:.\'.. . taken~ ·~~ Whei'l' a :suggeSti.on received from another. Departrrent has ·,- c · ,. . 
··:~·;: ... . been adoPted "or rejeci:ed~ a copy or -the reply ~to· the' originating "/}' :.: ,- ·. :;~;_\ 

'(::;'.-'.'-'· Departrrent shall be.:;5ent to the Treasury Incenti'Ve· Awirrds Officer • . · : .-'" , ._: .. ' 

i/',.. . .b,:.K ;~r,;,,~"~~~·~~~cr~'·~i:f~ hd;;'&::,;r~~~ .::d ':;rr:'''ili~ 
:/tt~~~ ._.;· ,~-Li~I~~=~~~~-~~~ra:~e~_·:=~,':~i~~~~---~)t-{·'.::/::1f¢', r 
·~-,':;ffJ.,<>_ .. ~, ~·· .. :·_: \:~?~~-',-(sha. 11 00 :rrade iri ·aCcordanCe with 'inStructiOilS COntained in TreaS1Tl"V t' ,= ..... ,.:: ".; "• .~~.-''.··':, 

~ ..... -:-~;· _~.-,·~ ... -.i-··~ ... :>..,,.~ • · • · - · ; . .- - · · · • • . -~:.#.::~--:~t ... ~:"'-· ~-r~~~: _; . .:_:~!f~~~. ,~ ... ;~~Directives . ,r.anual Chapter,· Budget,·ana . Program Analysis. section. r · :,.~~,' -"'=i·/e1 ·0·-_;.;:-~ 
: '-'' - . . . . . . - .. <:<.- - ,;:':.::· , . .. . . ·: - . . . . . '{':' ,;' .. ''.~~;~ 
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When ncre i;han one rureau or Department decides to pay an 
award for the same cxmtributiai, each should prepare state­
ments of tarxJible and intangible benefits together with the 
ancun~ of award determined to~ appropriate in its · . 
organizat.ial. 'lben, the total award justifiable under 
est.ablished award scales in line with the estimated benefits 
to each is determined and prorated. 'Itle decision on 
Prorated ~ts will ha made by: 

(1) · originating bureau (~ nore than one Treasw:y bureau 
is involved, the orig:i.natin] b.n:eau shJuld clear with 
the Office of Personnel before taJdn4 final action)_: or 

,:-.ii"'~_-_,:~1-:~;ii':'" (2);\·· :.the.Office of Persormel ·Managanent IIx:entive Awards 
-' ·!.~ •"ilr~Jj:~.r;~ 'Offi . • . .:i...-- ..... __ . . oth ~,,_..,,.~ .... ·ts • 

· :< ~.-,:·;.'·.,~ . ., .. , .. - oe wuc:Lc ...wv or IrOre er ---~ .... &004. or agencies 
~-- _ - '.'-· ?'.: are .involved. 

a .• · · , - -~ ~ FOR stmESTICNS. · cB.sh ~ sh:>uld be based on 
0:-'.:an evaluation in terms of the tangible benefits scale (Table 1 
~. in SUbchapt:er_ ll), the .intangible benefits scale {'rable II), or 
· ·.:c:-· a . canbina.ticn of the tt«>. 

9 • . ~:-~-:~d:~: . .All C:sh awards nade umer this part will be 
: -~: ao::ur(iUiie:d by a _-certificate of ~ with a r~ _seal "Adopted 

.-.·>suggestiai .Awatd• n 'Ibis certificate and seal may be awarded without 
· -~~Ca.sh for· th::>se unu.Sual. .instances where an award is deserved and a: 
":·~::.cash payrrent is either inappropriate or oot feasible. A navy blue 
.<i!;~ifabrikoid folder with blue cloth lining is available · and may be used 

.7::3;~;.:·in presenting such awards to employees. Folders and seals can be 
··\.~~)§':f~:.e>btaina:r ~ nornal printil'¥J and publications channels. -'-;~-~··*~::~~- ·:. <~·:·· .. -./_~:~:::~;~:.·:~:Y .. :·~~~j::~,··~ ~ __ :;_:__· ... _::. .. -·---:·'-__;-:: : '". . - . 

~ ' .lO~~t'EMPimEE INVmrICNS. Regulations providin;J prc:icedures for processin:J 
. } · ~Treaslll:y enpl.oyees' inventions are il'lclooed in the COde of Federal 

:Regul.at.ials, .. ',ritl.e 31, SUbtitl.e A, Part 7. It is especially · 
., ~i.npJrtant that arw enployee to whan a cash award is bein:J given, for · 

~ ~;ti~::{perfcJ:ma?x:e which constitutes an invention, be...advised of para-
::~·:t".~ grai:ti: 2 of Sllbdlapter :rr.· A suggestion which appears to be an 

~ >·· inVentiai· sh:W.d not. be put to _use or publicly disclosed tmtil 
· :.r<) ' advice-is. received f:tan the General Counsel's office • 

.. .. ' .-.. ~'." . .:.:·,;:_:_;.~_:_'_~~i~~il£\~y:· ·.· '· ' 
.... $,;.~·1~ ... i- ·-·'·::~Mi.:.~J~:!f~,-~~ -~ <*:~~: · · · · :- ;:~:r1'rr ~ . -_ :-. _ 
_ •• .... ~-:- :.1' !.· ·;~:ft.:.. '. ··-:. 

~ · , ---~- -- . ·~. . ~-. 
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( 4) Unit costs are reduced by such direct actions as mirtimizing 
waste OJ: spoilage of materials, highly expert am efficient 
perfa:cmanc:e of assigned tasks, better utilization of. manpower 
or_ facilities, better.office layout and rcore efficient . 
arrangi:mant of WJrk flow, or revised operating procedures 
_or unusual skill :iJ\ the application of present procedures. 

(5) · other exenpla.z:y perfonnance in _one or nore signific:ant . 
phases of assigned duties is dem:mstrated which is deserving · 
of special recognition. · ·· ";'<.: ., · • . ,_;.:·fi·· 

(6) ~~~~?'~;f~;-~. ·.:·:)~~ 
c. ''-:~ .· Perl'o.rmance Ineligible for" P~b_:·_<Awards for exceecHng job 

. reqhlrements. ~- NOI' P.Arn.E if: . . . ' . · 

d. 

,:~ ... : .. ~· . ,. --~ ;:._~ .. . 
c1> . A high-rate of ~~:~sUl.ts s01eiy ftan innovations 

and improvements :i.nstctlled by higher echelon or managaient : · •. 
for the. purp6se of increasing Pi:oductlon, or resulted fran -;:_·, 
a SU!gestion or ~on -for which an award has alreaiy~-
been paid Or is to be paid. ··' _, ______ _ ~- - .. ~~~ 

- J.' ' -;_:.~·,;·.:··~ • • • ~ ... :t;.:>£~r.·., .. ~:!_:: '~. I • "'·~i!\-
(2) Feduction in Un.it CoSts ,is attrirutable solely to an increased 

volt:me> <;>f. .· ~rk. . ..... i ... _·.·.-.·~--_1.~:.-; __ -.c.~:~;,f~_r.: .. _1:_~~_.: ... _'.·;·.· .. ·~·.: - . -~ · ... · -.'_··_-~·;.:.~~.. .. ' 

'!- ·/7;;;-,.::,.: ~\~~~i:;;~--~·:::~< -~· .:::>~~ .. ~ ' 
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SPECIAL·ACHIEVEMENI' AWARDS 

1. BASIS FOR AWARa). A Special Ac:hievenent AWcll:d may be granted 

. · 

individual or. a graip of employees for: 

a • Perfcmnance exceeding normal jab requi.rem:nts that 
over a significant period .of time, or 

b. . •, Special act or service in the p.lblic interest connected 
·.related to official employment which clearly warrants 

·.'~tian. · 
·-~:-.~-.#~>·· - . 

·~ .·.· ·~ EXCEEDING JOB StJSTAINED· SUPERIOR 
. ·~~ .... ~~~"'-~i~"'·7.~~~~\4 . ..~~~·~v;; r;J •. ::_ • .... ~ .. -·i·:"i}·,-.,.) .. '·~' ... 'i' ,,,. ... _....:. .. ,.,..T--:,!:;,;.1.• l~r-.t.·. ,.: ... .,t,·~;?"~~~~.lft;.~-~~"'1-r. :A' •• l.- •• l,: . .;_~~~-~.....,"' 

---~.:7~:-~~oimance iS \"oonsidered t.O exceed )ob .. ~tS'"Wti;i"" •tt·-15--~~~~; c;·. 

- _ _- :~--'i-"' ~ficiently superior to that wch is :oornally expected ~or .. 
::; ·~ that of · others doing similar ~k ~er similar cooditic;ms • 

. Ji! i';}~~;cantril::uticn- sOOuld be considered far award if: 

:t>-':::· .· --;_.,·i#.> The pr:oductioo of an Wividual or group of etployees 
~. ,.§7: <~~·f.;;;:_;;t? """ · substantially surpasses, 'Ari.le · maintaining adequate "'-"!";LL.&.. ty, 

.-z·.,o·~·.,. ~>:,~ .the production of other irxlividuals or groups engaged in 
:-. ·-.. -~~i'.'· · • the sarre type of "\IK)rk and prcducing ·a nonnal.ly accePt:4])le 

.. - :•·~..quantity and quality of wxk. In other ~s, the ~ _ 
··- --producing individuals in a group or the tq> producing 

group of several groups may be paid Sf)ecial AclliPUl=lmPrl 

.-:,· Awards .for superior ~k perfonnance. Two types of · Ql'!'C:Jl.lP 
· .·awards. are. cantenplated: · 

~.--· •, _. __ ·:,~-·~c '-. ·~ -- ~·<·;.~~-~{~-~>·~;~:~<~-~ . . ' 
. >~« .. %~.: .. , :,: (a) ~.:··'Mle?:e a group .of -etployees.materially increases 

:;~'.(~_·-~~~~(<::.;t~:-~1r~;~1~011 ~ - C1 -.F.~ period; ~ ... _ 

'.i.•'.>}" '•:1~·r.f.f' : . : (b) · Where. several groups of empll"'l\Tees are p-~·"""""' 
j< or..--:·~- - , ·-,,i -~~"':SI 

:-~~c-~·;rr---,_-:~-'.. ·?~:-<:mpetjtior"L~th each other, and one ~ nore of ~ 

' "r.::~10' ~~6!liJ~f >;~·.i~;,~,;:::~;1 ].y ~ the proiuctian ~~~ 
. ..~ - --· · ·· (3) Quality starXlards are sm:passed substantially while ~xtu 

~~,~~:;:,::.·-~.·~,~-t_ir_.~_·_t_g "l''"1i;~~; .. ~,.~~1~. 1;1r7 ·.;e· -,:;:.<' .. 
:.i~k:;i}l~,;~1~;,~)~f~~J;i/~{!J~,:ri1tt·!;~+1r~t}'~~t-· 
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(d) The errployee is not at the top rate for the grade on 
· ' the pay. schedule. 

(e) The arployee is not about to be pratOted or bas not 
1 received a pra1otion ~ch recognized the same per­
faonance the Quall ty Increase TNOllld recx:>gnize. The 

.arployee is not on detail to another i:ci;itioo. 



b. 

·~§:1 ~!.';;~:,{~· ~r::!!. 

' ,,,,;,f;;b,,.,,y;:.;:~~;~f ~ 
E>cazrPles of special acts or services WU.ch may be considered for _ . ;.\ , ~ ~·-' 
a ~ial Achievetent Award are: . _ , ~ . · f.~-~i ?i]J~fi.:.~;:::~/?-

Perfornaiide which tias · involved overcaning ~ , ; ::_:-..~::~ ::" 
cliff iculties. · 

. 1· 
,. , . 

.. 
Page IV-4 

(1) 

. . , 

-. 
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TJl.1E LIMITS. . -~ 

a. 

.. b. 

. I 
Time limits for suhnitt.in:j Special Achievanant Awards are within 
SIX MCNIRS followin:J the contrihltion for which recognition is 
beiii;J recamerxierl. 

Reccmne.nderl time lJmits within which perf~ award rEamnenda­
tions sh:'luld be processed to conclusion are within 30 days for 
cases "'1hi.ch can be approved locally, 60 days where they require 
a higher · level approval., and 90 days for local or regional cases 
which_ ,r equire Wasll.in]ton .Headquarters approval 

7.J.· 1:,.1 • - •• : ~( • >, ' 

I • 

... 

• ·· 
.. 

•• 



'' 
" .· Page IV-5 



Page V-2 
" .:. 

(2) Recc:lmex1atians of anpl~ who· have been a subject of 
disciplinary action or retire while one was perding shall 
be routed dll:'ectly to the Director of Perronnel for ' 

(3) 

. review. All such requests should contain infomation as 
to any disciplinary action an:1 favorable acccmplislments 
in sufficient detail to pennit an overall evaluation of 
~ srpioyee's ·service record. . ..~ . -

When a recarmeOOation is subnitted for a posthuncus · aWard,. . . 
the irerorandum sha.ll.d clearly state that such is the case •• ;.i~ 

. _ , __ .·· . .:·:::,. .. ;.=~~, ·-·:'; . ·"~; ·t.(· ..... ~ :':-. ~ \~:._ . ·.:.:. _>J;:z~:'f':.:_"~~-!!i.-_,-·-_, 
- · 3. LENGTH-oF-SERVICE AWAROO. . ··. . .· . . .-.'.\ ,• .. ·.. : ·'-"'° · ... 

' .~-<-;:;;:: ,c .. 0;, . . " . . ... ,., '·. .. ~ .... ,. . .. ··-~,~~:-:,, •• ;.f'~~': . .,.,;~;~;.;;;:~-.. : .. ::; .. ,._,;:;~,·-':"';i~~/· . 
P~4?;r;_~~1~~~;~~~~f~~~JMi~;~~~~~··~i~~~~1DYees· ·on tlje 

]._ 

-·-- ,_ : .. ''!'"· ... 

·basis_ of their total Federal service, dete.nni.ned by using .the:.· ~:;! :·:;'. ·,· 
service Cariputcition .. date~ All·_creditahle Federal service/~?::~' .:~{ ~ , . 

. including civilian ani honorable military service, will . be · · · .: . · ··\l." 
.. . o::ruI!ted when canputing eligibility 'for length-of-service awards.··: 

_~~As a min:inu:Jm, awards . will be graD:ted :to-enployees.-~ CXInpletian 
"of 15 -and 30 ·years of. service. '-' c •• • · - _- - · • · • .:... • ~- _ 

~~~~~:£. -::~~~~: ;!:{~:\:~ - . -i ·- -:· \ '.~_ • • 

.'{b~·- Recognition. ··· 'll1e Departrrent of -the Treasury has adopted the 
.. L. ~ederal_:_ ('.3reer service .. ~lens as the symbols of recocjni tion 

of serVice··t.0.·· the .Federal Goverrnrent .. .. · '!he anblems are avail­
able as '1~1 b1ttcinS or pins, channs, an:1 tie-tacs, in the ... 
follqw:i.ng _ categaries: -

. .. -i:~f?~~~~~~~~·~fr:'.~~:~.- .~~=X~:~':· -·.'·:·;:~~~~--~· ~·?-~! ~- . .1"·­
--: .,.·~ ·.r. . 

•.' 

. _ ... -" ' 

·- ·.r 

.· (1)--.(BrOOze emblems.·- -~ y:ears of service 
. ·:.. .: :,~.~~~k : ; ;,f~~1·_;·// . .:::· ~/{~~~·. :':)/:?~/ ~J;~~~f~;~ 1'.·"~~:;~~;: 2~. . -· , -~ \~·-.: ·i~~/ 

>· 

·------.cir ;, silver'' emblems ·.:.. :20 am 25- years~of service· ··, _. 

;:. ;, . ;:::~. .. ., : (3) J~&;~~~~j~:Jif3~, ~~~: 45, iux1 50 years ~~t )ii}~~jj:"'~:~ 
? -~ 0 

T!1e !'edera.1:-: .Career _s.ervi~ ,ercbl~ are ,the offici~ length-:of-servi~ . 
, '·: ;:awards fqr:· .. ~'. cx:np:lilen~ ~of .:the.:J:le.pa.rt:ITent of the Treasury~ ~ ,~";>?i: .. ):i, ~·"~"°i' 

_.:·,i " .... other length-of....:Service: ero1ars ~~-·authorized fo~, ~· • '.:_!, · -~=-~z·-r:: -~.f~~~ 

c. 

.... 

· · : -f:Y'. :.;:;:'4 .. · i..~ijlt~:~··Aftf"*;.:~~5.'~~~t~~~~~~~-{t{ot:·,1:,.::;:>~,£:.~"'i:~~-~,•:·~·~~~:~~,.~-



• 
. , 

.. 1. 

2. 

· ... ,,;f_f ~­
,~~ 

SUBCHAPl'ER V~}7; AWARDS roR CAREER SERVICE 

Pa_ge V-1 

GENERAL. Cbntinhinq faithful s~ee of _ a:nployees-;~i.S recognizecl at 
significant points ·in their careers by length-of-service amlans. 

- In addition, the secretary confers the Albert Gallatin Award upon 
the retirercent or death of a:nployees who rreet the quality an:i length-
of-service requirements in the Department. ' 

:~i~~~ ·~it· . -·-$$7'•·•-.l 
. ~~·~- ~~~- :.: 

a. Criteria. 'llle Albert"-'Gallatin : Awaid iS :"tile Department's 
. highest career .service award-arxl is named for Albert 

THE AIBERl' GM.IATIN AWARD • 

. ·,._;-.: :'rf:..t Gallatin ~o ~ as Secretary of the TreasUi:y for a _ 
... -· ~-~ ... > • • • 'A ·.' • 

· longer pericrl of· tllre. than air.f orher man. It is ·.conferred 
\JIXlll retirem:mt-fran the Federal Govemm:mt to any Federal 
SerVi.C:e anployee who has (1) served -twenty or nore ·years 

_in the Departrcent . of the TreaSW:y ·am . (2) whose record reflects. fidelity to duty. . [ . - . -. _.;. ... _ - . 
- - _": _-· - - :_-:. "-.... -·:::$.-'~:,i. :: --'!-'.) - ' .. -... ~~-.:- _---::::-:..;~-;[~~--:;,:-'":-·..::,.±:<:;;:.'·--~:-- '::., .. .•. :--.. 
b. -__~.Recognition. '!be award eonsists c:>f a certificate bearinJ -- . 

-the likeness of Albert Gallatin (Exhibit A) ~a biograph-_ 
ical sketch. At a blreau' s option, - it may be presented 

:) .ri, a : navy blue :~abrikoid folder with blue cloth linirig, 
. ·-~ Which- tray be procilrErl ' thr!=Jigh nomal printing an:i pililica-
~ - :-: tions channels. · · - · · · 

·-. - · .. • 

- ..: __ 

}' . ~. ~-=- . :-- ~ ·. . :~:.... ·-
c.; -· i?roce:hire~ - .-~r"" -\,: -_,_ ... 

~:'"- ~~<<1> >~~ii~ of anpl~ who rreet the -_criteria 
, - -_-,:>=!~\#::. --·· without re00ra -0f disciplinai:-y action sOOuld be' 

'-__ \:'f!.r;~· ~,•-sutmitted by ·.rrenoranium f:ran the Bureau Head or the · 
- - ,-~~.;>;;'~}~'it ,fr;_designee. ~-t:O the secreta.rY _of'. .the_ Treasury, Attention': 

:~.:~;,-;_./,~.~-.-"t_-.;-_-'+'._1_',\r __ ::;_ .. _·. . ..... ..,..._.~f:t:.v--·- . ~ '· • ··- . . . . -- . . . . ... • j . - -'~:~tl"if.~;,~c -~•i!;DU:ector ::o:f_I>ersonneL.... ' '!be nerorandum-_shotild, ' .::, -,,'.:\;( ·.'(: · :. 
- ·· ::-, "· · -· whenever possible, be · sul::mitted ironthly ·bearincj the _ 

>:>~~rr~;.~· ---~; names of ail .. eligible employeeS at -least -30- days 
- -_· prior to their dates of ret::i.rim:mt. '!be. nerorarxlum 

· · '.~ _-_ ·- ,:· _.;>~- - c:oritain for _ each reccmrerrled -erip-loyee :-
~-:--.~·..... • r ~__..::~ - '·-·~-~· _:_.::/~ .~~~~:~~ ~f ~_>: .;. '. .. _ • . . . : '.· . • !." ' .'.. . - ·.:·;:..~,/: 

•: I (a} fu}t nane, - ,. · 

·.i· I 

c--~Y- f-· 

f 

. · .... ~ " 
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3. 

c. ~ the 4aliatin and secretary Honor Awards are made to field . 
personnel, .. an a~iate Office of the secretary official should 
be invited to nake the presentation an behalf of the Secretary. 

a. F.ach year the Departlnent holds an Annual A\erds Cerarony in 
Washington. 'lhl.s cersrony honors outstanding award winners far . 
the prece:ling fiscal year incluling the bureaus or hlreau winning 

·,,· ".' the secretary• s Annual Aw3rds far the best results in the Incentive 

• • 

.. . . . . Awards Program aJX1 the ~ety Program . .. :_· . . . : .. - . . .. . , . . · 
~ .. -J·~~~ ..... -'~;.,":c_:;-·b:~i::,_?,:;~~W;~~1:~-~~~~;:i~t)-::;k- · See:retaey .. ./i~gf~,:" 

__ _. _ _;_ _.:...-_ 

·. : : : of.~~the 1reasuJ:y. at the ce.rem:Jny are recipients of: 

_:·?!~(ii;~ ~: ,~ !Smiltm, o~ Service, ~. 
--~<;- .:~-;:- servi.Ce-imd Meritarieus Service Awards. · - ~~ - ... 
": ,_ - ·-: - .~~~~~--'?75· . ' ' . , -..:;!\·:·: J.:~;:;·;:-~} 

_~".7,I~: .(2)~~-. - EEX> Awm:d-Of-the-Year, outstanding HandicapPE:rl Eh'ployee of 
· ~~'.-i;:s~·::~ the Year ·Award, other Departnent or najor external 
: :tj~·r;.""'~:~,-ard Suggester of the Year Award. ._ · · 

)~ - ,.., ~i~\:+""-~f~~:· ·-'l!-C::':.:~""· .. ~~;i.;;;-_;:':~~""· ·~i.: .;\.':· - -
_,,:-f£{3h ?:'Cash sp8cial · achievatent awards for outstanding contributions 

, <i!;i:~;,~i~}i:'~to the. Department. Cash awards ·should not be held back 
:;-::;~~';· -perrling either an interbureau or Depart::nent of the 

·. · ... ~o;-· Ti-eas\n:y cerem:ny. · . 
~, ; -:· ._1~.-- ·::~:~-~!_:;.~. ~.;:/~". ;>;~~.-~ -~~~~:··. . - ·-7 .· ~ . . -

'Ci·~~.Persans_· selected .to receive reoogniticn at· the Departnent • s Annual. 
' · \'.ff:!f:'Awams Ceretaiy·W:ill ·be imtite::1 to participate and will be in- an 

•• 
· .. :':'i.:"~<;:9fficial duty status. 'Ibey are autOOrized to travel at Q:Jvern:nent 

. . . .':" ·;expense Jn so .. doin;. ~; Travel oosts-will be ,l:X)rrie 1:1}1; the l::Ureaus ... iri . ~p ~ 
.~i-~~fi~~:~~K~~:~:~]\_ ~ ~~:,·:~.~~;;~ :~~~ .~_:):::~:: -:::;-;~ .,._;~~~~}~~~~tI~:r.t1~1~~,ia~~~zyt'.~~~~~~ <-:- --~t~··'. - ~ 

'" .. .._. d: :J:t-~"Bl.lr6au heads tx:miriate far Department· recognition a select .. " .-·:1'.~ .• , 
.. .. J• . ..• . - . . . . . 

· ·-~· ~~iniriber -_-of E!tployees who have .received bureau awards for .. 
. .... ~~ :, . ,;.·, ~;":-~~:-1;:.~ SUggestian and Special Achievarent crintribut.ions 
\1:{\: ~·;·~ ''~~!S_,~"~··;~fj'duririg the fi$cal . year.. Requests far these and certain 

· · ·,-"., ·' .. /.-·h:mor: awaJ:ds n:::minations, · and details concerning each _ 
· cerarony; are announced by rnenorandum fran the Director of 

- .; ·:~~:{~.~~~~-~{·,:,· __ :~;· c· _-'~~·-~~~fltl~1<;~~~~-·~¥~ - " .. ,' . , ~·~}~f~~.~·*f:;w@; 
.-.. · ';e .. :.~~(~AnnUal. ·;Awar:ds-:to Bureaus for Participation in Incentive Awards . . -_ .::r<-,;,..,, • ?\;i-

o:z;f~:t~~~·;S~~~~!~t~~,!f~t;{£Lr·~~-~~i~~~' 
m ~ form _of plaques each year to the bureau sOOwing the best 
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SUBCHAP'1ER VII. CEREMN.IES 

1. PRIN:IPLES. 

a • 

. --~ 
ter 

. :a .. 'Where there is a concentratioo of Treasury perSonnel at a geo­
·"" . . .. graphic location, interbureau award . ceratcnies ai an annual 
:/.::,~~:\::;;. (%. sani~arinual basis are encouraged. SUch ceraronies· 1 

---··~ .- '· be arranged ·and coordinata:i at the local level. Mvantag 
of .this type-of activity are: - .: · · 

t 



• 

results in the suggestion ~ of the Incentive Awards 
Prog:tant and t;o the blreau showing the best results :in the 
perfox:mance phase of the prog1am • 

·(a) 
.. 

'11le SUggestian Award. '!be basic factor :in determ.i.nirig 
the winner of the Secretary's Suggestion Award Plaque . 
will be a ranking.in the .following: · 

l~ N\Jrter ·of suggestions adopted per 100 enployees 

. ... ~.)~;1~~~.t4~·;~··~,~;i '" ;," '0.~=:~'.;;=~i.;i'rlt~~~$.ii~~\~:, . . . . . 
-~~:f..'§fl!l.:/1;~~ -.·;:-:-:~2~~ .:;,'.F.stimated saVllXJS per 100 enpl.oyees an the rolls. 

•) . '. . . . · 1 . 

··' In recatrnerXling the awara· winner,· the Treasucy Awards 
,. Omnittee will consider -the ·above factors as ~ 

· as others such as prog1am :iJrproven'ent over the previous 
year,. pr:o;µ:am develcpnen~ and the total significance of 
contrib.tt:iCllS. . . . . . 

. _ .. ;.' 

• • 1-.: 
i·;.rr '":": 

·1:~ ::.~f~)~;~\· ~~(!.·;~~ 
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(2) Recogn:i. tion. r~~~ 

(a) 
. ~ . 

The Treasury Awards carmittee will :cecamerrl to the Secre~ 
through the Assistant Seeretary (.Administration) the burea\il 
'Which in its best judgment ~ the best results in the b\c 
P1ases· of the pt'031'.am for the fiscal year. 

(b) 'llle Secretazy will COl'lSider the caruttee IS :teCCilllendation 
and will award t'NO plaques, suitably inscribed, at the . 
Annual Awazds CeratDny. 'lbese pl..aqµes are to be retained 
pennane.ntly by the bureaus. .J: '-..;,; .: ,\!~ 

~~·:-,._~ t • ~1 :..,". ·!7 i . ~ ·;.'.;.~ \i-:~-1;<..-.._ , r·.··~ 
· :;~!'!·' . ., ::< ' . -•,- -··· . ~·~·~- ··:- ···~:1.qie¥]?.~r~ '....~:.;. 

Spe:ial ·· Interest Area khievarents. Fran tiJre ·to· tine ·the Secre - · ·;.·- · 
rea::>gnizes bureaus for special achieverrents or excellence in other. 
areas of special interest. 

. .. 

·. 

~:~~3-~~~~-
.. ,..:: · 

• 



I • 

Page VII-5 

(2) OUtstandinq cxmpetence in acoarrplishinq an inportant phase 
of the Bureau i:>rogram· . i~ ~-_;; ... . · 

~ . · .. <~~ - ~-.~ : : ... ~ .. i·~ :'. ";'~~~~~~~~~· . 
(3) ' Ieadership, skill, or ability in administration or · in , 

perfomance of duty which was of great value ~ the bureau. · 

(4) An act· or service of ·significant benefit to the bureau which 
involved unusual persaial effort, cat1;>etence, or bravecy 
during· an energency or .under very adverse <Xmdi tions. 

. . ~.if~~?~.~¥?: . . 
(SJ A :naj,or proyzam. inpmvemmt of high value to the bureau • 

., ~ I- !. ' .., . _. - ; - r 

An outstanding aoo:mplishrcent. with respect to .fa.ailltatinq . 
equal q.portunity in c,;pvemrcrent through excellence of leader-
ship or skill, inaginatian _and perseverance-

" 
, .. 
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SUBOIAPTER VIII. PKMJI'ION AND ADMINISTRATION 

'/ 
1. . GENERAL. . Guidellnes .for pl:aroting and administering ~ Incentive 

Awards Program are set forth in Chapter 451, 1ippendix A, of the 
Federal Pe.rSonnel Manual. · 

2. PRJMJJ.'ION. 

a. Posters. 
. •· ' '• , '·,... . . .. 4. 

·,;.,,,;d{~; :·,J'\ql.$:?: 'lhe De~t:! s ,Offi~ of . Personnel will . be the central .,\;~~~:.~.:. 
·' · :·· : ' . ·~ ·· •'' cicx:>rdinating point on purChase of posters . either thmugh::~·.~~"::'''::-,.:": 

,. .. · 

approved camercial outlets .or· by ,riding requ:i.siti6ns for .. 
·. posters prepared by other-acjJencies' •. - Details canceming the 

purchase of connerically prepared posters will be 
from· tlne; to tine as they beccme available. Requests · are 
sent to the Civil Se:rvioe Comnissian who will prepare the 
Go'7emrrent' Printing Office requisition. Orders should be 

... , submitted .. through norinal requisitioning channels. 
<.,:.; ~ Requisitions fran those bureaus which order through the 

.. :~l{b$>ffice 6f/~~~ti ve Programs should · oo:mally be sub-
· _-~;'1:±f:·mit~ fiVe,::aays prior to the deadline . shoWn on the notice ~ 

::·.:;:-__ ~·,,· . ~--:t;,.~ . 

. (2) ,, BUreaus nay 'origina~ "postei:s and other prOirotianal naterial. 
. -~c-0 ·=-F,;::;:~. ·Where ·this "is done · and the na.terial might be used by other 
, -/.{.~ .l~~: . bureaus~. tj'ie .originating bureau should transmit infornation 
· \,1~t~{if¥~:·; ·./about :the · prOOotional naterial to other. bureaus and the 
-·-;'~(t;-;~:;;;~'.i< .. ,ti:!paitm:mtal Personnel of£Ice··prior ·to .publication o:r;-

\'·\: ''(:.·:ordering s0 that .other bw:eaus Will be able to benefit by 

~--,,~~0·~;_.;~~P~~N~t:~:· ~''·~ -~~~}:~~={aitn,e=~ti~~ ~~~1 ~~, ~~~~~ 0~0;119 "··· . ..: : 
:· . ·1ertr·'~~~G:. · ;_·;·::.,': · . ,, .... · '.. . · · · ·- · ;,;~-J~~ h 

I \• 

· b~ _, · Panph1ets; -M:>vie5 and Guides. · As . such naterial.·. bec::ates available~ · - · · 
. ·· ;.,::.- the Directorof:.Personnel will issile infonnailon regarding its 
: ;?t;, ~ q~~.iOarl~ ... -, ... > .i · v ,·~···· · <~1i'., ::·_ ·· · . ::c:grx~~:::~· " · :,,w.:"~(_:;> 

'·· .. • · ·- ...... ~ - ·~'- ;· .. ., ------\- ~ ·.i>t:·· ... J' Jtr~,;:+1w· ... "'".)ff\-~--·~ 
·::~ · ·· ., · - ·:.-.~· (· .. :~·~;~~ ""'1\1~~ ~t~~-rr:~_·,~-

3. roRM:> • 

. ·~~q,:w:~;-: 
~--~~-~-~-~~f:)·.'\~·~;~~j/· j~:- ' f : .~!.i."{, -
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(1) 

". 

TD 64::..51.1 . ~loyee Suggestion is to he used by 
-~ ·errployee t6 ·sutmi.t a sUJgesticn. '!he Notice of ~pt 

of Suggesticn (which is a perforated attadnrent to the · 
&rployee~Suggesticn Fenn) is to be used for acknowledg&-. 

' nent of receipt of a su;gesticn by Incentive Awards 
Officers. · · 

(2) TD -64-51.2, ~tiai· for Perfa:onance Recognitiai is 
used in recamending and processing Special Achievenent 
AWards. ~ klditicnal use may ·also be made of the fonn _ :: ··::. y· 
·by "using it for recamending "Qitstanding" _ perfonnance -_,_ .. ,.:~ ·. ~.. .: ... , 

. -~._-~~". _ .· ra~~ ~, ;:::§: ··~ .~;'.tt\·~~tL~~:_ :':;-- - ~·- , · -~._ .~· :}-'.:-: <" ·;··_:~·tf:· ·~·:"\:"1:~·:~~1;:t. 
~~~ -r· -.... s 

~:·. • .,. ,,,;f~~ ti:" Spec" ] "'-~.: t "'·--~ . .:_:.: .. _i.e.;,._ an~ ............ sugges an,1a n .. .;u .. evenen ~Q,I.._.,. -_ 

:_:~(·~~:f:~~;-:h?'~~~~ Pay-~~----~~-~- ~~- ,.: }~~ 
· :~-.:{4l ·=· ·Standard Form-69 -~ti.Ve Awards Program Armlial '#15 

:. }: / :Report is .. t:O~be used in making anmal .reports an the ---~: _ -~-~~<:::.~~~ _:;:~~{~,~~:S<>·/~~~:- -· --___ c_:,:i;~r-~f:- - _::t:~~:::~;~~ 
. b; .. _Excei?tion~ ~o - the ·use of the fonns may be na:le atly with the 

' .:;~~:approW! ~6£ the· Diieci:or· ~Of .. :Persamel/tf. 
. ~-~j;.2t;.~;~~~~~~·:>·~·~;:·~;·~~~~-.;-·\< .. : .. · , r:· ~·~?~-~~.--~· v}~.' , . ! • . , -~ . ~ 

c.· ~' ~: awards forms should be obtained through nonnal 

. :-;~~~'::-~_1;:;tr~-~, .and. ~~Y ~els. . ;?;5r__ ·--?~~~ ·J~, 
4

•·• ~.· '.,.,;;;t., -~;~,if.,. ' . , - ''\0(•" '.~0« ~~ ~-
•• 

a. :_:·,,:Annual Reports are to be~ to the 'Depart.Irent; ATl'N: ASsistant 
· _'::' Director · of Personnel (Training, Devel.oy;::m;mt ·an.d Recognition) 

• 0 . ... ,,.-~.- • • , •• .-,;~.,as gf Septenber -~O .pf : ~ch: year~.~~'.'Jhe reports· should be - -·_,,_fr -. :~- .-.~';'·"~:-;;:0 ,._ 
r.3;~,};('.~i.-. i_~ _}.:'. '·n-·--.n.::--:·sul:Jnitted en SF 69 -''(Incentive: Awa.rds · Pr6gram"Annual · Repart} ~;..;-"'"'--W,~<,;.A~r.o"·v;~$ili;c 

·-~~ 
1 _.~_; - -. 

•. ' 

,, _.,_ - .·: .. -_~:~~~-~kt ~- 30. ~ '.)~ '~ati ve -~port. an ~ the-Incentive--Awards _, -- '_: ·-' _,, ~-- -.:"'~; . -
'' . :}~fJ?rogram is· to,-be.,transmitted ' along. With the -ectober. report. . ~-'' 

.. :"· 

·:· '.· 

· - ~<_Detail.S--~orthis ljpOrt "are given ·~ the reverse side of the 
_. ·::;.::~.SF 69. )~!Re No ;~-1b59-csc7AN, -Inc~nti ve. Awa.re.ts ~ogram, · 'is sub-
:, -.,~- mitted .to:· the · Civil Service CommJ.ssion. ---~...,., - · - ·-- __ , -- · 

- . - ~ -: ' I ·_.- - · ·~. r-·.,, •. .·I •- •.· " • . •• _.!-. L · ,o. • • 

b. · '5pecial '. Reporj:.s~~~:~From
1 

tiire '.'to ·tine~- "special~reports on 'the pro­
. gram may be requested by the . Departmental Personnel Office. 
: .. : 'lllese special ·reports Wil.1 be' held to __ an absolilte minimum and .. ·~,: 

. ,_-'.,'.:'Wi.11: be· requested~:oo1y·_to: meet Departmental :needs or to .. . 
· ~ 1 with · tem:mts ,ext:&naJ.1 · · ea. · · · .... -;:t~JDiii'l~~l~~2=~z%E.?$:,~,,,_·. / , 
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CHAPTER 4 PERSONNEL 
PART 7 

4.7 INCENTIVE AWARDS 

4. 7. 4 .1 ( A~-

4.7.1 Secret Service Policy. It is the policy of the Secret Service 
to actively seek ideas, 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 e~ployees 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.l(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. 

1 



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

(1) A high rate of produ~tion 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 recoll1l1endation 
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.l(C) 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 

2 
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4.7.5 

4.7.5.3 

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

Procedures for Granting Awards. 

4.7.5.1 Recommendation for Awards. Supervisors at all levels 
are responsible for reco11111ending perfonnance 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 Comnittee 1 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.l(A) Specimen TD 64-51.2, Recommendation for Perform- :: 
ance Recognition. 

4.7.5.l(B) 
Awards. 

Appendix - Guide for Recommending Performance 

4.7.5.2 Technical Review of Awaras. 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 no~ 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 Co~nsel, 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 

3 



.. .. 

4.7.6.1 
. . . . 

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 Committee 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 Personne'.l Division to the appropriate 
Assistant Director, Assistant to the Director, or to the Legal Coun­
sel for presentation. 

4.7.6 Recognition. 

4.7.6.1 Cash Awards for Job Performance Exceeding Job Require-
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 

4 



.. .. 4. 7 .P, 

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. 

All 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(8) 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 consi.sts 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) All 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. 

5 



4.7.10 

(3) The employee has not received 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 perfonnance gives promise of continuing at the same high 
level in the same position (i.e., the award is based on both 
past and projected perfonnance 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 
limited 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 ~ecognition. 

4.7.9 Relationshi of Outstandin Performance Ratin s to ualit 
Increases . By law, an Outstanding Rating may be approved on y when all 
aspects of perfonnance not only exceed normal requirements, but are out­
standing and deserve special commendation. Normally, when an Outstanding 
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. This 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 suggesti ans wil 1 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 suggestion 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 Depar1Jllental · import. Such employees are expected to 
initiate or recommend operational improvements in the nonnal 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 following: 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 
acknowledgement will be sent to the sender notifying the employee 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 retirem~nt or death of employees who meet 
the quality and length-of-service requfrements (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. 
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2.b. Performance (Continued) 

/ 

Specimen 4.7.5.l(A) 
Pasze 2 

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

DATE SIGNATURE ANO TITLE OF INITIATING OFFICIAL 

3. -REVIEWS - If there is disagreement with the recommendation, attach separate ltlltements explaining in full. Indicate agreement by endorsement. 

RECOMMENDATION 
- SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE) AWARD 

APPROVE DISAPPROVE 
. RECOMMENDED 

· ·- -· ·- ·-.. $ 
-- -.·. - . . . ... ··- - . ... , . ... 

' - . - . . ' .. - . ' ' . . ' 

' 

: - ' --------
' 

--

:· , 
. - - ' . ' 

SIGNATURE AND TITLE OF APPROVING OFFICIAL 
'ATE ACTION AMT. OF AWARD 

' .. ' ' 0 APPROVE 0 DISAPPROVE $ ., '• 

4. AUTHORIZATION OF PAYMENT OF AWARD - A cash award is approved under the regulations of the Incentive Awards Program. This is not an 
-~ority to exceed an a~ropriation, •_Uotment, suballotment, apportionment or reapportionment. Check delivery instructions ure belo~. 

AMT. OF AWARD 

$ 

DELIVER CHECK TO; 

I DATE __ ,_ lS!GNATU~E ANO. Tl.:L~ 
... 

5. FISCAL OFFICE - Funds are available and obligated to pay this award. 
OFF ICE - -- -- -- ~ fACTIVITY 

DATE SIGNATURE ANq TITLE 

6. PAYROLL OFFICE 

SCHEDULE NUMBER ::_:.:. = ::-=- ~::r+EDU~~ L . 

APPROPRIATION TO BE CHARGED 

. ,, . .PAY PERIOD 



Dl:.'PT. OF THE TREASURY 

~pec1men 4.1.~.Lla/ 

Page l 

RECOMMENDATION FOR PERFORMANCE RECOGNITION 
l. TYPE OF RECOMMENDATION (Check) 

S!"'ECIAL ACHIEVEMENT 

0 SUSTAINEOSUf>EP.IOR PERFORMANCE 

0 SPECIAL ACT OR SERVICE 

OTHER RECOGNITION 

0 OUTSTANDING PEP.fORMANCE RATING 

O•QUALITY PAY INCREASE 
D (Specify) _________________ _ 

R!'.:COMMC:NDATION FOR (Check one) COVERS PERIOD 

G GROUP 0 INDIVIDUAL 

3UREAU ORGANIZATIONAL UNIT 

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

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

$ 

(If more rpace u needed, continue on separate 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. 
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GUIDE FOR RECOMMENDING PERFORMANCE AWARDS 

Appendix 4.7.5.l{li) 
Page 1 

I. 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 TO 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. 

II. SOME CONSIDERATIONS IN RECOMMENDING AWARDS. 

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

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

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

D. 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. 

E. 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. 

III. 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). 



. .. 
Appendix 4.7.5.l(B j' 
Page 2 

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 infonnation 11 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 infonnation given has always been accurate. 

IV. 

B. Poor. A conman failing in the presentation of documentary evidence 
Otlligh quality perfonnance is the use of adjectives and superla­
tives as illustrated below. The "How Perfonnance Exceeds Require­
ments" paragraph in the example in 11A11 above would be inadequate if 
it read as follows: 

How Performance Exceeds Requirements. Mrs. has con-
sistently demonstrated outstanding interest rn 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. 

EXAMPLE OF COMPLETED TD 64-51.2. For reference~ a completed TD 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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Guide for Recommending Performance Awards Appendix 4.7.5.l(B) 
DJ:.'PT. tJj: THE TREAS UR y Page 3 

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 Qa QUALITY PAY INCREASE 

D (Specify) 

RECOMMENDATION FOR (Check one) COVERS PERIOD 

0 GROUP GI INDIVIDUAL FROM November, 1976 TO December, 1977 

BUREAU I ORGANIZATIONAL UNIT 

u ;t 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 

Ms. Lee Curtis, Secretary 296-23-8688 GS-6/3 s N/A 
s Quality 
Pav Iner 

(I/more space is needed, continue on sepaf'tlte 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 an~ complete information to callers 
and supervisor). 

2. Makes commitments and maintains supervisor's calendar of appointments (Requires 
good judgment and good connnunication .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 How 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) 

TO F 64-51.2 (9·77) Replaces TO 4009 which imy be used. -



Appendix 4.7.5.ltBJ 
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2.b. Performance (Conrinued) 

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 
mail prompt attention. 
her on replies. 

of the office activity permits her to give all incoming 
Rarely, if ever, is her supervisor required to advise 

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 
effectivenes·s 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 

12-16-77 
SIGNATURE AND TITLE OF INITIATING OFFICIAL 

Isl SAIC, Forgery Division 

3. REVIEWS - If there is disagreement with the recommendation. attach separate statements explaining in full. Indicate agreement by endorsement. 

SIGNATURE ANDT.ITLE OF REVIEWING OFFICERS 

Isl · Personnel Divis.ion 

Isl AD - · Investigations 

SIGNATURE AND TITLE OF APPROVING OFFICIAL ATE 

/s/ De uty Director 

RECOMMENDATION 
(ENTER DATE) 

APPROVE DISAPPROVE 

-·-:.· .·.:.....·:·. 
$ 

AWARD 
RECOMMENDED 

ACTION "· AMT. OF AWARD 

0 APPROV~ 0 DISAPPROVE S ·. 
- . .• ~ 

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

AMT. OF AWARD 

s 
DELIVER CHECK TO: 

DATE SIGNATURE AND TITLE 

s 

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

OFFICE ACTIVITY 

DATE SIGNATURE AND TITLE 
Is/ . .. 

6. PAYROLL OFFICE 

SCHEDULE NUMBER DATE OF SCHEDULE . 
r • • • f • ? • ~ ~ ; • 

AD - Administration 

APPROPRIATION TO BE CHARGED 

Chief Financial Mana ement Division 

PA:'f, PERIOD 
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RECOMMENDATION FOR PERFORMANCE RECOGNITION SAMPLE ONLY 
1. TYPE OF RECOMMENDATION (Check) 

SPECIAL ACHIEVEMENT OTHER RECOGNITION 
fiO SUSTAINED SUPERIOR PERFORMANCE 
0 SPECIAL ACT OR SERVICE 

0 OUTSTANDING PERFORMANCE RATING 
0 QUALITY PAY INCREASE 
D (Speci!YJ-----------------

RECOMMENDATION FOR {Check one) COVERS PERIOD 

0 GROUP ~ INDIVIDUAL FROM~_J_a_n_u_ary-=-~1~,_1_9_7_7~~-TO~J_a_n_ua_ry..:.-_1~,'--1-9_7_8~. _ _ 

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 ANO TITLE OF EMPLOYEES SOC. SEC. NO. GRADE SAVINGS AWARD -

Mr. Chris Taylor, Special Agent 007-07-0007 GS-12/2 
$ 

N/A $ 250 . 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, coins, etc., and (b) stolen and forged 
and fraudulently negotiated obligations such as U. S. Treasury checks and savings 
bonds. 

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

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

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

-
b. Describe How Performance Exceeds Requirements 

1. 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). 

2. Investigative reports prepared by Agent Taylor ar e always thorough and complete 
and submitted on a timely basis. The exemplary manner in which he has perf orlned 

· (Continue on Re11erse) 

TD F 64-51.2.(9-77) Replaces TD 4009 which may be used. 
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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 us~ally reserved for GS-13 ·agents.) 

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

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

(If more space is needed, continue 011 separate sheet) 

SIGNATURE AND TITLE OF INITIATING OFFICIAL DATE 

1-16-78 Isl SAIC, Washington Field Office 
3. REVIEWS - If there is disagreement with the recommendation, attach separate statements explaining in full. Indicate agrMment by endorsement. 

SIGNATURE AND TITLE OF REVIEWING OFFICERS 

Isl · ·Personnel Division 

Isl AD - Investigations 

SIGNATURE AND TITLE OF APPROVING OFFICIAL DATE 

Isl -De ut · Director 

RECOMMENDATION 
(ENTER DATE) 

APPROVE DISAPPROVE 

AWARD. 
RECOMMENDED 

s 

ACTION AMT. OF AWARD 

0 APPAOV~ 0 DISAPPROVE $ 

4. AUTHORIZATION OF PAYMENT OF AWARD - A cash award is approved under the r119ulations of the Incentive Awards Program. This is not an 
authority to exceed an appropriation, allotment. suballotment, apportionment or reapportionment. Check delivery instructions ere below. 

AMT. OF AWARD 

$ 

DELIVER CHECK TO: 

DATE SIGNATURE AND TITLE .. 

Isl 

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

OFFICE ACTIVITY 

DATE 

6. PAYROLL OFFICE 

SCHEDULE NUMBER 

SIGNATURE AND TITLE 

Isl 

DATE OF.SCHEDULE 
~ ~ , , ,, 

AD - Administration 

APPROPRIATION TO BE CHARGED 

Chief, Financial Mana ement Division 

PAY PERIOD 
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TABLE I 
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 

$250* - $1,000 

$1,001 - $10,000 

$10,001 - $20,000 

$20,001 - $100,000 

$100,001 or more 

Amount of Award 

10% of tangible benefits 

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

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

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

$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 cert_ified 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 

Appendix 4.7.5.2 
Page 2 

*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 principle 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. Affects 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 detennining 
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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Appendix 4.7.8.1 

DISTINGUISHING BETWEEN SUSTAINED SUPERIOR PERFORMANCE 
ANO QUALITY INCREASE RECOGNITION 

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

(a) All 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 nonnal requirements. 

Since a quality increase--

will indefinitely raise the employee's future salary, and 

is comparatively more expensive in the long run*--

the employee's perfonnance, 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 nonnal 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 perfonnance-­

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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Specimen 4.7.ll.3(A) 
Dept. of the Treasury 

DATE AECEIV!:'O SUGGESTION NO. 

FOR OFFICIAL USE ' EMPLOYEE SUGGESTION 

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 ANO TITLE (PRINT OR TYPE) GRADE 

BUREAU ORGANIZATIONAL UNIT 

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

Sl,JP!RVISOR'S NAME AND TITLE 

2. SUBJECT 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) 

SOCIAL SECURITY NO. 

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 
withs use 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 malting 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, howeveJ:, failme to furnish the information "lloill resultin·no wayb 
the payroll office to make payment of a cash award for an approved suggestion. 

DATE I SUGGESTER'S SIGNATURE 

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



Incentive Awards 

ACTION ON SUGGESTION 

Specimen 4. 7 .JJ.a 3!A.J 
Page 2 

1. INITIAL EVALUATION OF SUCCESTION - Include results expected and show savings where possible • 

. ·:: 

(If more space is needed, co11tinue on separate sheet) 

AWARD RECOMMENDED DATE 

$ 

EVALUATOR'S SIGNATURE AND TITLE 

ESTIMATED ANNUAL SAVINGS 

SALARIES $ 

SUPPLIES 

EOUIPMEN.T 

TOTAL $ 

2. REVIEWS - If there is disagreement with the suggestion, the evaluation or the benefits expected, attach separate statements explaining in full . In· 
dicatc agreement with prior statements by endorsement. 

RECOMMENDATION AWARD ESTIMATED 
SIGNATURE AND TITLE OF REVIEWING OFFICERS (ENTER DATE) REC· ANNUAL 

APPROVE DIS APP. 
OMMENDED SAVINGS 

s $ 

> 
-~· 

. ' 

SIGNATURE AND TITLE OF APPROVING OFFICIAL ACTION AMT. OF AWARD DATE 

0 APPROVE 0 DISAPP. s 
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 

$ 

DELIVER CHECK TO: 

DATE SIGNATURE AND TITLE 

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

DATE SIGNATURE AND TITLE 

5. PAYROLL OFFICE 
SCHEDULE NUMBER DATE OF SCHEDULE 

APPROPRIATION TO BE CHARGED 

PAY PERIOD 
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