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Chapter 451 

Incentive Awards 

Suhchapter J: Introduction 

Non: ltaliciud material quores law or rqulatim wllicll ...... 
~ompliancc b)' •nc:ia. Noe-ilalic:ized ..ierial ii piduK:c. 

1-1. J.EGAI. BASIS 
Chapter 45 or title S, United States Code, is the lcpl 

basis for the Government Employees· Incentive Awards 
Progr.im. ' 

1-2. PUIU\JS11·. 01' l'KOGKAM 
Tlir G1wrrnmrnl Employrrs' lnt·rntivr AwurdJi· Pro-

1:rm11 i.t drJis:nrd to imprnvr Gnvernmrnl oprrution.\ 
m1J .u•n•i,-,.., .. II .\ pllr/Hl.\t' ;.,. 111 motiv11t1• rmployrr.f 111 

_. fiwrl'll .\t' 11roJ1w1frity mrJ 1·rt·11tfrity by rf'M•11rJin1: tllfl.\t' 
•l"lum• job pnf urmun<·r und uduptrd idrus brnrfit tltr 
Gm·c•rnmr1tl and arr substantially abovr normul )oh 
rrq11irt'ntl'nl.\ 11nJ {H'rf11rm11n1·r •l11nJ11rJ.\. ( 5 CFR 
451.101 J. The incentive aawards progrJm, when clearly 
endorsed Knd vigorously '°Upported at "ti levels of rmt.n· 
agement on a continuing .,_sis, contributes sianificantly 
to improving Government productivity and services. 

1-3. OFl'lc•: o•· PEKSONN•:• .. 
MANAGEMENT RF.SPONSIBIUTIF.S 

a. Section 4506 of title 5, United States Code, re
quires the Office to prescribe regulations and instruc· 
tions under which Kgcncics shall conduct their awards 
f\l"OJ!t~tllh. Thl• n·i:11lalin11 on itM.'l'nliVl" :1w:ml"i io; Pm1 
4S I of lhc CuJc ol" FcJcrJI f<cgulations. Thii. chapter 
(4~ I or the Federal Personnel Mitnuul). is 1uidance. 

h . lk·gulations require that the (>flicc.:: 
(I) •••• rrvirw ugrncy pluns, p/un cltu11grs, u11J 

flprrution of plun.t to drtrrminr compliunt·r with OPM 
rrquiremrnts. Whrn rrvirw indkutrs ion-compliuncr 
h_v tin n1:rncy nr nr1:11niuition. nr whrn rrqur.,trd by 
1111 llNt'lll"Y 111 ,/11 1m, lht' OOir·r t1i•ill 1>rm•idr lr1·lmi1·11/ 
assistun1·r tu ugrncir1 and tulr whutrvrr otltrr uctiolu 
arr considrrrd appropriatr to bring about compliancr: 

(2) •••• rrport aM11ally on tltr rrs11lts o/tltr awards 
pm1:r11m In tltr Prrsidrnl, tier Cun1:rrss, and lfl 
agrnc·irs: 

(J) •••• advisr tltr hrsidrnt"" PrrsiJr111wl awarm 
/fir Govrrnmrlll tmployus, and iss11r lnstr11ctioru to 

111:rm·kx "" '"'"' 111 1H1111i1111tr r11111l11.\'t't'.\ f11r l'r1•.\idt•11· 
twl uwunls (5 CFR 451.204.J. In this. context only. the 
word "employees" includes military personnel elil?ible 
for Presidential letters or commendation and Presidcn· 
tial Munctgemcnl Improvement Awanh dcscrihcd in 
KUhchaptcr S-2b. and c. 

J-4. AGENCY RESPONSIBIUTIF.S 
Thr Off•·r ti/ Prr.mnnrl M11n111:rmrnt r111"1111r11.1t1'.\ 

111:rnl'ir.~ 111 m11/,;,. m11ximum u.\t' 1>f 1/11'ir 11111/wri1i1-.\ 
11tulrr Clwptrr 45 of titlr 5, U11itrd Sltltrs Cade•. Ill 

rstablish and administrr a~·ards prol(rums tlwt hc•.\t 
•upp11rt unJ rnlt11n1·r 111:rn1·y ttnd 11111ion11/ 1:1111/.\. 1111J 
,,,,.,., rmpl11yrr rrrn1:ni1ion n,.,.J.\. ( 5 CFR 451.102 J. 
Agencies. lihould desiKn KWllrds pfOKrclms lhKt will: 

(I) encourage aJI employees to share actively in im
proving Government operations; 

(2) rccogni;r.c and rcwanl. appmpriately. pmmplly. 
a&nd Uf'I the .,..Sili or merit, individuals Mnd 1roups for 
suggestions. inventions, superior performance. special 
acts or acrviccs, or other personal eft'ons that sub
stantially exceed normal standards or expectations and 
rc5Ull in improved Government productivity or ~rv
k-l·s. CS\,• s11hcharll'1· 4 for AJ.,'\'lll")' n·q11itl"llk't11\. I 

1-5. DD'INITIONS 
In this chuptcr: 
(I) "Oovemmcnf' mruns tlrr Gm·rr"'"""' 11f tlr1· 

Unitrd Stairs and tltr 1tot1rrnmrn1 of thr Distric·t 11/ 
Columbiu . (5 U.S.C. 4$01 J. 

(2) "Office .. 111r11n.t thr Unitrd S1111rs Offi1·r of p,.,_ 
Jtflltnt'I M11n111:rmrnl. ( 5 CHl 45 I .2UJ J. 

(3) "A&ency ..... mruns (AJ an E.trr111frr A1:rm·y: 
(8) tltr Admini1trativr Offirr of thr Unitrd S1e11r.~ 
Couns; (CJ tltr Ubrury of Cons:rrss: fDJ thr Offic·r of 
tltr Architrrl of tltr Cupiwl: (EJ thr B11t11nir Ge1rtlrn: 
(F} tltr G11vrrnmrnl Printins: OOi1·r: and fCiJ tlrr 11m·· 
rrnmrnt of tltr District of Culumbitt, 1 but d1ws ""' 
btcl11dr W thr Trnnrssu Valley Authority or fiiJ thr 
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C'l'l1tm/ /la11J.. Ji1r C'IH>/Jt'rt1ti1·, •. , .• (5 U .S.C. 4SOI). The 
United States Postal Service, while not specifically 
covered by this chapter, operates an incentive awards 
proiram and panicipates in the Government-wide in· 
lcnlcrartmental rderral or employee c.:untrihutions. 

(4) "t::mployee .. mt-t111.\ (11) ••• u11 tJj]iar unJ 1111 
indii'idm1I 14•ho is (I) appointrd in tlrr cMI srrvicr by 
... a Feder.ii officer •... <1) rn1.:t1Rrd in thr prrform· 
,,,,,.,. of" F<•Jnttl Jitn«tion 11ndrr 11uth11rity 11/ '""' nr 
ti/I L .n·,·11tfr1· twt; 1111J (3) .\uhj1·1·t lo t/11• .\'11/>l'TVi.\·imi 11/ 
... a Federal officer .. . M·hi/1• rn1:111:,•d in 1h1· pn· 
.fom1mw1· t1f tlw 1/11ti1·.\ of lri.,· /1t1.~iti1111. 15 U .S.C. 2 IO~l 
anJ ( b I <111 i11Jfri<lu11I rmploy<•d hy tilt' 1:tll'f'rtlnl<'lll 1,/' 
'"" n;.,,,.;.,, 11f'C11/m11hi11. • (5 U.S.C". 45011. F.mriloycc 
l''""" 1101 111ca11 a11 i11JiviJ11al 1miJ 1111Jc1· thc \:41s.l1 awanl 
progr.1m established under 5 U .S.C. 5403 for merit pay 
tGMl employees. 

(5) ''Plan" mnm.t 11 "'rittrn .fttllrmrnt appmvrd h.v 
,,,.. '"""'' •!f 1111• i.\.\°llill~ ll~f'llf'.". ;,,,,,,,.,,,,.,,,;,,I: '""' "'"' 
rn:11latio11 1111 the· L'11vrr11111<'11t 1:.·11111/oyrrs' Jnc·r11tfrC' 
A1rnrJ., Prt1Krt1m. ( 5 CFR 451 .2r1 >. 

(6) "Incentive Award .. or ··a· ,·d" mrttn.\ rilh<•r t1 

~r~H\h t1ll't1rJ. un lwnrm1ry t1K;i1riJ, or ""'''· (5 Cf'H 
~~"'J@ 451.203 J but does not include ll quality step incrcasell 

(7) "Contribution" means 11 (/ J • •• s111u:r.\li<ln. in· 
1·<·ntfon. superior UC"C"ompfisl11nrn1, t1r uthrr prrst1nt1I 

'rJJiirt . .. tliat • •• rnntrihutr.\· 111 tht• rffidrn<"y, rrnn· 
11111y. 11r 11tlwr improvt'mt•nt 11f <i11vt-rnmn1111pt'rution.\· 
••• or (1J ••• u sprt"iul ucl or srrviC"r in thr p11hlic 
intC'rrst, in cunnrction with or rrlutrd to /tis o/ficiul 
rmplo.vmrnt. (' U.S.C. 4.503). 

(8) .. Agency ;iwanJ" means an oiw:1nJ i,?nintcd hy the 
heaJ or :111 :1gency for :in arrmved contrihutiun rmm 
an employee ur employees or lhat 1tgency under lhc 
authority or 5 u.s.c. 4.503. 

(9) "lnterdgency award" means an award srctnted 
hy the he:1d or :in :1gency for an ill"flftlVCJ euntrihution 
from an employee or employees ur unothcr aa,'Cncy, ur 

.• 

~ ... 1io111 l21D2 uf Ilic Di .. 1'1':1 of Cofumhi11 Ciovcnunclll ~ 
live Merit ~I Act al im wpcrwdci the pruviWcie1 olS U.S.C. 
•'°I( 1)(0), (2)(8) ud ())for cmpio)'eel hired OD ud after J-.ry l, 
ltlO. 
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lu u member or lhe armed fun.:es under lhc provision' 
of Executive Order 11438. 

(10) "Presidential award" mr11n.f 11n mmrJ .i:r111111·u 
by tlrr Prr.ddrnt 11ndrr .trrti1m.t 4504 11nd 4507 1~( title· 
.'i. U11it1·J St11t1'.\ C1Hl1·. (.'i CFH 451.10.li. 

(I IJ "Hunor.ary award" mean!!. a medal. certilkah!. 
plaque. or other item that can be worn or displayed. 
Items of utilitarian nature arc not considered an hon
orary award simply because they can be displayed. 
"Olher item," in this sense, should have an oiw:ard ur 
honor connot1ttion and should not exceed the f'ricc 
r.an1:c of :1 mcdoil. ccrtilil.::11c. or rilaquc normally uscd 
for honor.try recognition . 

( 121 "Sricdal :ichicvemcnt 11wanl" means an award 
granted ror pc11or111a11ce cxcccdina,: juh rcqui1c1111:11h. 
It may be &ranted either for sustained superior per· 
formance or for a one-time special act or service in the 
public interest, connected with. or related to official 
cmrluymcnt. 

(13) "Sua,:gestion aw:.inJ" means :.in aw:.ird gr:1ntcd 
for an idea submitted in writing by an employee. or 
employees and adorted by management, which hcn
efits the Government. 

04) "Non-cash aw11rd" me11ns a letter or 11pprcci· 
lltion or other appropriate means used under the pro
visions of this chapter to recognize employee 
contributions which do not n1eet the standard for a 
cash awarJ. 

(15) "Invention Award" means monetary and/or 
honorary rccosnitic:>n granted for an invention by Fed
enal personnel that is of interest to the U.S. Govern
ment or the puhlic, and for which putcnt cover.age is 
lliOU!!ht or gmnteJ. 

(16) "Quality Step Increase" or "QSI" means an 
adEiilion11:I •ithi11-g1 ade inc tease g1 a11ted to Ge11e1al c_ 
Sd~1d1o1lc c111p'o)1ees under J use :B36 in 1ecog11itio11 c_ 
uf- hit;h ttllltlil)' rierfoFIROIAl;il! 11hm c lh.11 UI din.II ily Q 

f«.*nt:I in lhe l)'pe ttf pti..itit)n t:t)nccilicd. ~ 

A '"u-"""'c. in an employee's rate of basic pay from 
one rate of the grade of his · or her po5iticn to 
t:1~ n~xt :1igh~r rate of that grade 1n accordance 
~it~ secti~n 5336 of title 5, United States Code 
fa recognition of sustained l\ig:: quality pcrfor1.1· 
anc~ at a level that substantially cxcaeds an 
acceptable level of u .... p-e.~GJ 

ftckraJ Prrsonnrl Manual 
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Subchapter 2. Payment of Awards 

2-1. PRESIDENTIAi. AUTHORITY 
The J•,., .. ,;,1,.,,1 muy l"'Y 11 nu/, 1111·11r.I to, 11111/ i111·111· 

m•n•.uury t'X/>rll.H' ji>r tl1t• /1111111rrir.v rt'n1g11itio;1 11f. 1111 
1·111pl1>.\'1•1• wllfl-( I J fly lti.\ 11r li1•r .n/Jlgt'.\tim1. i11 •r11ti1111, 
:mpnior 111·1·1111111li.\/1111<•11t, 11r 11tlwr 11rr.u11111f c'}}iirt nm
trihutt'l' to the efficiency, economy, or other improve· 
""'"' cif Goi·ernment operations ••• or (2J performs 
1111 ,._,.,.,.,,1ion"ll.'· meritorinu.\ .fpr1·i11f m·t '" .ft'n•it'e in 
1/11· tmlifi1 · i11t1-r1'.\I i11 ,.,,,,,,,.,.,;,,,, ll'itli or r1•/11t~·1/ t11 Iii.\ 
'" lwr ·11j]id11f rm11foymt'11t. I\ Prc-.\idc·11ti11f 11M't1rd m11y 
ht• in udditiun to an u1:ency uwurd. ( 5 USC 4504 ). 

2-2. AGENCY HEAD'S AUTHORITIE~: 
;1. Emrloyecs other th;m Merit 1'&1y. The l11-.:1J .if 1111 

111:c·111·.v nwy /HIY '' nu/, uM·urJ t11, c111J i11nir llt'C't'.\'.\'tlry 
r:rpt'nse for the hunorury recol(nition uf. un employee 
11·fio .•• h,v /ri.\ 11r lit'r .\Ul:Jlt'.\tirm,'ini•t'ntion , .fuperior 

-,,,.,·011111fi.\l1111l'l1t. 11r 11tlwr 1wr.m1111f rj}i•rt nmtriliutr.,· 
111 tile ej]it:it'ncy, rnmomy. or uthu impruvemrnt uf 
Goi·ernment operatiuns: or • •• preforms a spedul act 
'" urvic·t' in thr public intrre.\t in n>nnt'ction M•ith or 
rr•/(ltc-J w hi., 11r lwr 11j]ici11f c•mploymrnt. ( 5 USC 450J J. 

b. Merit P.cty !GM) Employees. The hc·11J 11}' cmy 
UJ:t'n«y mC1y puy u C'Ul'h UM'urJ tu, unJ inc11r nn·rn·ury 
expense sf or the honorary rrcognition of. any employrr 
t'tll't'rt'd by 1he merit pay .fy!t'lem, who ••• by tht' rm-
1110.vc·c· ._,. ,\'llJ:J:t'Mi1m, im•t'11tim1 •. m/ll'rior m·c·11m1,fi.\l1-
mn11, or otlin prr:i.;unul ejji1rt c-untrib11tt'.\ lo the 
effident·y. economy. or other impruvement of Go1•ern· 
nirnt opt'rcition.\ •• ·• or ••• perform.~ u .fpec·itll uct ur 
.ten•kt• in lht' puhfil' intt'reM in t 'fmnt't'tion with ur ,,.. 
lut1•1/ t11 t/11· r·nr11f11y1•c• ' .f F ,.,/,.,,,( c-m11fo.wn1•11t. f J USC 
.\./11.l j . "l11t''l' 111uvi,io11' paralld thl' iun·nlivl· ;iwaul' 
provi•,fons uf S USC Charter .C.s, ubuve. to spt.'Cilic11lly 
focus the ;1t1entiun uf a&:encics und intlividu11l a~cncy 
amnagcrs un cai;h uw11n.ls und lo sunctiun ant.I cn
cour4e lheir use in pay for perform:.tnce determin11-
tions. When superior 11ecomplishmcni on the job is 
related to assigned duties. it is upected that lhe per· 
formance 11ppraisul gcnemlly will drive ll m1u\acer's 
consitler.1tiun uf the 11pprupriutencss uf 1t at~ 1tw11nJ 
in addition to a merit pay increase to base pay or in 
place or a merit pay increase where such an incruse 
may not be appropriate. However, when superior con· 
trihution~ are not related to pay for performance de
cisions, there is nu intent thal awards for merit p11y 
employees be used differently from incentive awasrds 

granted lo other employees under lhe rrovisions or 5 
USC Chaph:r 45 mu.I &:uidam:e pmvided in &hi' chapkr. 

c. Nccessury l:'.llpcnse. The head uf the a~i:nq de· 
lermines wh:11 conslilules "ncee,s:1ry ellpcn,e· · for 1hc 
honur.iry n:cognilion of employee"· For c"amrlc. 
qencies may elect to provide for a reception at which 
co-wort.ers and friends may congratulate honor award 
winners. On such occasions it would be appropriate 
lo rmvidc liJ:hl rcfrcshmcn" :ii nominal cn'I under 
aauthorily of .S USC 4S03, aabove. And. while ii i" cu'
tomary to provide necessary travel IUld per diem ex
penses for the honorees themselves, CG Decision 
8-166802 dated June 12. 14'75. slate" th;it lr.1vcl am.I 
transpurt11tion costs for fumily memhcr. of honoree' 
an: not considered "nece!>soary ellp.:n!>e·· within the 
framework of delegated authority for awards. A funher 
decision, (same number) dated Fehruary 26. 1976. 
slated lh&1I where~ h11nt.licarpcd emrloyee sdcelcd for 
llfl honor award would be unable to travel unattended 
because of lhe particular handicap. travel upense for. 
an attendant may be paid by the employing aaency. 

d. Prior Approval. I I) An i.a;cncy head may grc&nt 
II cash award under S USC 4503 up to $10.000 und. 
with the prior 11pproval of &he Office up to $2.S.000 when 
he or she ••• crrtifies w the Office of Persum1el Mt111· 
UJlt'ment that thr SUJllft'Stfon, im•ention .. mpt>rfor m·· 
t·11mpli.,·hmrnt. 11r 11tlwr ml'rit11ri111u t'j]ort j'11r 11'11id1 
tht' uM•urJ is pmpm;eJ i .\ l1iJl/ify e.n·eptimml m1J 1tn· 
USUCllfy 011ts1t1ndi111:. '5 use 4502 ). (2) For contribu
tions deserving recognition beyond 525.000. an 
additional 11ward of up to S 10,000 (for ll total aw11rd of 
$'.\5,000) may he urrmved hy the Prc.,illcnt uron the 
ll.l'Cllllllll'll\l;1lio11 of ;111 OIJ:l'IKY ht•;ul llllll tlM' l>tll"l'IOI, 

UPM. (lnslruclions fur suhmi"'ion of :1l!cn..:y rt:com
mendations l'ur uward" uvcr SIO.tKKI arc contained in 
l'PM Supplement 451, suhchaplcr 2.1 

e. Armed Forces Members. ( IJ Under.the provisions 
of E.O. 11438, the head of an agency may pay a cash 
award to a member of the armed forces for a suggestion. 
invention, or i;cientific aachievement that con1rihutes 
to the efficiency, economy. or other improvement of 
the department or qency. (2) The Secretary of De
fense, or lhe Secretary of Transportation with respect 
to lhe Coast Guard when it is not operating as a service 
of the Navy. may pay a cash award up to $25.000 and 
incur lhc nccesSliry expense!> for honor.ary rccol!nition 
or a member or lhe armed.forces who contributes to 

Inst. 261 
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the eOidcncy. economy. or uther improvement uf Gov
ernment oper.ttions, as provided by 10 USC 1124. 

2-3. RESPONSIBILITY FOR PAYMENT 
u. Agency Funding. he hr11d 11/ rm·h llRt'rtl'.Y u 

,,.,,,,,,.,. • by rt'J:" "'"'" • '" 11ll11«11tr- 11d1·11u11tr Jund., 111 
11s.rnrr prompt t1clion on UM't1rdJ. j CFR 451 .105(riJ(3)) . 

aymcnt y cnefitm& Agency. A cos 1 ait· r tu. 
und rxprnse for thr honorary rrcoRnition of. an rm
ployrr m11y hr- p11id /mm thr- fund 11r uppmpriution 
111·t1il11h/1• 111 1/1r m·tfrity prim11ri/.v hrnrjitin1t or thr wir
iom 111'tfritit·., /11w'}iti11i.: . (5 I/SC' 4511]( 1/JI. The hc;iJ 
of the agency concerned determines the 11mount to be 
rai,f hy c:1ch hcncfitin11 ;1ctivity for an :111cncy ;1warJ. 
:111\1, umln :mlhmily uf Exe1.:11livc OrJc1 ICIM:\5, the 
Ollice determines the amount to be paid by each ben
efiling qency for a Presidential award. 

c. Tr.tnsfer of Funds. Wl1rn 11n 11t11•11rd i.\ upprtwrd 
ji,r 1111 1•1111•';1y,·1· 11/ m1111/1rr t1R1•nr.v, 11Tr11n1t1•mrnl.\ .~Im/I 
/Jr· 111111/t· to ,. •11.\ji•r jimd.\ 111 1/11· ,.,,,,,/,,yi111t "R"',,.Y· 
If t/1" udmini.\lrutfrr rn.~t.\· of tr11n:.j"rrrinJ: fund.\ 1t•1111/d 
r.rr·r1•1/ 1/11· 111111mnl 11/ thr 11w1trd. t/1r rmplo.vill1t i1Rrnt·.v 
dwll 111>.mrh tl1t· mrnrd 1·11.\f.\. (5 C/"H 45/ .1tJ'lf.hJJ. Cur
rently. it would nol be pn&elical to transfer funds when 
11n award is $200 or less. The amount of 11ward should 
~calculated using the scales of the benefiting agency. 

2-4. CONDITIONS OF PAYM.ENTS ..L 
a. Employee Agreement. An·rptun~·r of u r:u.\/1 

uit•urd ... constituln an agrumrnt that thr 11sr by 
thr Guvrrnmc-nt of un idra, mrthod. or dr'<'icr for which 
tl1r- ""'"rd i.~ m11dr dm•.\ not ft1rm thr hu:1;i.\ 11f u /urthrr 
1·/11i111 of 1111y ""'""' 111t11in.d t/11• ( 1'111•1•r11,,11•nl h:v. tl1r 
1•11111/11.vn•, Iii.~ 11r lu·r lu·ir.~. 11r 11.uiJ:ll.~. ( .5 U.\"( · 45U1t 1·)!.;o 

~
- .:· WLd. b. Deduction from Award Amounts~ 11·1111 r/sA"' c i. 
·t; . wfstjrioa '<'<hp 'f'~fftllJr/JdY llftltt lftli>itnl, tM6t4£tQ 

, .~ -" • .mhj1•1·1 to 1/11· H'it/1/111/di11~ 11/ inrmm· 111xr.\ . (.if CFH 
~ if....;.c~ -" ..(.¥1 4.H .1U'JJ. 'l'hc t;ix must be deducted from the award, 
• t tiJ and the amount or the award may not be 11djustcd up-

- -".a.IL ward by a sum sufficient to cover the withholding tax . 
I . e Cash awards are not subject to rctircme}l dcdLctions. 

: c. Salary Diffcrenti:1ls. A ci1slt;ft'~ nol af.ect the 
02 nu11p11lalio11 ul· ,af;ny dilli.·1,•ulial, . 

h · if d. l::ash Aw;irJs to Ol:c~scJ/Scp;11·a1cJ Employees. 
. ::. A11 1IJ.:<•111·.~ "'''·' ' Pf•.v ''' 1:r11nt 1111 t1H·11rJ •• • n111t••i1ll-

Jilt111di11J: 1/11· 1/1•111/1 11r .~t'/Hlmti1111 from tlit' ,1rrn•i1·,. 11/ 
t/1r t'mployt'<' r:on,·rrnrd, if thr sus:s:rstion, in11rntion, 
•uprrior uccomplishmrnl, othrr prrsonul rffort, or 
sprcial act or srrvicr in thr public intrrrst for which 

I 

l 
t . 

thr t1wt1rd is prtJpnsrd was mt1dr or prrformrd wlai/r 
t/1r t'm11loyrr w11.~ in t/1r t'mploy 11f t/1r li1111t'rnml'nt. 

- (5 use 4S05J. · 
e . Awards for Suacstions. (I) An employee 1u1-

- gcstion must have been approved, at least in part, by 
the benefiting orpniz.ation before an award may be 
gr.mtcd, a11 required unJcr .5 CFR 4.51.207. 

(2). A suggestion may be mltdc the basis for an award 
when it is accepted for adoption by an official author-

... 2'1 
Jue-, I• 

iuJ tu du liO, even thuu~h it is not tu be placeJ into 
effect until a later date. An initial award may be made 
upon acceptance for adoption, and the balance granted 
upon actual implementation. 

(3) To be eli;ihlc for an award, 11 sul:l!e'ition shoulJ 
be accepted for adopliun within the time fr.ime ci.tab
lished by the aacncy. When prolonged. legitimate con
sideration (e .a. tut period) would cause the time limit 
to be CJtceedcd, the su&gcstion program manager 
should extend the time limitation 11i. necessary. 

2-5. AMOUNTS OF A WAKl>S 
a . Est;ablishina: Scales. Wi1hin the frnmework of lav. 

and re1111lation. 111tcndes may csl:1hlish their own 
:awarJs M:<dcs. l~c llPfl':llJix l' for Ol'M .,:uiJam.:c 011 

award amounts.) 
b. Detcnnining Amounts. Award amounts should 

be proportionate to the benefits resultin&: to the Go'" 
cmmcnt from the cuntrihution. WhJ~ more lh:m one / 

::;~na:s i7~~~~ :~~~:~~~':::~ush~~~dt~a:~~":::'~ A ft~ 
as it \ : <M...J he h<td only one person hecn involvcd.(An I\ l J / 
cxccplion may be made, us proviJcd ind. below.i;. I. ) 

c. Estimating Bcncfils. (I) Every effort should.be I\ a.,.,,tl lJ., eaci: 
made to determine tangible benefits resultin1: from em- contri bu ting 
ployce contributions. For example. tan&ible bencfib er..p l oyee ; n
can be calculated or estimat.cd ~hen contributio.ns .con- c 1 ud; ng ~ 
serve staffin; power, matc~I, tame or ".Pa.cc. eliminate sup ~rvi sor 
unnecessary processes, or improve existing methods. I:! • 

Awards should not be based upon intangible benefits .shou~d share 
simply because it may be more expedient to do so. in tne award. 
However, when benefits cannot be mc11surcd. for ex- The a\;ard 1;iay 
11mplc. from contrihutions whkh impmvc science. be shared 
mcdH.:inc, neatur.al n:soun:cs, or service to the public. : cnua 1 ly or 
the award may be hllscd on in Langi bl~ ~nefits !o t~e 5 ha red in pro 
Government. Awards based on contnbullons with m- • 
tungihlc hcncfils will he companahlc. us far ils pnactic- por~ 1 o;·i to 
able, with aWllfds bused on contributions with tangible 11uCi1 e1;1pl Cy
bencfits. (See appendix c.) . ees pa rt i c i -

When a contribution results in both tangible and in- pat ion 1n the 
tangible btnefits, the amounl of the award warr.mled contri bu ti on. 
hy the litn1tihlc hcndih shn11ltl he im:m•"-'" hv tht• 
:111icN111I uf tl1i:· :1w;11d wa11;1111l-1f hy tin· iKlthli1u1al m- 1 
tungiblc benclils lo the Government. A 

12) Normally, atwanls un: ~scd on the cstimillcd 
lirst-ycar benelits to lhe Governmcni. However. 
••• In uddition to uny ait•urd s:rantrd ini1i11/ly 11ptm 

local application of a •UflJ(rstion, in,•rntion. s11prrior 
accomplishmrnt, or othrr pusonal rffort. a f11rt/1c-r 
11wt1rd muy hr ttrantrd if: 

(I J Thrr,. ;,., widrr 1111plirnti11n, '" _ /. 
(2) Tlarr~ urr g~rr brnrfits tlrun urigint1l(\· Jrtrr- ~ 7_"_ 

minrd. ($ CFR 45 08). I/ (l/S1 ~D,/\ 
. d. Exceptions. rovisio~ould be made for ex- .:.. ~ 
ccption5 to be made to the agency'5 published scale!> r:s:{ 
of llWllJ"ds unJcr 11pprupriale cin:umsti1nces. When thili 
occun, specific reasons in support of the delennination 
should be included in the documentation and a hi~er 
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the enicic:ney, ecunumy, ur uthcr impruvement uC Guv
emment operations, as provided by 10 use 1124. 

2-3. RESPONSIBWTY FOR PAYMENT 
a. Agency Funding. hrt1d ti/ f't1C'h u11rnq '·' 

rt't/lllfC' , hy rl'J:ll t11wn, 111 u/111n1/r t1dr11uutr fund.f tu 
cmure prompt uction on awards 'CFR 4$/ .20$(uJ(J)}. 

. aymen y enetitm& A&ency. A cos 0"' r to, 
cind r.tprnu for thr honorary rrcORflilion of. an rm
p/11yrr me1y hr p11id from thr fund '" uppmpriati1111 
111·tiil11hlr It> tl1r t1<"1frity primttrily hrnr]i1imt or tlrr vur· 
iom ,,,-1fri1it·.,· h1·11e:Jitim:. <J tJSC ' 4JfJl(1/J1. Tm: hc;K.I 
ur the a&;ency cuncemed determines the amount tu be 
r:1id hy e:1ch hcnctitin~ uctivity for :1n :i1tency :iwmd. 
mill. uudcl' authority or E•ecutive Onk:I' IUKlS, 119': 
Ollice determines the amount to be paid by each ben
efiting a1ency for a Presidential award. 

c. Tr.ansrer of Funds. Wlarn 11n t1wt1rd is uppmvrd 
.Ii""" r•m11l11.v1•r 11f t1n111/1rr 1111rnl"y. 11rrt1n>trmrttt.v .vh111/ 
h1· 111111/1• 111 lrtlll.fft'r JimJ.\· to tlir r11111loyi111: tlf.:t'llC"Y. 
If the udmini.~trutivr c.·11sts uf trt1nsfrrrin1t funds w1111fd 
1'.fft'<'1f tl1r "'"" r ·. ref thr 11w11rd, thr rmplo.vinJ: tlllrnc·y 
.flw/111/1.wrh 1/11• 11M·11rd rn.fh. ($ CFH 4j/ .10'l(h)J. Cur
rently. it would not be pr.tetical to transrer runds when 
an award is $200 or less. The amount or award should 
be calculated usin& the scales of the btnefitina agency. 

2-4. CONDITIONS OF PA vMENTS .,,I.. 
a. Employee Agreement. 14c"up1un:r uf u c.·u.vh 

t1wurd ... constitutrs an agrumrnt thut thr usr by 
tlir Govrrnmrnt of an idra. mrthnd. or drviu for which 
tlit' "'"'"d i.f mttdr dors n11t J11rm thr hu.vi.\· of u furthrr 
d11im o.f 1111.v 1111/11rt' t1>t11in.~/ 1/1r ( im•r•r11111t'11t h.v. tl1r 

/l ,.,,,1,111_v1·1., /1i.~ or lit'r /,,.ir.v. or t1.ui1:tu. ($ US(' 4$U1h'JJp 
, C" •h ,., .... L ~ b. Deduction from Award Amounts".411 :id• J,,~..,, ~it 
f'I ......, ....,,vu,.rw I I" • I. I r ' . . " Q :J..nd , . t'<A rtuin '"I , "'KML41P /Ill) •'J-IHt itliJ>ltFll, a ,,,, 
· C/L t:'?M .mh'}0t•t·t 111 1f1t' M'il/1/wltlinu ,,r incmnr t11xr.f. (j CFH 

I -/a • • ,,. 'J 
c..~aµ,,_e.Jt. -t.6 ..ut 4.'il .1ll'IJ. The tax must be deducted frum the uwanJ, 
"4icU.:ti.on t.o and the amount of the award may not be adjusted up-
the ILt:.f.julivt. ward by a sum sufficient to cover the withholdina tu. 
iJCA.!} 06 the Cash awards are not subject to retireme1 dedLctions. 
,.4.ec.ip.i.e.YU c. Sala_ry Di~erential~. A ca_stf,{de( not af.Cc:t the 

( ·· UI<" C 4 5., 2 n1111p11l:iho11 ul 'alary tldf,·n·11llals. 
!; .;, 11

• j d. Cash Awards tu l.kci:ascd/Scp;uoate~ Empluyecli. 
( C) ) t and 1/S A11 11gc'lll'.V ""'.v 1my 11r gr11nl 11n 11w11rd ••• no1wit/1-

·'·tm11/i111: tl1r clt'l1//1 11r .fl'/1t1r11tim1 from tl1r .vrrvit·r 11/ 
tlie c-mployrr c.·unc.·ernrd, if thl! SUJ:J:t'stiun, invl!ntiun, 

i .. 

1 s11prrior uccomplishml!lll, othrr prrsonul rffon, or 
';.,,;t,V/ .fprcial uct or srrvicl! in thr public intrrrst for which 
f' tlir 11w11rd is prtJposrd was m11dr nr prrfnrmrd whilr 

1/ir 1•mployrr "''1.t itt lflt' rmploy ti/ tl1r <iovrrnmenl. 

'' use 450'>· · 
e. Awards ror Suaestions. (1) An employee su1-

1estion must have been approved, at least in part, by 
the benefitina orpnization before an award may be 
;mnted, a." required un~er S CFR '451.207. 

(2) A suagestion m1&y be made the b1tsis for IUl awllld 
when it is accepted for adoption by an official author-

last. 261 
JaM-,1-

Ucd tu du IK>, even thuuafl it is nut tu be placed intu 
effect until a later date. An initial award may bt made 
upon acceptance for adoption, and the balance &ranted 
upon Ktual implementation. 

(3) To be eligihle for an uward. 11 su"estion shuukJ 
be 11ecepted for adoptiun within the time frJmc estab
lished by the aaency. When prolonsed. lesitimate con
sideration (e.1. test period) would cause the time limit 
to bt exceeded, the suggestion proaram manaaer 
11hould extend the time limilllttion 11s necesi>Mry. 

2-5. AMOl:JNTS Ot' AWARDS 
a. Establishin; ~11les. Within the frnmcwurk ur h1w 

and rcatulation, :iatcncics may cstahlish lhdr own 
aw:ard!I. sa:alcs. C~e ;aprcndiA l' for Ol'M a,:uid;an\:c 011 

award amounts.) 
b. Determining Amounts. Award amounts should 

be proportionate to the henefits resulting to the Gov· 
ernment from the cuntrihution. Wh,f~ more th:in one 

~=a:!~~~~ ~~~~;~:~':';:~osh~~~t:a:~~":~:~ A ft, 
a.o; it would bt had only one person heen invulved.(An l\ ( 
eAccption · · 1y be maJe, as provided ind. below.~ 

c. Es\im .. Jn& Benefits. OJ Every effort shoulil"be I\"'"' 
made to determine tangible .benefits resulting from em- ;Cont 
ployee contributions. For example. tan&ible benefits ·emp l 
can be calculated or estimated when contributions con- cl ud 
serve staffing power, materiel, time or space. eliminate S p _, 
unnecessary processes, or improve existin& methods. uh i:! 

Awards should not be based upon intan&ible benefits 4 ~ OU 
simply because it may be more expedient to do so. . 1 n t 
However, when benefits cannot be measured. for ex- i Tile · 
ample. fn,m contrihutions which improve science. i be s 
mcdK:ine, naturJI resuun:es, ur service tu the public. ! cnua 
the award may be -based on intan&ible benefits to the' Shari 
Government. Awards based on contributions with in- : port 
t:ingihlc hcnclits will he cumpar.ihlc, ;as for as prnclic· 
able, with awards based un cuntributiun!I. with tana,:ible euch 
benefits. (See appendix C.) 

When a contribution results in both tangible and in
tangible benefits, the amount of the award warranted 
hy the lan.:ihle hcnclils 'ihcmlcl he incrca"'-'11 hv lhc 
amrnml ul" llH· aw au I wa11 ank•I hy II"· atl&l111u11;1I Ill• 
tangible bcnelits to the Guvcrnmcnt. /\ 
• (2) Normally, nwurds arc h:iseJ on the estimated 
first-year benefits tu the Govcrnmcnl. However. 
••• in addition tu uny uwurd 11runted initi11/ly 11po11 

local application of u Sllf(l(rstion. ina·rntion. superior 
accomplishmrnl, or othrr prrson11f rfii>rt. "f11rthrr 
uwt1rd muy hr 1:rt1ntrd if: 

ees J 
pa ti< 
cont1 -

I 

(I) Thrre i.t widc•r 111111fin11im1. '" 
(2) Thrrr Urf' g~rr benrjit:i; them urigi11t11/~· dt'ler- 0, 

minrd. ($ CFR 45 08). ~/ {I/. 
d. Exceptions. rovisio~ould be made for ex

ceptions to be made to the agency's published scales r. 
ufawards under appropriate cin:um,tances. When thi!!. 
occurs, specific reasons in support or the determination 
should be included in the documentation and a higher 
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level ur upproval i;huukJ be required to MUthori:tc the 
exception. Appropriate occasions upon which excep· 
lions to the published scales miaht be made include: 

.. 

• When it is determined that a 1u11estion is within 
joh requirements, hut !liUhstantially exceeds stand· 
aanJs of pc1formance. In such instances, am M¥ency 
may arant less than the full amount of the award, 
or • 

• when a contribution is made by more than one 
employee ;and the amount or the oawan.I, when 

.• 

dulrcd by alll contributors. would be too i.iru11l lo 
be mcaninaf'ul and motivatina. 

• when there are substantial non-rccurril\i imple· 
mentation costs for a contribution that will benefit 
the Government ror II numhcr or ycuri.. In such 
insblnccs, the awanJ may be bused on an avero1~e 
of the estimated net benefits over a period of years. 

last. 2'1 
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Subchapter 3. Eligibility 

3-1. AGENCIES 
The following arc required by law to participate in the 
Govcmmenl Employees' Incentive Awards Progrum. 
an1I hy rc1?11la1iun lo csl:1hlish and orcralc 11n u~lo
Joitc pl;in whid1 tll\."\:ls OPM 1~uircmenls; ull t::xec
ulive Agencies, the Administrative Office of the U.S. 
Couns. the Library or Congress, the Office or the Ar
chitect uf the Caritol. the Bolunic Gurden, lhc Gov
'-"m1111:111 l'rinlini.: Ol'licc. and the aeuvernmcnl of the 
Uislricl or Columbia. I 

3-2. RECIPIENTS 
;1. Employees. AwarJs may be gr.anted under the 

authority of S USC 4S02-4S04 lo (I) 11n officer or in
dividual other th1&n K merit p:.i.y employee, who is (a) 
Jtppoinled in the civil service by a Federal officer, (b) 

· · eni;ageJ in the performance of a Federal function under 
authority of law or an Executive Act, 1tnd (c) "ubject 
to the supervision of a Federal officer while enpged 
in the performance of the duties of his or her position. 
While both career and non-career SES uecutives are 
cli~ihle for awards under this uuthority, OPM recom
mends 1h:11 J>rcsiJcnti;1I urpoinlces whose: ll(>point
ments require Senate confirm1&tion receive honor.try, 
rather than monetary awards. Honorary recognition 
is considered appropriate in light of the honor, ularie!i, 
unJ pcrquisiles associalcd with such positions, 11nd 
aJvisc1ble because of the potential for adverse publicity 
that could result if such officials were to receive sig
nificant cash awards. An exception could be made if 
un SES executive, who had transferred into a Presi
dential arrmintmcnl position. had clccleJ to retain SES 

1 -j tthcm:lih. 01111.:1 ~ :1rpoi11h:cs. whu meet cslah· 
~ ~. ef'. ,a fo.hcJ crilcri;i. m;1y receive cush uwanJs. 
· • h. Former F..mrtuyccs. Awards may he 1n1nted un-

l 
J. 

der the &IUlhority ors USC 4505 to former employees 
and to the legal heirs or estates of dcceaicd employees. 
if the contribution beina reco&Jllzed was made durina 
Government employment. 

c. Private Citizens. Agencies arc enc:oura&cd to es
t&1blish honorary awurJs of moderute value Uwl INiy 
be ~r.mted to private citizens or orpnizations for lia
nificunt contributions that benefit the department or 

' Sci:ainn 3202 al &lie Di~trict al Colulnhi111 Cio"c-111 ea.pre. 
llEn•ivc Mena Pcn.onncl Act al 1971 ~ &lie provili- al J 
USC •~I 111101. (2.KB' Uld (J' for niploytea 11ir.s oe Mil ,,,,_ 
J:anwry I. lllllO. 

Federal Penoeael Maa..a 

qency. These may take the form of mcJal ... ccnifi
cialcs. plaques or other items that can ~ worn ur Jj,. 
playedt.fftUJ be gsaatec:I to pc1.;u11.c who .uc ii~ 
Acw ct iilhcni cmpiOyccsz; 

3-3. CONTIUBUTIONS 
a. Type. An employee contribution may be a 'iU~· 

sestion, invention. surcrior act. ioervice. accomrli'ih· 
mcnt, or other personal effort suh .. 1antially cnnlrihutin~ 
io :onproved ·;overnmc:nl productivity or M:rvic..:, . 
C .ributions by private persons or institutions should 
be voluntary activities and cffon!i which 11id orfacilit;ite • 
the wort of the 111:ency or the Government. 

b . Criteria for 1ni.ntina: an 11ward. 
(I) lniticd Aw1trds. A key purpose of the aware.Ji. 

program is to cncouraac employees to play an active 
role in improving the cconom)· and efficiency of Go,·
cmmcnt operations. Accordingly. employcelll at all lev
els should be given the same encouragement to make 
superior contributions, and all employees whose con-

. tributions to the Government substantially exceed job 
llblndarJs 111houlJ he considered ror 1tppropri&1tc rec
ognition. When merited. uwarJ, shoulJ ~ grnntcJ 
without regard to the employee'" 1r.1de or level anJ 
type of responsibility. An award may be granted when: 

(a) The employee contribution benefits the Govern
ment. was mac.Jc while the individuul wus a Government 
employee, has been described in writing. and has bec:n 
approved by the benefiting organization.at u manoi~e
ment level higher than the individual who recom
mended the award or use oflhe suggestion or invention. 

(h) The contrihulion is uulsiJc the emrloyee·, jnh 
n.·s1lCH1sihili!ics. or within 1111.: cmployc""' joh rc'l'"ll· 
11ihili1ics if it ili so 11upcrior or meritorious that ii Wilr· 
runts sp:cial consider.Ilion for nn llWllrd. fG11it.1:1nc..: un 
determining rclulionship of contribution lo juh re,ron· 
sibilities, and extent to which recognition ma)' be up
propriatc, is in appendix D.)· 

(c) A sugcstion has been adopted only in pan. 
(d) A suggestion calling attention to rc~ulation' or 

procedures that 11rc not being observed or enfon:c:d. 
or to instances of fraud or abuse. ~auses manai;emcnt 
action that results in substantial tangible benefits hl the 
Government. 

(2) Further Recoaniti()f!. 
(a) Aficr 11 Promotion. A promotion that has taken 

into consideration the employee's superior job per
formance ordinarily is considered to be adequate rec-

Inst. 261 
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ognition of lhc high-level pcrform1tnce. However, lhis 
would not preclude an award beinJ 1rantcd for a sua-
1estion that had been adopted and for a special act or 
service. if criteria for these awards were met by an 
inJivid1ml who had received a J'mmotion. 

(b) After a Previous Award. The fact that un em
ployee has received a cash award for a suaestion or 
a special act or service does not preclude lhe employee 
receiving additional recognition based on sustained 

• 

last. 2'1 
Jue-.1'80 

.• 

superior perform1tnce provided the contribution pre
viously awarded is not used to support the new 
recommendation. 

(c) Upon Wider Application or Greater Benefits. In 
IM.ldition tn 11ny 11ward 1tr.intcd initially ""''" lcK:al ilfl· 
pli~tion of u contribution, u funher aw:in.I may be 
srnted if lhere is wider application or if there are 
.,.cater benefits than ori&inally determined. 
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Subchapter 4. Agency Requirements 

IBILITIES OF THE AGENCY 

1. Trninin • · hc• /1r11J of r11rl1 11,:rm·.v s/1111/ stfrr prr
""'' ,.,,, 1·1·.\lii11 t11t/,,.11s:1•11n··.,. i1wt'llli1·1· t1H't1r1/.,· 11r11-

.:.:m111 1111J .u•c•I.. lt1 1:11i11 1111ui111u111 /11•11rjil.\ ji1r t/,,. 
Gm·rrnment through imprui•ed rmployee motivution 
111J roductfrit\' h,· r 1•idin • or: Equal oppor-

111111(\' or 11 rm11 oyr<•.\ lo r11r11 ""''""~·' h_y° lr11inin1: 
1·11111/0\'t't'.\. "" /11111· till'.\'"'"·'' 1•11rt11111·11rt/.\ , 11111/ Jitrtlwr 
tr<1i11i11s: ji1r supc·rvist>n· und m11nu1:rrJ; 1111 tl1r rfi(•,·ti•·<· 
me of im·entil-e awards lo improl'e individual and 1>r
stm1i:.t1ti111111l 111·r/11rmt1nf'r. (5 CFU 451.205} . 

(I) Entr.t.nce on Duty. New employees, atl 1111 levels. 
should receive 1an orientation on the incentive awards 
progr.tm which includes, as a minimum, an explanation 

•of agency policy on granting awards: the purpose of 
the progr.tm: the scope of awards a~thorized under the 
agency's program: and criteria, documentation, proc
essing procedures, and approval authorities for per
formance and suuestion awards. 

(2) Follow-up. All employees should receive further 
guidance on how to think creatively and to use this 
,,ruccss to dcvclol' suggestions to impmvc i~cncy WK.I 
Government productivity and services, the techniques 
of writing suggestions clearly and succinctly, and how 
to estimate and describe benefits to the Government. 

(3) Supervisors and M;inagcrs. Supervisors amd 
man~ers should receive training which explains their 
roleJ as catalysts in achieving maximum individual and 
orpnizat.ional productivity, i.e. encouragina more cf. 
fective performance and employee idCMs for ir:iprove
nl\·nt: rcwanlinJ! Sllf'l' riur ;1chicvC'mcnl prnml'll}: h1l<inJ! 
ll 1,11silivc ••1ti11·11;ich lo su!*csliuns 1h11M1~h 1no111pl. 
fciir. und courteous responses; being foir and objective 
in gr.mlint.t 11w:inJs; ,,uhlicizin~ what is ~mntcd to 
whom, ulKI why, to mainlltin crcdibiliJy; considering 
wider application, within the agency and lhrou&hout 
Government, of suggest.ions, invent.ions, and other acts 
for which employees receive awards, to obtain maxi
mum benefit to the Government. (Information about 
publications und lr..ining Mids uvailablc for 11&encics' 
use is in FPM supplement 4.51, subchapter I.) 

b. Equity and Credibility. Integrity of the program 
by reviewins: ORent·y proxrum results to an11rr llaut 
""'11rJ,, 11rr 1:r11ntrd rquiwhly. 11n thr l11ui.t 11/ 1t1rri1, 
1t11J tlmt, 114•/1r11 1t1rritrd, 11c·1im1 i.t lu£.<'n 111 xrunl 
u••ards; und that ltifurmatiun is made avallable con-

cernin1: per.!iom; M•lw hm•t' rrn•frt'd mwird.\ 11111/ 1/w 
rt•11.mn(.tJ M'li.Y t'm·/i llM'tml i.\ 1:m11t1•<I: (.'i C'FU 451.2051. 

c. Ke!iOurces. (irt'11t1•,,·1 111111fr111im111I i11111t11·t hy 11/
/111·111i111: 1111 mln1111111• lm1ls:1·1 111111 .tt11j]i111: 11111/ ·"'l'l'"rt 
.n•ri•ic·c•.t 11111.t.t11r1· l"""'I'' 111·1i1111 "" 11ll 1·1111•loyc·c· .\II,&:· 

grslions unJ perjurmunc·r U'H't1rd rrc·11111111t'11d111im1., 
and ejfectfre promotion and publicity uctfritie.t. 15 CFR 
45/ .205J. (Guid11nce on !itaffing is in 11ppendix G of thi' 
ch:iplcr, 11nd un ,,mmotion :ind puhlicily in FPM ""P· 
plcmcnl 451, su~ha,,1cr 3.) 

d. Submissions to OPM. Tlli: 11.ud of r11d1 t1st<'111·y 
sh11/l trun.tmit 111 tile Offin•: 

(I J Awurd rrc11m111rnJ11timu m•,•r $/U,(11111 
(2) Hrn1mmenduti11n.\· ji>r Prt'.tid<"ntitll 1111·11rJ, i11-

dudin1: those f11r m<mrtury re,·111:nitim1 br.Wlncl S15.()()(J 
under -' USC 4504. 

(J) Any new p1"n, or chuns:r in plan. n11latt'r1/11111 
JO Juyx prior to thr pmp11ud ef]rt'lfre ""'"; m1J 

(4) By November 1', annuu/I,\', a rt:(H>rt un progri1111 
activities for the past fiscal yeur and a s1e11e111e111 of 
mqjor program goals , objectives and reso11ru.1f11r the· 
nrxt yeur. (.S CFR 45/ .205J. Instructions for l'l'eparing 
the annu11l re,,ort, using Standard Form ft'# "lncenlivc 
Awardlli Annual Kc port··, IU'C in FPM i.upplemcnt 45 I. 
1ubchapter 4.) 

4-2. AG•:NCY Pl.ANS 
a. Requirements. l::uc·h agenc·y slmll rst<1hlis·h m1J 

operate an up-to-dt11e plan "'/1ic/1 slw// prm·id1• Ji": 
(I) Delegation of uuthority and respon.tihility for 

appmvul of QM'ard.1 w the loH·ext lr1·el nm.\i.,·t""' il'itli 
·'"""'' 1111111111:1•1111·111 ,,,,,,.,;..,.,, , f5 c·1:H o/.H .!tlf11. l'n· 
fonmmcc u·Will'd n.·co11111ic11Jaliu11s should •~ i11i1i;1h:,f 
by the immediate supcrvisur ilnd ill least one lc\'CI of 
review, which may ulso he the Ul'l'rovin~ uuthurily. i" 
n:quircd . Suggestions should be asdopted by line mim
qement ~d at l~sl one level of review/approv~illor 
the award 1s required. ~ .a&CDC)' bca,d mill:,~:::....,____,, 
respon1 ihi'itics in ~athJVUjih Z Ah8ZcT:i 1lcem~ 
.appmpria&I: ~ 

(2) A • •11rd rt'c·11mmt'nd11ti11n!i 111 in1·11frr "'" 111i11i11111111 
amount of papr,..,.·ork 11nd processing "'/1id1 .tlmw.t tlwt 
criteria are met, expenditure uf apprupri111ed jimd.1 Ji,,. 
lite awurd is j~stified. and that a rrcord of a11 mrnrJ 
appmi·rd undrr t/1i.l p11rt. i.t 1t1adr In 1/1<' 1~Uici11/ 11f"r· 
sonn,./jilt'. (5 Cf'H 451.206.J A&,oenciel> may dcl>i•m •heir 
own pcrfonnance awasrd nominatiQn formats. m:t)' us~ I\ 
ru.f01-~t.. 41'f"f'>l"41L-~S.A.( e.L.6"'-1 .... -l-.... '11~ 
i.P~t1 l!Jr 
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~51-12 CHAPTl::.R 451. INCl:i.NTIVI::. AWARL>S 

the sua;geste<.1 formuts in llPpendix E, or m;ay prefer tu 
use a letter or memorandum. In any event, tbe follow
ing information is needed: 

• Identifying information such as type of award rec
ummcn<.le<.I; n:1mc, joh lille un<.I gr.a<.le, aanJ urga
ni:ulional location of the nominee; and, where 
there is a required minimum period of above-av
erage performance, the period covered. • 

• A narrdtive ju~tification that is brief, factual and 
uhjective unJ which incluJcs 11 statement of the 
imp;ict uf the contribution on the Ofl?:ani~1tion in
cluding illl cstinmlc ur t:angihle :1nJ intangihlc 
benefits. 

llsc of Committees to act uron indiviJ1ml mutinc 
:1war<.I n:co1111m:11<.lalion:. is unm .. '\:essal'ily timc~o11-

suming and often delays arantina the award. 'fhis de· 
feats the objective of reinforcina desired behavior 
through recognition because (I) employees .and their 
(lCCr' (ll!n:civc no connection hctwecn the uwmd ••nJ 
the superior performance or speciMI act or service or 
(2) the suggestion evaluation/adoption/reward process 
is so lengthy that the employee and co-workers arc 
<.liscournged. 

t :\I (·,.,um/ 111l111i11i.~lmtim1 1111J rr1•i1·M· 11/ tlw 111:1•11cy
wiJ<' /Jr11i.:rnm. induJini.: l"Yl·tt·nwtic c-1•uluutiun. pl11n-
11ini.: . 11nd feedhuck rrports to rmployees. ($ CFR 

-451 .206). Because there arc widely divergent views 
among su(lCrvisors ahoul Qtsh awarJs und slanJarJs 
for grunting lhem, agency and subordinate organi:ulion 
heads need to be aware of the frequency and types of 
recognition being gnsnled within their organization and 
how these ligures comp:1n: wilh similar organi1.-1tion 
und Govcmmenl·wide results. Cumparative statistics 
by agency may be found in OPM's 1U1nual publication, 
"Achievement, .. available in most libraries or from 
Agency Incentive Awards Program Administrators. 
Inquiry should be mude intu reasons why un oJ¥ani
:ution's recognition rate deviate~ excessively from av
erage. There may be valid reasons, e.1. organization 
or mission changes. or over or under-achievement of 
organization goals. If no valid reason exists, this may 
indicalc :1 training need which should he filled. A~en
l.il·, 1111"1 u·tai11 1t:'l"1Cllli.ihili1y fo1 1u111:l'a1t1 un·1·,j~l1t ; 

['(llicy Jcvclopmcnt/inlcrrn:t:tlion: ;ind rroa;rum evul
uation. rlanning iinJ i;uidilnce. F.;~h 1mh11rdin:itc level 
should proviJc for mmuul awurd:. pl'ogr.am cvuluation, 
planning. and reporting to management. (Guidance on 
program evaluation and plannin& is in FPM supplement 
4'S I. subchapter $.) OPM recommends that aaencies 
require heads of subordinate orpni:utions to 11uhmit 
to the agency: (u) the Ufl:aniwtion·,. annual report un 
the incentive awards proJrKm, and (b) proposed new 
incentive awards plans and plan changes, (or review, 
prior to implementation. 

(4) Timt' limil,, /11r romplt'titJn of rvttluntinn of Siii:· 

1:r.~tim1.f 1111J 111·1i1111 "" l"''fi""""'''" 11w11rJ rt'c·111n· 
nwnJ11tions. ($ CFR 4$1 .106). These are intended IO 
achieve prompt recop1ition of employee contributions, 

Jmt. 2'1 
June-, 1'11 

It . 
and do not Mdversely tifcct aan employee·~ ~uau:e~t1on 
riahts. Normally, awa?d recommendations and sug
aestions should be processed within 30 days for cases 
which can be approved locally. 60 day~ where 1hey 
require a hi;hcr level upprovul. uni.I ¥0 J:iy" where they 
require aaency level approval. A wards which recognize 
special acts or services. sometimes called "on-the-
1po1" awards, must be processed immediately. 

(.5) Uttk111:t' hrtM•rrn th1• t1M011rJ., pms:mm 11nJ 
tll'hir1•rmrn1.,· 11f 11111iun11f 1111J llf.:l"nt",\' s:1mf., 111111 oh
jl'l·tfrt'.t . tJ CFH 4.H .2f}f)J New OPM ['(1licy srclleJ 11111 

in .5 C:FK •S l.2U2 cncour:tl.\cs :igcncie:. lo nt;ike max
imum use of their dele~led authorities to gr.mt uw;irJ ... 
Within the rmmcwork of l:iw :md n:1111la1iun . each 
ap:ncy nM&y tailur ib proa:ram lo mccl it(ll!cilic ori;;1-
nization, mission, and work force recoanition need~ . 
The many and various uses of awards to reduce costs 
and to funher aoals and objectives is vinuully unlim
ited. Imaginative U!ies uf uw:ud:o. whkh h:1ve hccn o r 
are bein& used included awards for: 

• p'roductivity improvement, 
• ~uiring and maintaining lanauage skills. 
• recruiting for hanJ·t~fill vuc;ancies. 
• achievement or equal employment opponunity 

aoaJs. 
• energy conservation, 
• improvina services to the public. 

The Incentive Awards 8rdnch. OPM. and OPM re
aional staff members will provide technical assistance 
Co agencies 5CCking to develop new awards use' or 10 
implement plans uscJ hy other ua:cncie:.. In e,l;illli:.hing 
these progr.ams, the requirement:. of .5 CFR 4SJ.:?01 
must be observed, to reward only ..... thml' 11'1111.H· 

job prrformanu and adoptrd idrus brnt'fit tlir Gm:· 
rrnmr"I and urr ,,uh.rt11nli11lf.v 11hm·r n11rn111/ job rc•
quirrmc-nt.\· unJ pc-rf11rmuncc- J1t1111J11rJ.\". 

(6) Usr of munugt'mrnt rr1•irM'S ttnJ pruJ111"1frity 
mrasufC'mrnt procrssrs to idrntify 11111! rr«111111111·11d 
awards for t'mployus M'ho merl thr c:ritrri11. t5 CFR 
4$/ .1(){,J. When management reviews or 'other me;i.,. 
uremenl processes tli-.closc pruttrnm 11rl'a' "huwin~ 
i.111-.·1·i111 n:sull:.. '" uhjl''-'liv"·~ llll'I 111 iol' lu 1k;nllim· 111 

with fewer Ktuff hours. or less cost. there should he :in 

organi14-J munnL.oemcnt cIT11r1 lo idcnlify. rcc111mi,.._. ;ind 
rcwunJ the unil ur wurk team which producl.'<.I lhc fa-
vorable results. · 

(7) lmmrdiatr awurds for Pf'rformunu of m11··timc 
sprcial acts or srrvirrs. timrly r1·11/11111im1 111111 prrw· 
r .uins: 1>/ 11lht'r prrfilftnt1nc·t' 1111•11rJ.\ unJ .\11.i:.1:1•\ti""' · 
unJ 11mmpt />rr.\c-nt11ti11111if11111mwrJ t111"11rJ.\ . t.~ C/-R 
4$1 .1(){,J. R.ecosnition has its areatest impact when ii 
follows closely the contribution for which it is ~rJnti:J . 
Awards for one-time achievements should be recom
mended. proce~sed. and presented immci.li:itcl~· . 
Awards for !iUstuincJ superior on-the-job pcrform.ani.:c. 
and adopted SUSiestions, should be processeJ within 
the lime frames described in (4) above. 
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:iubd111111a 4'. A1:r11c,r NC''/llir<"lllC'lll.1 

C8) U.n· of tlir 111:n,,.y· ... 11nji1r111111u·1· llJ>/>rtti.ml ·"Y·"" cmployrm:nt history. clc.) be furnishe&J. pcrm1M.mn 
trm(sJ us thf' husis jor l(runtinl( DM'urds husrd on su.'li- 1nusl be obtained from 1he nominee before wch infor-
tuinrd suprriurpC'rfurmunc:ruf us.'liil(nrddutir.\. (j CFR mation is furnished 10 a private sponsor. 
451.106). Because other factors affect award decisions. U•> Agencies are encouraaed 10 establish one or 

.,: there shoulJ he no uulomalic :1wal"Js h:1scll solely on more levels or hnnnr.~co~nitinn such :" medals . 
performance uppr.&isuls. The employee's immc:dialc ur plaquc:s uccompanic&J by a ccnilicate. lo n:co~niLc 
supervisor is in the best position to judge whk;h type longer-term, career-oriented achievements or acts of 
of recognition most appropriately recogni1cs the'Con- heroism. These should be designed to bestow singular 
tribution and will best motivate the employee. And honor as official recognition of achievement and as an 
supervisors have considero1blc fluihility in matching incentive to furthe~· omplishment. They may he I 
rccol!nition am.I compensation to performance, for CK- iir.inted independent ·.or as a supplement to :1 cash ,,fl- J 
ample: promotion, ;r.1nting or withhold in" 11 within- uward, but should n · rve as a substitute fur deserved 

' . gr.1dc increase, 11nd granting a lump-sum cash award monetary awards. (further discussion on the effective 
for past surcrior performance or a q1mlity incrciise for use of non-monctiiry rccoJ?nition is contained in s11h· 
i.11111."riur lll.'fformam:c lhal is elltll.'ch:d to conlinuc. chaph:r 7J. 

(9) l:.'j]'rl'tfrr usr ul int·rntivC' uwurds tu mutfrutr (IS) Provision should be m1&de for 11gency p.Artici-
rmplt1yrrs. and rrcrptivity 10 and rnc:ouruRrmrnt of pation in external awards programs through which pri-
·"".i.t.S:•'.'litifln .... ''' b1· in1'111Jrd in r·ritrriu f11r .Wl.'lilflint•d vatc organiz.ation:i. 1runt recognition to outstnndinl! 

.-. :. · ... 11,,,.1·i11r 111•1Ji11·11111111·1· 11H"11rtl.'liji1r .m1,,.n•i.,11r.'li mul 1111111· l."edeml employee" Csec 11ppcndi111 Fl. (H'M cnco1m1i!C' 

·' 
"!-:"'-\· (5 CFU 45/ .206J. Supervisors an&.! manasers are ~ency participation in non-Federal uward prua;nims. 
responsible for making the most effective use of their We believe they provide encouragement to individuals 
human resources by encouraging and recognizing considering careers in Government. Also. the numhcr 
promptly cre;itivity. innovation C1nd superior perform- and variety of Federal and eKtcmal awarJi. provide 
ance. Success 14s a supervisor is 11ltributable, in pan. adequate recognition opponunitics for employees at 
to the work of subordinates. Deserving subordinates all levels and in II.II occupations and MIC brctckcts even 
at all levels who have not been reco&nized by their though some privately sponsored awards set criteria 

supervisor are not likely to continue as motivated cm- that may exclude cenain employees. The requirement 
. . .. ployces if the supervisor ir. rewarded. that incentive awards be a factor in qualifying and sc-

( 10) Cun.~idrrutiun of SUJ:l(t'sliuns and sprdt1I lccting employees for promotion docs not apply to pri-
uc:hir1·rmrnts for widrr app/ic:ation both within thr vately-sponsorcd awards. Accordingly. agencies should 
lll:t'nl')' nnd Gm•rrnml'nt-widr, and prompt rrfrrrul assure that personnel actions are not based, wholly or 
M'/1,-n t1ppmpriu1r. (5 CFR 451.206). (further auidance p.Anly, on the receipt of or nominalion for an utemal 
on lhe rcfcrr.11 u( such contributions to other ugencics 11warJ. This may he aecomplisheJ hy 11 specific ell-
is in subchapter 10.) ception, in ~ency merit promotion plans. of external 

( J 1) Rrc:ognition grantrd undrr this rrgulation 10 hr awards as a promotion factor. 
11 ft1c:t11r in run/.Jn1: and srlrc:tin1: rmpfoyrrs who oth- C 16) Agencies are encouraged to establi!'ih procc-
C'l't4'i.H' m1•1•1 rrq11irrm1•nt.'li for 11rmn11tion. (5 CF/t durcs to honor private citizens 1tnd organi~1tion!> for 
451.206). Agency promotion plans should provide for contributions lhey have voluntarily made lo the public 
this as a ranking factor. Awards granted by private service. Honorary recognition of citizen achievements 
organizations must not be considered (see (IS) below). serves to (I) encourage citizens and organizations to 

( 12) Agency plans for the oper.1tion of the SUJ!gestion assist Federal agencies in accomplishing their mission: 
rroi:ram should srell out lhe riathts of the en1ployee (21 recoarni7..c priv;ilc sectorcnn1rihu1ions hrnn ai!ency· .. 

I 
•. 

maLi11J: llK· sll~l·slio11 and thl' 11hliJt:11io1111r lh: ur~a fu11l'lio11s, sc.:rvin.·s. nrn1l&.·1:11io11s: aml I 11,k1111111sl1a1t· 
ni:1 .. ation. These un: discui;scd in !Oiuh\:h:iplcr ¥. Government inlcrcst in an ;ippreci;1tion of citi1.en i.up-

( 0) The pl;1n 11hould provide for confi&Jcnti:tlity of pun in impmving Govc.:mmcnl rntduclivily unt.I scrv· 

t . :; 
H. 
·,; 

:iward nominations during pmccssing. ~1·form;~~a_ ices. The type of honnr.ary n."C11gni1ion gmnh:J "houll.I 
awlU"d oom.inations contain privileged information be appropriate 10 the 11ianificancc of the contribution. 
should be made available only to those involved in the have some lasting remembrance value, and be suitable 
decision process and cenain other officials on a need- for display. Agencies should consider establishing scv-
to-koow basis. Nominating officials normally ahould cral levels or types or honorary awards-the highes1 
not discuss award rccommenda1ions with nominees authorized hy the head of the llicncy 1&nd others hy the 

-; i ;, 

-t· 
; 

i 

l
. , until the 11ward has been llJ>Proved within the qency heads of bure1&u11 or other manqcrs. 

or, in the case or external award nominations (i.e. b. OPM Review. New plans, or changes to existin~ 
. 

11 
.- awa~s sponsored by priv~'!_l!anizations), ~'jLlhe plans, must be submitted by the head of the agency to 

"\- r'T'L. ~..t. nominee has hccn 11electcu -:-:-~!i::e agency a!'i ~ k':"'" the Incentive Awards B.r.snch, Office of Personnel 
I '."-f:f djJate for that uward. However, when nominations fur Management, Washington, D.C. 204JS. for review no 
~ lv.'~," cxlcma.I awards require that personal information (e.1. later than )()days prior to the proposed effective date 
l AP• date of birth, home address, professional affiliations, of the plan or chanae in plan. (S CFR 451.205u:) <311. 
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Subchapter 5. Presidential Recognition 

5-1. AUTHORITY 

;a. 1111· l'rr•.,iJr11t 11111y /Hl.V" 1·11d1 "'''""' '" m1J illn1r 
n<'<"t'.UlllJ' rxpt'n.H' 11r t 1r m11r11ry '"'"" • • ·,,n 11 1111 
t'lll/I 11~·1•1• tt• 10 • ) .\' Ii.Ii :lll/:Jlt".lili1111, illl't'll/illll, .WI· 

,;c..,.,,,,. 111·1·1111111/i.\/11111·111. ,,, 111/1e·1· l1t'r.n11111J C'))i ·1·1 ,.,,,,. 
triblllrs to thr rfjicirn<:y, '<·onumy, 01 othrr 
impro1·rmrnt o/Go1•rrnmrnt oprrations ••• or (2)prr· 
fiirm.~ t1n r:ccrptiont1lly mrritoriou.t .tprcit1I ac-t orSffl
ii·1• 111 llw 1mt1/w 11111•rr.11t i 11 1·11111u·c·1i1111 with ,,,. rr/t1ll'll 
to 7,;_,. oj)id11/ rmp/oynwnl. A l'rr.tiJt.'nlitll 1111t•urJ nw.v 
hr m fldditicm tu t1h uxrnc-y award undrr srctiun 4JJlT 

- 11.f //1 iil/i:JJ_j}s_c_~ . 
---0. IJ11ri111: t1ny Ji.n·ul yrur, thr Prr.ddrnt muy 
"'"'"'' to t111_,. 1·11r,.,.r t1pfH1int1•1• • •• in the Senior F.x
ccutiv..: Service •.• 1l1t' rt1nli. 11}· CI) Mrri111rio11.11 ~r
ri·111frr. fur suslt1inrd ucc·11mplishmrnl. '" (2) 

ef>i.111i111:11i.11llt'd E.'fr1·11tirr, for ,\'11,\ltlinrJ rxt"11mlint1ry 
.,,,.,.,,,,,,,,;_,,,,,,,.,,,_ '' use 4507J 

5-2. TYPES OF RECOGNITION 
a. The Presidena·s Award for Distinauished Federal 

Civilian Service. This is the highest honor that the 
Feder.al Governmenl can gr.int to a curecr employee 
in rcco11nition of exceptionatl BChievements tha.t 11re of 
unusual benefit to the Nation. The award consists of 
a aold medal. a citation signed by the Pre!iident. and 
u hipcl rosette made from the rihhon on which the 
medal is suspended. Normally, only five such 11wards 
arc aranted annually, and presented by the President, 
••with profound app~~tion, hiahest esteem, and great 
personal satisfactio~.C.This award recognizes individ
mals whose oulstandinl! uchievemcnts have current im-
1•:•l"I 011 i111111nVl'd ( it1Vl' Ullltl•t1I ua· lltl• 1•11hlil: illh.'n.''8. 
Mnd exemplify to aut exceptional dc:arec:, imagiRKtion, 
cnumge, und high ability in canyini: nut the mission 
uf the Government. 

(I) Eligibility. Heads of depanment~ 11nd qencics 
may nominate career employees of their own qency, 
or employees of other qc:ncies when they have knowl
edge of their exceptional BChievements. Consideration 
for these 11wards 1>hould be extenJed to employees 111 
all 1rade levels; however, individwls 1&ppointed by the 
President or non-career members of the Senior Ex
ecutive Service may be nominated only ii their wort 
in Government might be considered to be within the 
Feder.al c..reer 11.ervicc. 

•(2) Criteria. The award may be presented for the 
best achievements bavina current impact in improvina 

Govemmcnl operations or servini: the puhlic inlerc,t . 
'l11e~ <K:hicvemenls sh;all cx..:mplify one or nK11·e of lh"· 
follow in;: 

(11) imaa:inatinn in dcvektpina: crcutive 'inl111iun' 111 

prnhlcms in Guvcmment; ur 
(b) courye in perseverin& qainst areat odds and 

difficUTtics: or:.. 
- (c) hi&h ability in accomplishina extraordinary sci

cnlilie ur tcc.:hnulua:ical ;ichievemenl. in pmvidina: 0 111· 

11tMnJint; leuJcrship in planning. ora;ani;ting. or dircctin~ 
11 major proaram of unusual imponance and complex
ity, or in performing an extn10nJinary act of credil to 

. the Govemmcnl Mnd the CQUntcy• W.. 

Cd) long and di"tini:uishcd career !ICrvice. 
The: imponance of lhc uc.:hic:vemenb to the Govern

ment 11nd lo the public interest shall be so outstandint; 
that the employee is descrvini: or greater puhlic rec
ognition than that whit.:h can he 1rantcd hy the head 
of the qcncy in which he or she is employed. 

(3) Selection. The Director of' the Office of Personnel 
Management requests nominations each year and ad
vises the President in scle(;ting persons to receive thi!> 
11ward. Recipients of the 11wanJ an: selected hy the 
President. (Executive Order 10717 11s a&mended by Ex
ecutive Orders 1()1)79, 1108.5, and 12014.) (The nomi
nation format appean; in appendix E.) 

b. Presidential Managemcnl Improvement Awurds. 
These are &ranted and presented annually by the Pres
ident to a limited number of individuals. ~maJI working 
aroups, or teams whose achievements durina the fiscal 
year resulted in substantial tanaible benefit!i to the 
C.nvernmcnl or reprcscnled c11ccption;1I •K"bk·vl'ml·n1 
iu ma :an:;• uf hi.:h l'n.'sidc11li;1I iulctc~ ,,.. "°'"'"·"·111. Tiu.' 
h~ds of fedentl dep11nments 11nJ 111eneies nomin&1tc 
candidates for this hi~h honor. The Dircctnr. Onice uf 
PerM>nncl Manaa,oemcnt. 11nd the Oin.."Ctur. Onice or 
Manasement a&nd Budget, lldvise the President on final 
selection. Finalists who are not selected for Presiden
tial Management Improvement Aw11rds receive Pres
identi11I M11n11gement Improvement Certificates. 
a&pproved by the President a&nd presented 111 aia;ency· 
level ceremonies. Candidates for Presidential Man111e
ment Improvement Awards must have received or have 
been recommended ror a Presidential letter or eom
"'e?dation, deM;ribed below, at the time of nomination. 
"f.: Presidential Lelle~ of CommendHljon Civilian 
an~ m11itary personnel whose contributions (su11es
tions, inventions, or special acts or achievementsl are 
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~yond job requirements amd rei;ull in lirst ycur meas· 
urable benefits of SS,000 or hiaher; or represent ex
ceptional manaaement improvement contributions of 
equal benefit to the Government in areas that have hi&h 
Presidentinl interest und concern should he rccom
mc:ndcd for p:rsunill lcllcrs of commendation from thc: 
President which are sent to aaencies for appropriate 
presentation. • 

IU-l 'i. inv:; ..,. t t e end of each fiscal year, departments. and 
.1;~·11:,tL allencies should review all agency contributions that 
'on~ h11ve received or been recommended for ll Presiden'tial :h· 1e,, le lier or commendation during the liscal year, und rcc:
~il'J'p.tr-1 ommend for Presidential Management Improvement 
~ ,,..;l.""')'Aw:mls those which they helieve merit this f'restigious 
·,1 ~p;,.l. rc:c:ugnitiun. (Nominating fonnatl. fur Pn.:sidc:nti.11 h.:1-
~I.. ters and Presidential Manqement Improvement Awards 
,.;,.·fl"lN< are contained in appendix E.) 
,A[, fo.r d. Prcsidcnlil1I Ranks. Presidential Ranks and ac
~t. c:umrnnyinit stipend!> arc: gmntcd ;annually hy lhc Pn:s-

.. • U@ it.lent tu recugni:te f'rulungc:d, high-quality 
uccomplishment by a select number of cueer members 

'···.· 

•'. _·. 

I. 
!-

' l· l 

of the Senior Executive Service. There are two types 
of awards t 11 Mci·ih: .us Exccutivc: • for i.ustainc:t.I 
;u:cumplishmcnl w11ic:., includes a lump sum payment 
or SI0,000 and (2) Distinguished Executive - for tiUS· 

tained extraordinary accomplishment which includes 
a lump sum payment of $20,000. The lump sum pay-

· - "lnent is in addition to basic salary. However, by law, 
the aggregate or an uecutive's hue pay, bonus, and 
stipend received in any fiscal year may not exceed the 
annual pay rate for Level I of the Executive Schedule 
in effect at the end of the same fiscal year. A certificate 
signed by the President and a distinctive pin accompany 
each award, which is paid by the employing qency. 
While there are no statutory restrictions on the number 
of individuals an agency may nominate for an executive 
runk. Government-wide limitations urc imposed by haw 
in that, in any fiscal year, (a) the number or Meritorious 
Executive awards may not be greater than 5 percent 
of the SES positions total and (b) Distinguished Ex
ecutive awards may not exceed I percent of the total 
nmnlx·r ur SFS p1siliuns m1thori:l'.ccl. Al·cualinJ!IY. 
;1~~·11\.'1l·l> !>houlll \.'Ulll>icln holl1 lln: ll'i:al tcl>trH.:lhctl> mul 
the tablt: below llS ll gener.al guidt: to the number of 
rnnk nominal ions that would be reasonable ror agencies 
to send to <WM coach fiscal year: 

TotMI Number of Asency 
SES Positions 

I to U 
1610 so 
51to75 
76 to 120 
above 120 

Nwnbcr of Nominations 
I 

I to 3 
3 to 5 
5 to7 

6% of total SES 

Nominations will be considered atrictly on the basis 
of merit and not on the basis of 111.-c:ncy 11izc or numhcr 
uf numinatinns from 11n qency. 

(I) Eliaiibility. All c:am:cr 11ppointec!lt in the SES arc 
cli&ible for consideration. The performance for which 
a nomination is submitted shall have been sustained 
over a minimum period of 12 months. Preferably. the 
executive's performance over sever.al ye;irl> l>houlJ he 
~kc:n into account. Any individual who rc:c:civcl> a r.ank 
of either Meritorious Executive or Distinauished Ex
ecutive shall not be entitled to receive that same award 
durina the followina four fiscal years. To provide for 
progression in the awarding of fllnks, a nominee for 
Distinguished Execulive norm:ally shall have received 
the r.mk of Meritorious Ex~'Cutive. An exc:cptiun may 
be made, however. in a case where an executive·s 
achievements arc of such :m cxccpliunal m1ture lh;al 
only the highest r.ank pcrmil>siblc would l>l:l"Vc: ;is lillin~ 
award. 

(2) Criteria. A nominee must have demonstrated 
ht) i.ust:iinc:d accomplishment for Meritorious Excc:11-
1ivc. unJ (h) sustained cxlr.aurdinary ;ac:cumpli,hmcnt 
fur l>istinguishc:d t::xccutivc:. 1:ucton. to hc: conl>idcrc:J 
include, but arc not limited to, the following: 

(n) dcmonstmtion of the qualilics of stn:n1:1h. lead
ership, integrity. indul>try. anJ p:r!>«mal c:una.luct or .. 
level thMt esl41blishes Mnd maintain!> a high degree or 
public confidence ud trust; 

(b) career achievements that are aenerally recog
nized throughout the qency or are acknowledged on 
a national or international level; 

(c) successful use or human resources as evident 
throuJh high workforce productivity. effective devel
opment and recognition or subordinates, and achieve
ment of equal opportunity goals; 

Cd) demonstration of personal initiative and inno
ntion in overcoming obstacles to achieve organill:l· 
tional objectives; 

(e) improvements in QUMlity Of work, efficiency 1tnd/ 
Or timeliness or perfomtMnce; 

<O achievement or significant cost reduction ena· 
blina the agency to reallocate resources to high priority 
activities; 

(g) unusual levels of cooperdtive effor1s with othc:r 
Fl•tler.tl a1-•t:ndc.•, ;mtl J!etvc.•rnmt•nf .iuri,clit·tioi": 

(h> C"flCCially Slll'CCl>,ful clforh in ;dhnuativ~ •9':lion: 
(i) record or accomplishment in ll variety or pro-

1r.&ms ar.d agencies. It is expected that nominees nor
mi.lly will meet muny uf lhc: forcttoing critcrh1. In all 
caases nominees should reflect credit on.the career civil 
1ervicc. 

The head or the agency may submit nominations. no 
later than April 15 annually, to the Director. OPM. The 
Director, OPM, recommends to the President ll list of 
those to receive the awards and final approval is by the 
President. Awards are presented by the President or 
his representative at a White House or other appro
priate ceremony. Nomination instnictions anJ i.ample 
format appear in 1appendix E. 
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Subchapter 6. Monetary Recognition for Performance 

6-1. RELATIONSHIP Of PERFORMANCE. 
APPRAISAi. 1'0 RECOGNITION 

The law requires the results of performance apprclis
als to he used ns"~si!I for rew;1rdin1? employees 
I~ USl · 4JO:!la)!:ll). All employee' whose pc1formilnee 
exceeds st;andards for the position concerned should 
he considered for appropriate recognition. 

6-2. REl.ATIONSHIP Of RECOGNITION TO 
PRODU(.llVITY IMPROVEMENT 

The Government Employees' Incentive Awards Pro-
1,:rnm is designed to motivate emJi•ol :s to · increase 

.. 
Table I 

ORGANIZATIONAL MISSION 

IMPROVED WORKFORCE PRODUCTIVITY 

Performance Management Too/$ 
• Ptomolion Bonuses 
• Awwds 
• Pay 
•Growth~s 
• Wen Team 54ruclure 
• Treirill!I 
• JoO Design 
• Pelfonnance Aids 
•R~ 

• Aul9ignrnera 
• Demolion 
• Romovlll 
• feedb.::k IO aut>ordir•es 
• lrdvidual 0.-.eloprneft ..... 

Feedbaek to subordinates 

PERFORMANCE APPRAISAL 
Based on pr.viously communicated 

Performance Standards 
and Critical Elemeru 

JOB PERFORMANCE 

PERFORMANCE STANDARDS 

CRITICAL JOB ELEMENTS 

productivity by rewarding those whose f1Crformancc 
is suhstantially uhovc normal joh rc~uircmcnt' ;ind 
a;lJlndanls. One of the keys to productivity improve
ment is performance management through u variety of 
mcthoc.ls. including effective use of incentive .... Aa,:cn
cies tiihoulJ make maximum use of recognition :au
thorities delegated by law and regulation to establish 
and administer a recognition progrclm that hest sup
ports •nd enhances their org11ni:t<1tional mission and 
national &,'<>als 1&nd meets the recognition needs of em
ployees. (See table I). 

GENERAL OUTPUT 

REQUIREMENTS OF 

POSITIONS 

POSITION DESCRIPTIONS 

FUNCTIONAL DELEGATIONS 

- . 
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•51-18 CHAPTl:::R 451. INCt::NTIVt:: AWARDS 

Aicncics an: n:s!'kmsiblc under 5 CFK •51.2US<u)(JJ 
for allocatini; un 11dequate budaet for incentive awlll'ds 
anmted under chapter 45 of title 5 and for staffing and 
support services for the incentive awards program. The 
Onkc of Personnel Manai=cment recommend' that 
ugcm.:ics allocate urrroximah:ly l'X. uf payroll costs uf 
employees covered by this awards authority for sus
tained superior performance awards, and an additional 
amount-based on estimates of past uperience and 
rrnjccted .iwards rrogmm gm11 .. and ohjeetives--for 
other reco{mition of all employees (i.e. honorc1ry, spe
cial act or .. crvkc. su~cstion), other expenses deemed 
necessary for honor.ary recognition, curcer ~rvice em
hlcms. an,1 educational ;ind rmmotional m:iteri;1ls. 

6-3. a::n·i::envi:: USE Oto' llECOGNITION 
a. Responsibility. Supervisors and manaaers have 

major responsibility for assuring effective us~ of rec
oµnition . They must clctcrmine the tyre of' n:eo~nition 

- 11· .·t 111m.t ;. propriatcly rccugni:tcs the i;untribution. 
i. • 1ost motivating to the employee(s), and is most cost
hcneficiaJ-in terms of return on investmcnt--to t:.c 
lll'i!ani1.atiun; and must n:commcnd arrropti;itc awar,•s 
rromptly. Effective use means: 

• granting recognition based solely on merit, 
• selecting the most appropriate form of rccoanition, 

.. • awarding it promptly, 
• assuring equity of consideration for 1twards wilhin 

their organiution, 
• preserving their, and the proaram's, credibility 

and motivating others by publicly making known 
the reasons recoa;nition is &n&nted. 

Special achievement awatrds and quality step incrca!ies 
me an important adjunct to the supervisor's aand man-
11ger' s authority to grant wilhin-1rade increases to those 
whose work is of an acceptable level of competence 
and to withhold an increase from those whose work 
docs not meet an acceptable level. Together, these 
delegated pay and awards authorities provide super
visors and managers an array of recognition possibil
ities that is sufficiently ftexible to recognize and reward 
difTl·rences in individual performance. Soundjm.l~ment 
h l'"'l'lllial . Mi,,t:ik'-·' tlmt n.•suh i11111ttk!l.Cl"Vi111-t 1~r..a1t1' 
receiving recognition, or deserving employee: aoing 
unrccolmized. undermine the pf0irc1m'5 and the man
ui=er's crcdihilit y. F;1ctors lh:1t am.-ct uw;1rd c.lccisions 
include un employec'11 catrecr llilutus ut goals, the re
cency of a quality step increase or prom0tion, a pending 
or recent promotion which recoanizes the same su
perior performance, or the fact th11t the employee has 
rcuched the top step of lhe S1tlury runa;e, or lhe statutory 
salary limit. Or, since the law 1overnin1 quality step 
increases permits them to be aranted only •'within . 
available funds" 1 lhe availability of funds for the qual
ity 11tep inerea~ may enter into consideration of the 
type ur recognition lo be arantcd. 
• b. Criteria for and Recommended Uses of Various 

Types of Recopition. 

lmt. 261 
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(I) SpcciMI Achievement Aware.I ... These an: one
time lump-sum cash awards. based on past perform
ance, for which all employees are eliaible. They rec
osnize two types of contributions: 

fol /\one-time special act. service. nr :.chicvcmcnt 
ur 11 non-r~urrina; nature by an employee or a •roup 
of employecs~onnecte wit or re ate to o cial em
ployment. SOme organizations call this a "Special Act 
or Service Award". This type of recognition is appro
priate when un employee or group of employees per-
fonn(s) substantially beyond expectations on u specific 
11ssii:nmcnt nr;1spcct of;m ;issii:nmcnt orjoh fom:tinn. 
or ror ;a liinglc scicntilic achievement. m:t of heroism. 
or similoir one-time special uct. service. or m.:hievcmenl 
uf a non-n.-cu1Ting n:ature. /\n award in thi' c;alci!lll"Y 
also could be aranted to an employee or aroup of em-
ployees whose disclosure of fraud, waste, or abuse in 
lhe Federal Government resulted in tanltihle benefits 
In the <iovemmcnt. Cfrcatest nmtivational imr;1ct fund 
lhercfon: a,:fl:alest effectivencssJ is :achieved when the 
award is recommended, approved, and presented 
promptly following the contrihution. Therefore. ai!ency 
document.ation, upproval n:~uircmcnt,, anc.I procc"in~ 
procedures must be minimal. A brief, specilic state-
ment of 1tchievement, 1tnd of l41ngible and/or intangible 
benefits to the Government which provide the basis for 
the amount of award aranted, ii sufficient. The amount 
of lhe 11ward for special act or service contribution~ 
is based on tangible and inl41ngible benefits to the Gov-
ernment. Agencies may establish their own awards 
scales. (Office of Personnel Management auidance is 1 _ r;,/ ! 
in appendix .) There is no limit to the number of ...,.,,..,.. .&r/ C 
Special Act £ds an employee m:1y receive in any " 
aiven period, either 1ts an individu;al or u .. a mcmhcr 
of a IJ"OUP· Receipt of an award in this category does 
not preclude the same employcc(s) receiving honor.try 
~oa;nition, or a cash 1twan.I or quality ster inerca'e 
based on susrained !iuperior performance of other job 
responsibilities when criteria for such recognition oth-
erwise are met. · 

(b) Sustained superior perfonnance of job rcspon
"ihilities hy 11n inJivi,h1al employee over :1 'rcdli'''' 
lk'lioJ of finM:. 'l11i" t Yl"IC of lel·o1-t11itio11 " :•l'l'ICll'I iak 
when lhe employee's performance ;appr.aisal clearly 
•hows that performance has met agency requirement ... 

• • • A. 
<>PM n:<:ommcnds that 11gcnc1c' n:~111rc pcrlrnmancc 
Of a&ll Cntie&I elements to have been Mt· least fully !>ill· 
isfactory (or the agency equivalent) and that over.lit 
performance substantia~y _ e11cccd full)' satisfac:ton· I\ ~~p.o.i"''" .. 
performanceJ!:o hC effective, the aawarc.I should he nw.s:t; we 
processed 11n ~blicly presented promptly so that the de~r··~.-';-~A 
employee clearly recognizes the relationship between /~·.,~ lJUt 

high-quality performance and lhe monetary reward. To ·~h,11t ~· 
reduce paperwcrt and to facilitate 1rantin1 these to IYI 01->o1;..~t, #..t,, 
awards, qencies maay elect to use a current. approved ~P.~ttt,t, ~ 
performance appraisal as documentation for a .. u,. r't.U.;.1-1t1 '1 
lained superior performance award provided the ar- ahd "~""~'~ 
praisal supports the conclusion that the award is ';:;/'; "i~ 

'""J~e.~~"'~ i *" 6 itk..J: ~J 
ftMraJ PtnonMI Manual ~ ~ tf.,.( 
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justified. If un a;ency requires uther pruccdun:s, Juc
ument.ation. processina. and review/approval delep
tions of authority must be established that permit 
awards to be aranted promptly, but at minimum. within 
the time limits Djlencies arc required to estuhlish for 
pnx:cssina; these llCt.iuns. They !ihuuld in no Wily pre
sent a disincentive lo nominatina officials. OPM rec
ommends that special achievement awards for sustained 
$Uperior performance be based on a percentage: or 
rdnge of percenta~es of the individual's rdle of basic 

t ,.,.J~I ray. ur lo l~'A: the ;unount hcinl! calculated on lhel\ 
llrl.S. sd11.:llulcJ rale. rnlher than the r:1yoihk r.1le. when lhe 

· ~f,'"'1 . employec's puy rule is at the st.alutory limit. If ll range 
'of pcrccnlaj!CS is used. the ;unount of :1ward shoukJ 

f.M.. / rclkcl the e11lc11l lu whid1 tlK: emplu)'\:e'i; pc11urmancc 
exceeded est.ablished job standards. The full amount 
for a sustained superior performance award Liily be 
aranted only once in any .52-week period. 

.·,,· .. 121 C')ualily Ster lncrc:1scs. Allhou~h :1 quality sler 

r 

l 
f . 
l 

increase is a P<l" a•·tiun. mo~ liGencies llllminister this 
recognition as par c ;"their Incentive Awards Proaram. 
The following material is provided to clarify the rela
tionship hctwcen incentive aawurds und quality step 
increases (sec tuhlc 2). and to fucilitale lll.'Cncics' 
adminislrJtion of these two recugnilions. If mure guid
ance un quality increases is needed, refer to FPM chap
f'er .531. 

C:1) Aprrorriate Usc.:1\A qu:1lity step incn:<lsc is up
propriate when, in lllkliliun to having met 1111 of the 
requirements for a sustained superior performance 
award. the employee's performance has been sustained 
at the high level for u sunicicnt time th:tl it is cunsidcn:d 
chamctcrislie of the individual's performance llnd is, 
therefore, expected to continue in the future. A qulllity 
increa'sc immediately raises the employee's basic rate 
of puy and has continuing benefits !'iuch ll!'i incrca!'iing 
immediately the recipient's life insumnee c.:overagc, 
favorably affecting subsequent promotions, and, in 
some .instances, retirement computations. Because a 
quality step increase is a continuing benefit, recom-
mending and reviewing officials should consider care-

rully the continuing cost to the Government 1&nJ the 
taxpayer versus the motivational value to the employee. 

(b) Inappropriate Use. Penonnel management 
evaluations and GAO inquiries have revealed mi,.use 
o( the quality step inc reuse uuthority. which they ;1t
lribute to lllCk of proper training for supervisori. and 
management officials. Typical examples of misuse in
clude when the employee is changing jobs. or the job 
itself is changing: or when the employee is detailed to 
lhejob for only ll short period. or is on detail tu unother 
joh or spccial project durina: lhe pcrfnrm;incc pcrincl 
b.:in&: n.:4:11.:nized. "ll'CM: circumst:mces ;m: inconsist
ent with ll determination th:1t lhe high-level perform· 
unee is ch:1mcterio;tic uf lhe indivi1hml's performance 
und is upcch:d to wntinuc in the future. Other prob
lems supervisors or manaaers have include (I> whether 
a repeat quality step increase may be aranted to an 
employee still in the !'iamejoh, 11nd C2l whether 11 quality 
step im:1eaM: m:1y he tcmntecJ to an employee who..c 
position has been duwn1rllded. 11nd who hus n:tained , 
pay. There !s n,othing lo preclude a quality step increase A /S /1 JJ! 

(3) Awilrd , Addition to Quality Step lncrcuse. In ,.(1,,,,~,~~ 
unusu11I ci1cu •. 1stances. if the employee meets 1111 the Cl V~ 
requirements for ll quulity step inen:;1sc. hut is so 1:11- P,!J 
ceptional in one job aspect or llssia;nment. or cuntrib- htt.,.. IJN.,/.141 
uted so importantly to mission or national aoals that /tf,;N({:( 
additional recognition is Wllmtnted. 11 lumr-sum c;1sh 
ur hunor award euukJ he 1r.anted in udditiun lu the tfr.J2t) 
qulllity step increase. 

c. Special Incentive Plans to Meet Aaency Needs. 
OPM will Hsi st agencies in desi;ning llnd implementing 
11wards prognams to meet Ufltlmi;io .. ation or employee 
ra:ognition ncedi.. Spcciul incentive pluni. that have 
been u!Oed effectively include foreign lllnguage and crop 
insurance sales plans at the Department of Agriculture: 
production progrdms at the Dcpurtments nf the Nllvy. 
Commerce, 1tnd the Treusury; llnd ll "May I Help 
You'?" program at the Veterans Administration. de
sianed to improve Government services -to Veterans 
and their families. 

.. -
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Tublc l. t:umpurisun al Munctary ltl.'t.'UCDitiuo rur lad.ividuaal Joo Perfurl'DMDL'C Above K~uin'CI 
Standards 

Ocsc1irtiun: 

Eligibility: 

Required 
Level of 
Performance: 

Q11uli1y lnrrrusr 
(Ptt.v AC'tinn 11nd~r .5 U.S.C. Clu1 trr .5J.J 

An mh.litiunal within-a:rJdc incn:asc 

. 
General Schedule employees ell.c:ept those in 
5tep 10 of their pay range. (An employee at 
the statutory salary ceiling may be grJnted a 
quality step increase to become effective 
when the i;tatutory limit ii; miscd.) Only one 
Quality Step Increase may be granted in any 
~2-wcck rcrind. Meril Pily (CIMI cmrloyces 
arc not eligible. 
~ t- ID 1.S ~,tf:-r 

S•stainrd S11prrior Prr/omrunC'r A••ttrd 
(/11C'rntiv~ A••ttrd 1111d~r .5 U.S.C. Cht1pln 45.1 

A one-time l~sum cash award hai.ed on 
an agency-determined perc:entaae of base pay 

All employees, except those covered by merit 
pay. ' CThe !itatutory limitation on the aggre-
111tc amount paid to a M:nior exci:utivc durin~ 
llflY fiscal yeur docs nol Uf'lf'lly to incentive 
a&wards grnnted under Ch;aptcr 4.5 or title .51. 
The full itmount of the award may be grJnted 
unly once in :iny .52-wec:k rcriod. 

· , pc a1 c mus , .. u s an 111 y. . '. , . · 
C•d-•g,.J. pc.r o.--..,-.,,L l.vb•L.~.,...'1-t-iA- ''f. .C-/LLe~i.L.,I ~Ll'f ~ t ~-!t p,t.-or ·~ 
O-r ~~lo,~~ e,'J....i."1•'°4~ 1 ~ fU.rfJru.....-&~ t>f' ~LI ~il-icAI ~/e.~.s ~S i:>e.t,..\, a. ... le,...!{' 

Performance .Ill'•, ... ave been suslllined at this Superviwrs 11nd man~ers must have dem- ~.J~!'IM / 
level for a Sli.°'ic .• t time that it is considered onstrated effective. u~e of incentive awards to S4 ' "" 7e, 
chamctcristic or the individual's rcrform;incc motivate their cmrl ~cs, and rcccrtivily tu 
;anJ is, therefore. expected to continue in the 11nd encour.igcment or employee i.uggcstions 
future. The employee must be expected to to the extent they had opportunity to do so. 
remain in the same position, or in a poiition 

• in the same grade.that is similar enough to the 
(,btb.f present position that his or her penormance 

_; /tv.-~{: t<vl i.an re11sonably be expected toCQntinue 11t the 

I .f'o, tA-•~ 1#~ ~!r..• ame level of effectivenest] A 
A ,±r'' 6'"'"" ~ .. v,_,., 

DoCumentation: Documentation must state the reasons for aranting the recognition. A current performance 

Appropriate 
Use: 

Benefits: 

last. 261 
JKDe-, 1'80 

11ppraisal may be used 11s documenllltion provided the 11pprclisal supports the conclusion that 
the recognition is justified. 

When the individual's continuina hiah 
quality performance in his or ber position 
merits faster than normal aala.ry 
11dva.ncement when compared with fully 
satisfactory performance or the agency 
equivalent. · 

•lncl"Cllse in rate of basic pay, effective first 
f'lilY period after llf'lf'lroval 

•May incu:asc cmpluycc'i. lik i11s11r:1m:c 
cover.age 

•Can fovomhly ;1ffcct cmrloycc'11 f'laccmcnt 
in pay rJnb'C in ru1urc promotions 

•C1m fa&vorably aff~t employee's annuity 
computations. · 

When the individual's high quality 
performance in his or her position has 
11ubst11ntially exceeded performance 
st11nda.rds of the position concerned over an 
agency-determined period. 

•An immediate. subslllntial lump-sum ca.sh 
liwanl 

•May he ~1:mll·J tu thu-.c al lhl· lol' sll'I' ul 
• their pay ran1:tc or whusc s.ul;iry has re;ichcJ 

lhc statutory limil 
•Pc1mits public prcscnt;atiun involvin~ rccip· 

ient, co-workers, and recoinmending/a.p
proving official(s) thus providing additional 
recognition and preserving credibility of 
award!i program 

•Employee is motiv11ted to repeat high quality 
performance to cam further reward and 
recoanition. 
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Subchapter 7. Non-Monetary Recognition 

7-J. PURPOSE 
Motivoition is comrlcx imd i-:rsonal. II varies wilh 

the type of organi:ustion, the age 1tnd the background 
of the emrloycc. and ultitudes of those who have hcen 
;issoci;ited with the 01}:;111i~1tion for ;.r long time. An 
award that may be an incentive in one time and place 
may have little or no effect in another. An a\'1ard, or 
likelihood of receiving an award. thi1t motivates one 

. cmploycc may le;ivc another indifferent. Non-mone· 
" tury incentives offer two major advanl4tges--ti1e) } ~Ip 

meet employees' needs for recognition, po-..1h and 
responsibility, and most can be relatively inexpensive. 

7-2. RESPONSIRll.rrms 
The r.mge 11nd v11riety of non-monellitry incentive is 

.almost limitless. Each organization and each super
-visor and manager should work with their employees 
and incentive awards progr.am st:1rr to design incentives 
progr.ams that 11re meaningful 1111d that will motiv11te 
and sustain high levels of individual and organizational 
accomplishment. In doing so, agencies are reminded 
of imy uhli~ation under~ USC Ch;ipter 71 to nct,.•otiate 
or consul!, as arpmpriate, with n:co~niz"'-J h1hor or
ganizations on the 1tpplication iand impact of this pro
grc1m on current policies, practices, and existing 
collecti-ve bargaining agreement!>. 
-·· - --~ 

( 7-3. HONORARY Rt-;COGNITION 
"---._.. Major Honor Awards. Agenc;iea- are /encouraged 

to establish major honor-awards to recognize: (I) dis
tinguished, career-oriented achievements and (2) clearly 
si[!.nificant contributions that have benefited the Gov
,·n1111c11t i11 an·as s11d1 i1s el111al employment u1lfltt11u
nity, cncr~y conscrviltion, llCicntilic n:scan:h, improved 
communiciltions with or i;ervice 10 the public, and oth
en. of hii,:h r1imity to the org01ni1.c1tion. llonor awimJs 
usually t11ke the form of a medal. plaq uo, certificate or 
scroll, and are exclusive because of the high level at 
which they are approved and presented, and the limited 
numher that are 1twarded. 

(I) Distinguished, Career-Oriented Achievements. 
Most agencies establish two or three levels of honorary 
awards which typically are presented lo persons who 
have received lesser forms of recognition throuatiout 
their Federctl career, including monel11ry awards. Usu
ully. the highest, .. Distinguished .. or "l::llceptionul" 
Krvice 1twards, take the Conn of ll gold medlll, lapel 
emblem and citation; the second highest, .. Superior" 

. federal Penouet Moul 

or "Meritorious" 11ervice 1tw11rds, consist uf_a. silY.cr. 
med;i[ fa~I c_rij6'f~m muJ s..i.!:11!,m: __ n~~s~_;~, ... uy arc 
aapproved and presente'd-by the ua;el_!9'_ 11_eal.{_. ~nJ an 
iii\pfoyee-wOuTJrecclvclhc-IC~~r !~_!l1;_nit_!!•n hcforc 
aFic l11~h~r.- - --- - ---
--(2) Si&nificant Achievements in Other Areas. 

(a) EquaJ Employment Opportunity. Agencies are 
-urged to ~ognize supervisors. employeei.. and units 
· makina; "ignilicimt nchicvemenls in this iire;1. lkcipi
ents should have 11chieved outsllitndina; result!> throu!th 
unusually effective leadership, skill, ima-j,,~tion. in
novation, and perseverance in extending -.qt oppor
tunity in Government 11ctivitics . For udditiom1I 
information on eligibility. criteria, administr.ition . type 
of award to be ardnted, etc., see FPM chapter 713. 
subchapter 5 . 

(b) Occupational Safety anJ Health. A;encies arc 
urged to recognize employees or grours who have 

·achieved outsllitnding results in this arei. throua:h un
usually effective leadership, skills. imqination. and 
innovation in promoting occupational !Wifely and health. 

(c) Cush i1wi1rds may he granted when eontrihutiun' 
in (u) or (bJ uhovc mcel lhe critcrii1 for monctitry rcc
Olnition in subchapier 6 of this chapter. 

b. Other Honors and Privileges. Supervisors should 
consider what types of recognition they and others 
huve used most eITcctively, and tailor their incentives 
progr.un lo meet specific conditions and needs in their 
organization. Citations; letters of comtnendation or 
appreciation; certificates; special emblems or badges: 
pictures taken with key officials; publicizing employee 
achievements in the Of1.!ani1.c1tion's house ori!an: tem
pm1ry duty in ;1 Jcsirahlc luc;1tiu11; ;11tenJa11cc :11 ;1 
meeting with the boss: opportunity to utlcnd a st;iff 
meetina:. conference or tr.ainin~ pro~mm: itll hitvc: i1n 
uppropriatc place in lhe recognition Sf'\:Clrum. Other. 
more structured, recognition includes: 

(I) Job Enlaraement. A variety of approaches make 
work more interesting and/or more responsible . For 
CXllmple: employee participation in decision-makini; 
and problem-solvin&. using teams (e.g. Quality Circle!> I 
from various parts of the organization to work on a 
specific project or problem: aiving employees respon· 
sibility for completing a larger seement of work r.ather 
th1111 a smaJI isolated t11sk and providin~ them more 
control over how 11nd when the work is done: und 
rollittin& assignments to enlarae employee perspec:ti,·es. 
capabilities, and work experience. 
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(2) Educational Opportunities. This coukl ~tuition, 
reimbursement, time off 10 attend courses related to 
the individual's work, or a combination o( these. Ad
ditional ltnowled,e and skills can improve commit
ment. p:rl'ormancc. und rroductivily on lhc joh. 

(3) Can:i:r lkvclopmi:nl. Aa;cm:ics Ciin devdop ca
reer ladders which provide well-defined opport,µnities 
(or promotion integrated with training. 

7-4. CARF.ER SERVICE RECOGNITION . 
The Ofiice of Personnel Munaa;emenl encour.tges 

ai!cm:ies lo cstahlish prog;r.ims Ill rccognizc signiliciint 
milestones in their employees· curcers and lo use the 
Federal career service cmhlems lo emphasi:r.e th:il serv
ice Ill the lillvernmcnl, rnlher lh;an servK:e to ;1 p61r
ticular Department or Agency, is being recognized . 
Employees should receive credit for total Federal Serv
ice. including civilian and all honorable military serv
ice. when ·;I! •ihility for career servK:c n:coinition is 
computed . F cr.11 ciir~r service emblems, 1tvaih1ble 
throu11h the General Services Administration in the 
form of lapel pins or buttons, charms, or tie tacs, rec
Ol!nize service frnm ten to fifiy ycur... in five-year in-

last. 261 
June-, IMO 

cremcnts. Aaencies determine type!!., aancJ frequency 
of presentation. Emblems should be presented promptly 
and with appropriate ceremony, with emblem!i recog
nizjng 2S years of service and over 1enenilly bcinl! 
f)rc!>Cntcd hy tor official" of the lli!Cncy. 

7-5. MERCHANDISE INCENTIVES 
The law provides authority to arant cash a~:ard~ 

only; merchandise prizes can not be granted in lieu of 
ash. However, 11gencie' could use ii pictorial lcanct 
that would show merchandise option' timupcd hy ma· 
jor cash uwt1rd levels e.g. S2~-S~ll. SIOO-S2<MI. 
$200-$300. $300-$400, $400-S500. over S~OO. ch.:. A 
numhcr uf commcrci:il ori:ani1..ations provide mer
chandise incentives prua;mm service,.. Merch;inJi,c 
provides lastina satisfaction which reminds the em
ployee of the recoanition granted throuah the incentive 
awards proaram. Employees have an opponunity to 
c11pn:ss pride in their uchicvcmcnh hy di,pl;1yinl! the 
item lhev ~lected lo fric:nds and rchative!I.. And. fam
ilies B.S! .r •e an ~tive role in motivatina employee!i by 
selecting items and encouraging employees to cam 
them. 

Federal PcrlOllMI Manual 

255-S I 311-539 I PO 243 I 79219 



Subchapter 8. The Suggestion Program 
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1-1. PURPOSE 
Su~cslion syslcms ;an.: h:ascd on lwu rundamcnlal 

concepts: (I) the individual closest to the job is in the 
hcsl riosilion to recommend improvemenls (su~es
ti1t11sl fur that f\0111i1..·ular funclion. proces!>, or opcrn· 
lion, and l2) no one individual employee, supervisor 
or manaaer, has all of the 1ood ideas in any organi
zation. Suggestion systems. in both sovemmc:nt and 
induslry. have pmven themselves cost effective. In the 
Federal Government the ,·c;~ ··rn has hl:en 'ap(lmxi
malely 10 to I, aand in indust approximately 6 to I. 
And during the fir5t twenty-five years of operation, the 
Govcmmcnl's su1:1:estion progmm has prodU<:ed $2.7 
billion in first year benefits . Because or these results, 
many leading business finns believe the return on in
vestment in their suggestion proarams to be well worth 

,.allocation of considerable resources. For example, in 
rccenl years. General Motors has paid 11n 11vemge or 
S 14 million in 11w11rds. TMngible benefits rulized from 
employee suil8cstions represent staffina, materiel, or 
other vital resources that can be redirected to meet 
other important priorities. In 11ddition, many ideas rc
sull in hcnefils th.at ectnnol he mci1surcd in lcnns or 
savings, ycl they represent important 11dvanccments 
in such areas as medical research, national security, 
and the environment. 

8-2. SUBMISSION 
a. Acceptable for Consideration. To be considered 

as a suggestion, the contribution must be a constructive 
proposal, submitted in writing by one or more cm· 

. /). ployce!>, thal <lireclly cnnlrihulcs In economy. nr cr-
i . I /I/ licicncy. or dircc.:tly increasc.:s cffcclivcncss or 
h . .10; Government oper.llions. It nccdr.\be new or original. 
·" ',t. and may result from the sua:gcstcr's pn:vious wo~ 

experience, research, or education. 

• 

b. Not Acceptable for Consideration . . Ideas that deal 
with employee services, benefits, working conditions, 
housekeeping. routine safety practices or maintenance 
of buildings 11nd grounds normally ttrc not eligible for 
consideration as suggestions. Depending upon tocal 
submission procedures, the employee's supervisor or 
the suggestion program administrator shou~ direct 
them to the official authorized to make a decision on 
the idc11, and ai;surc that the employee i" informed of 
the results. However, when Mn idea cxclu<lcd under 
tht above results in benefits to the Government, it may 

-- - · 

he accepted 11s u su1:1:estion und an appropriate :iwar<l 
mily he granlcd. 

c. Forms. Suggestions should be submillc:d on an 
official agency SU(:J;CStion form. Supplies or these 
.shoulJ hi: c;asily ;1ccc"sihk- to employee!>. ( >l'M H'\.' · 

ommends that the form include: informalion which fully 
defines the terms and conditions of the qency·s sug
sestion progran1.hrovidcs guidance on how to prepare 
the Auggcstion, 'imd 11n 11~rccment to he si~ned hy the 
sua:gcstcr. (~"C suhl:haptcr 4-2.a. ( 12)) 

d. Other than ForlnCla Submissions. An employee 
idea informally commut ·· ated to management. th;il i" 
ardoptcd, may be documented later hy the employee 
ttnd submitted as 11 suggestion. An 11ppropriate su~
sestion 11w11rd may be grclllted or the idea may be the 
basis for a special act or service award if 11dopting 
officials consider this to be a more appropriate way to 
recognize the contribution. In order to protect 11n em
ployee's rights to 11 su1:1:estion, management oflicial!> 
who adopt an idea communicated informally should 
uric the employee to submit it as a suggestion 
immcditttel y. 

1-3. PROCESSING SUGGt.:.~;noNS 
a. Supervisory Involvement. Employees should be 

officially encouraged to discuss their ideai; with their 
supervisors. This <actively involves supcrvi'-01'!> in tht: 
suggestion progro1m and improves communications. 
Supervisors should be encouraged to assist in devel
opment and preparation of their employees' sugges
tions. However, provision should be made for 
suggestions to be submitted directly to the suggestion 
pro1:ram ;11lminislrnl11r if ;en Clllfllnycc prt:fcl'\ In tlo "41 . 

t(}l111di11e·.u~gc.:ncics arc rc.:4uircd to csl;ahli!>h 
time limits for processing 11ug~estions (5 CFR 
4.S 1.206<1.fH. F<iilurc lo act promptly on su"cstiun". ur 
to keep employees fully infonncd or the status of their 
IU&gcstions if established time-frames may be ex· 
ccedcd, violates employees' riahts to receive timely 
evaluations, undennincs management's credibility and 
employee confidence in the program, 11nd severely re
duces participat~· o PM recommended time limits 11rc 
in subchaptcr 4 d) Active follow-up is effective in 
producina time evaluation. Aacncics that have an 
effective correspondence control system should con-
11ider including sucgcstion11 11s controlled item!>. There 
is no reason why tt response c11nnot be 1ivcn to the 
majority of suggestions equally as fast as correspond-
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CHAt'TcR 451. INCENTIVI:;; AWARL>S 

cni:e is fwinJlcJ. Sua:geslions with polcnlially hiMh sav
ings to the Government should receive priority handling. 

c. Wider Application. Aaencies are required to con
sider sugr.estions for wider application within the 
:1i:cncy :inc.I Governmenl-wiJe 11nJ 10 refer them 
promptly for consic.leralion. (5 <.:Flt 451.206(,jJI. t.::val
ualing officials and the sugestion program adminis
trator have major responsibility for considering whether 
the idea may benefit other areas. • • 

8-4. RECONSIDERATION 
Su~cslcn. who h:1ve questions rc&tarJing lheir sug

gestions shoulJ be encour.ageJ to contact their super
visor or the su~eslion pro&trnm 11c.lminis1ni1or. If 
supplcmenl;il information proviJeJ hy the suggester. 
und a review of the !iiU&gestion fife inJicates that it is 
warr.anted. the suggestion should be reevaluated. Jfnot 
wammled. the i1ugges1er should be told why the sug-
&teslion will nol he rccvalualcc.I. The decision IO udopt 
or not ac.lopt u sua:gcstion. iand lo gr.ml or not to aranl 
an award. is ll management prerogative. and nC' · :riev-
able under un agency's grievance i1ystem. 

pr.acticul application of the idea 11i. u n:i.ull of the 
suuestion. within yea~ or the cbite of final 
action on the sugestion as defined in the aaency 
plan. 

(Sianature of Employee) (Date Signed! 

b. Aaency Obligation. The obliption of an agency 
under the sua:gcstion prugr.1m is to: ( IJ a:ivc due con
sider.Ilion to a sug&;estion. anJ 121 if it is 11c.lopleJ. con
i.ic.lcr &tranting :in :aware.I. In ;iny such consic.leralion. the 
ua.oency must make u prompl. objcclivc. nnc.I foir evul
u:1lion of the su~estion nnc.1 its v:ilue anc.I usdulnc'' 
to the agency. The :i~cncy's pl:m shuulJ nol himl ii tu 
ar.ant an llWMd in aany cuse in which the 11ui:gestion is 
adopted, but it should require that the aaency exercise 
some discretion in determinina whether to gr.ant an 
11wurc.I anc.I lhal ii not c:nsually or 1ut»itmrily withhnlc.I 
IUI uwanJ. A.,'Cncies ure n:quin..~ to ulloc.:alc adequate 
funds for awards (5 CFR 45 l.20S(a)(3)). 

~., --.. ~/8-5. u.:GALAAsgecf-s 
.. ·· / a. Employc~ "ltil:hls. An ugency's plan for the op-

c:. Government Righli1. Title 5. Chaple · 5. Section 
4502, U.S.C .• !il~lles that .•. tW«'t'/>l1111n• 11l t1 nuh 
11111mrd .•. ,.,m.\·titult'.\ un 111:rc·c•mrn1 1/1111 1/ir 11.\t' by 
lht' Guvrrnmrnt uf un idru, mt'tlwd, ur dt'1'kt' Ji1r K'liid1 
lht award is mudt dot .s not form tht bu.sis of u f urt/ier 
tluim of uny 11uturr u1:uin.\I thr Gcl\'rrnmrnl by 1/u• 
t'mployrt'. hi.\ ur hrr l1rir.\·, ur w;.,·i1:n.\. Thus. once an 
award is made, the suggestion becomes the exclusive 
property of the United States Government. 

I I 

,. 

I 

. . . 
~ :; 
H. 

l. 
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L 

--

eration of the suggestion program should spell out the 
rights of the employee making a suggestion. These in
c!ludc lhc following: 

• An employee who submits 11 written su&gestion 
under the provisions of an aaency's sugestion 
plan has the right to receive a prompt, objective. 
unc.I foir evaluation of the idea 11nc.I, if it is atdopted 
either through wrillen notilicution or pnactical ap
plicution, to be cunsidercc.1 for an awurc.I. 

• The suggester retains the right to be considered 
for an award for la specified period of time es
tablished hy the agency! after the date of final 
action on the !liua:gestion, i.e . , the date of written 
notification of non-adoption. OPM recommends 
two years. If the sugester wishes to resubmit the 
suggestion with new information to support its 
hcnefits. he or she muy do M>, thu!li extending the 
a want \"Ill ii l•·m,·111 l"·1·intl. 

The su~cstion shoulc.I be 11ubmi1ted on u form (which 
fully defines the terms and conc.litions), prepa•-ed unJ 
c.le .. ignalcc.I for thi .. llSC hy lhc mwani;r.;alinn. T~ !>UI,:• 

11es1ion fonn might include the following in bold type: 
It is understood by the employee wf\ose signature 
appears below that the suggestion submitted on this 
form may be granted an award only if adopted by 
lhe Government, by written notilicution or throu~ 

last. 261 
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d. Promoting Participation. Since participation by 
employees in the suggestion progr.am is voluntary. 
111:encics atre encour.aged to constantly promote and 
publicize the Pl"OGr.tm. In promoting employee partic
ipation, solicitations should be broad. 1eneral. and 
directed equally to all employees, to avoid complica
tions with wage IUlc.I hour leaws anc.I to protect the non
bargainablc feature of the program. For example, am 
aaency may ask for ideas to improve methods. elimi
nate waste, c:ut costs, or improve cond.itions in the 
machine shop or office: or it might point out areas 
where r>roduction pmhlems ex isl. Rut 11ssi1mment nf 
:1 '1'11."cilil: suh~·l·t 01 I" nhkm lo he: ,..,11,,.,1 hy ;111 t•m 

ployce sulllleslion cuuk.I. if the iJca were aJuptcd. r:ii~ 
the que,;tion of hourly or overtime pay for comrosin~ 
lhc i>ua;gcsliun. 

c. Milnlliement Improvement' Projechi. ldeul!. MJlk
ited through management channels other than an 
qency'a suggestion proaram should be linked 10 the 
suggestion system to assure that an agency meeh its 
obligation to employees descrihcc.I in 8-S :1 .• ;iho\'e. 

' 
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Subchapter 9. Inventions 

9-1. PURPOSE 
To llain maximum vnluc li.1r the rcscan:h ;md de

velopment (R&D) expenditures of the Government, 
OPM slmnJ,!ly recommends that llJ,!encics ttnint nwards 
for invcnliun' undt.:r the lm:cntivc Aw;udi. authority. 
Such awards will help motivate Federal employees to 
make and report inventions. The awards also wi'J prop
erl~· recognize Federal employees for their d .welop
Ol\."111 and di,clm•11n: of inventions made to lhj: bent.:lit 
of tht.: Federal Govemment 1md/or the public . 

9-2. STATUTORY AUTHORITY AND 
POLICY GUIDANCE 

a. Title J~. U.S. Code contains lnws itovcrning in
ventions and patents. 

b. 37 CFR 100 sets forth Government policy con
cerning the allocation or rights to inventions made by 

"fedcrnl employees. • 

9-3. AWARDS 
a . General. Agencies arc encouraged to use their 

monetary award authorities to fully rcco,nize 11nd rc
w;ird employee inventors. Such aw;ards and attendant 
recognition (I) encouro1ge the efforts or individullls en
Baged in research and development and other scientific 
and technical work within Federo1I OJltaniz.ations and 
121 rcw;ird those whose inventions benefit the United 
States Government and/or the public. A monetary 
award should be considered if the invention either (I) 
contributes to the efficiency, economy, or other im
provement in Government oper.ttions or C2) is in the 
puhlic interest and is 11ssoci11ted with the employee(s) 
oflkial empfuymcnl. Even 1hu11J!h the malinJ,! uf m1 
invention is considt.:rcd to bC within an employee's 
oOicial duties it is emphasized that the employee in
ventor should he.: considered for cash an<l hunonary 
recognition under the agency's Incentive AwlU'ds Pro
aram, using the auidancc in paragraphs t;i. and c. below. 

b. Initial Awards. An initial awar,d should be granted 
in 11l1 CCISCS where II reported invention hltS been fll· 
voro1bly evaluated by 11 Feder.ti 111:cncy 11s having value 
to its mission. It is suggested th1tt this llWIU'd be SlOO. 
When a patent application is filed by a Federal aacncy 
and the Federal Government either owns the invention 
or has a license, further monetary recognition should 
be pmvidccJ urion nolification thilt the U.S. htent outd 
Tro1demark Onice has itosucd • patent. (or notice of 
anowabili1y in those instances where issuance or a pat· 

eni will be deferred because of N;ational security re
strictions). It is suggcstcdlft'ith gener.il pr.ictice amonll 
Federal dc,,.1rtmcnts ;1nu ,;ttcncie,. 

~. AJJitional Awardi.. 
(I) Jn addition to the above cash recognition. agen

cies should arant further awards Cup to S3S,OOO - sec 
,.uhchaptcr 2) on inventions owned hy the U.S. 
Government: 

(Ml whenever a;uch inventions benefit the public ai. 
evidenced by the number of patent licenses 
1rantcd, reports on commercialization from pat
ent licensees, 11nd other information pcrtilining 
lo the cummercial use of the inventions: and/or 

(b) whenever such inventions provide benefit to the 
Government as evidenced by Government use 
(sec appendix C). 

(2) In 11ddition to the cash rcco,nition provided in 
b. above, agencies may grant runhcr awards on in
ventions in which the Government has a license. How
ever, such additional awards should be gro1ntcd only 
to the utcnt thilt the invention hils benefited the 
Government. 

(3) Jr the calculation or estimate or benefits to the 
U.S. Government docs not fairly rcftcct the later 
ycar(s) benefits, consideration should he given to either 
11n aver.iging of actual benefits Juring sever.al yenrs of 
USC or the invention by Government or using ll more 
representative year e.g. the benefits in the 2nd or 3rd 
year following use or the invention. 

d. Periodic Review. Agencies should. annually re
view 11n<l evaluate the henefih of all employee inVl'n
liuni. to the < iovemmcul ;111d/ur tu the llllhlic Thl'"-' 
reviews should im;ludc all invcnlions for which record ... 
11re being m·aintaincd by the agency. The ugency·s pat
ent wunsel normally should conduct such review,; 
however others, c.a. patent licensing personnel. lab
oratory director, proaram manager, incentive awards 
administrator and the employee inventor ma)· partic
ipate. Addition11lly, thc employee inventor may requc ... t 
a review whenever he or she can dcmonstro1tc that the 
value of lhc invention to the Government or the public 
bas increased substantially. 

t-4. PROCESSING OF PA TENTS 
The ri,hts of the inventor 11nd the U.S. Go,·emmcnt 

in llD invention made by a Federal employee urc prll
lectcd by filin& patent applications with the U.S. Patent 

last. 261 
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;mJ Trm.lcm;irk Olfo.:e. The patent or lc~I counsel's 
office of the employina orpnization should be con
sulted, and provide assistance in applying for a patent. 
So that appropriate recoanition may be .,anted, as 
descrihcJ in 9-'.'h ahove. the p;11cnl nnd lc1:al counsel's 
uflii:c should notify the inC(:nlive oawards or sua:geslion 
proeram administrator (1) when a patent application 
has been filed and C2) upon issuance ofa patent. Patent 
statutes require that a patent application be filed wi\hin 
one year art er (I I the invention is de!licrihcd in a printed 

• 

last. 261 
June-, 1'80 

.• 

public1ttion, (2J the invention is in ~tual UM: (uthcr 
than experimental}. or (3) the invention has been sold 
or offered for sale. Fa.ilurc to file the application within 
one year under any of the above condition" will pre· 
elude issunncc uf;1 v;1lkl ~cnt, rcsultin1: in It"' In the 
inventor 1tnd the Govefilment. Accurdin1:ly. a1:cn1:ic!> 
should provide needed assistance to permit the timely 
preparation and filine or patents where it appears that 
the Government may benefit from the invention. 
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Subchapter 10. Referral of Contributions 

10-J. AUTHORITY 
111t• /1t't1</ t1f 1•m·/1 lfl:l'IW.\' .\"11111/ ••• • \·1•1•/.: lt1 J,:llill 

m11ximum h1•m1il.\ for 1/u· Ciovt•rlfm<'tlt ... (5 CFH 
451.105 J. A>:1·11ci1·.t .flwll r.\111hli.d1 11111/ "l"'rt1t1• 1111 11p-
10-1l111,. 11/1111 lt'/1id1 .~/1111/ 11ro1·i1l1· ji1r .•• ( ·m1.\i1/1·n11im1 

of .rn.1a:c-sti1111J 11nJ spc-dul u«hirvrmrnu'fur M•iJn up
plirntion both within the OJlt'ncy and Govrrnmrn1-
ll'id1•. 1mJ prompt rrferrul when uppropriute.- 15 CFR 
4.H.WfiJ. 

10-2. P~OCEDURES 
a. :'\gl ;ies must establish f)n>CCdurcs which assure 

positive consideration by recommending/reviewing 
officials and the incentive uwoirds staff, or ;tll employee 
contributions for wider appliclltion both within the 

• agency and throughout the Goveromenl. Some agen
cies require such consider.stion by providing sf)ace on 
evaluation or other processing forms which requires 
response to a question, such as, "Could this idea/con
tribution have possible application elsewhere'? If so, 
please indicate where". 

b. When an emf)loyee contribution might have ap
plkation in live or less other a&,oencies, the contribution 
should be referred by the employing agency directly 
to the agency or agencies which it might affect. When 
the contribution might hilVC oipplication in more than 
live other agencies, the contribution should be referred 
by the employing aaency to the Incentive Awards 
Br.snch, Office of Personnel Management, 1900 E 
Street, N.W., Washington, D.C. 20415. 

c. When referring contributions for consider.stion 
cl'l'Wlll'n.·. :IJ!l'm:ics :1rl' n:sronsihlc ror :"Slll'inJ! Iha I: 

111 All i.kl\:11111c11latiu11 in the file hciug !>Clll ;,. h.:gihlc, 
iind 

C2) lhc file is complete, including 

• description or the contribution 
• 11ny 11llachmcn1s 
• all substantive internal evaluation .. 
• eslimilted hcnefits lo the cmployinµ ilJ!l'Ol:Y 
e lllUOlllll of initial i!Will'lf (!nlllh.'d. if illfllflh.'ll 

internally 
• fifteen copies for OPM referr.sl to other a~encies 

if application may be Government-wide or suffi
cient cof)ies to f)mvidc one file ench lo il(!cm:ic' 
lo whid1 you su~c"I rcfcrr.al. 

d. An agency evaluation or eval. .lions should ac
company each contribution referred elsewhere. h is 
nor iacceptable to forward 11 contribution with merely 
a comment that the decision is outside the jurisdiction 
or the referring 11gency. Only under most unusual cir
cumstances would there be no person in the agency 
who could evaluate the merits or the contribution and 
the impact its af)f)lication is likely to have on the agency 
or the Government. For example, at suggestion to 
change SF 171 (Employment Application) would need 
an OPM decision, but the Chief or Employment in an 
qency should be in a position to comment on the merih 
of the suggestion and estimate the hcncfirs that might 
llCCn.ie to the agency. 

e. Aaencies receiving interaaency referrals for con
sideration must process them within the time limit' 
rcquin.:d tu be estahlishcJ by agencies under ~ CFK 
4Sl.206. 

f. When an qency adopts a contribution referred 
by another agency the adopting agency· should report 
promptly to the referrina agency, Ct) the estimated first 
year benefits to the Government 1md C2> the 11moun1 
or aw;inl w:m•mh:1l 11111kr thl' provisim" nl' lhl' :11l111ll 
ing a.,oency~i; incentive :1w;11-J,. phm. l'11y1m:nt -.·ill ll\: 
made in accordance with the provisions or suhchapter 
2-3 of this chapter. 

Inst. 261 
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Appendix A • 

Criteria for Various Types of Recognition (See Subchapter 6 of this 
Chapter) 

Typl' 

llonor 

(Federal. Depart
ment. Agency or 
Burciau) 

Special 
Achievement 

1&) for sustained 
superior 
performance 

Who May Rrcrfrr 

:an individual or 
1roup', 1t former 
employee, or the 
estate of a de
cc.ascd employee. 
provided the contri
bution was m11de 
wtlll• the person 
wa~ Government 
employee. 

an individual,1 a 
former employee, 
or the estate of a 
deceased employee, 
provided the pcr
fo1111al1cc look 
place while the pcr
llOn was ll Govern
ment employee. 

.• 

Fedenl Pcnoanel Manual 

N11111r,. 11/ 
Contrib111ion 

u su~cstion. inven
tion, special 
achievement, or 
other personal cf-

. fort that contrih
utec.l tu enicicncy, 
economy, or im-

. proved Government 
oper.uions; or for 
clcc&rly 11ignilicant 
a.chievements in 
fostering equal em
ployment opportu
nity, energy 
conserv1&tion, sci
entific research, im
proved 
communications 
with the public, 
public service, etc. 

individuw perform
ance which ex
ceeded fully 
utisfactory and 
w:1s sustained nver 
:1 "'i~11ilic:111t period 

llr'luirrml'tll.~ Wltid1 
M11sl Br Mrt 

As cont:aincd in :1r
propri1ttc an
nouncement 
inviting nomin1t
lions or in Depart
ment uncJ Agency 
rcgul1&tions. 

D1·.u-rip1im1 

UMially take' the 
form of a mcd;al. 
plaque. or 
certificate. 

Provided: CllSh Award. 
•The ~ceFRFRcnth112- The amount nor

'1tieA iii liat?iC~ upon"- malty is based on a 
a perfonii;1Act c 
llflflAti Ci~ 

•l'"·rform;im;c uf ;ill 
critical elements 
must have been at 
le..st fully ~tis
factory, or the 
qency equivalent 
and overall per
formance must 
have substantially 
exceeded lhe fully 
satisfactory level. 

percentage of the 
rate of hcio;k ray. 
An honor :iwaul 
may he i,tr.int.:J in 
a.ddition to, ur in
steacJ uf. u cush 
award, if it better 
sel'\les the purpose 
of matchina the 
award to both the 
contribution 1tnd 
the employee. 

Inst. 261 
Junr-. IV8U 
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b) for special act 
or service 

Inst. 261 
June-, 1no 
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an individual or 
sroup',. former 
employee, or the 
estate of 11 de
ceased employee, 
provided the spe
cial act or service 
took place while 
the pen;on was a 
Government 
employee. 

.· 

Naturr of 
Cn11trihu1;,,,. 

performance which 
has exceeded job 
requirements as a 
one-time occur
rence. For exam
ple, a particular 
project or assign
ment which in
volved overcoming 
unusual difficulties, 
.-.erfonnance of as
signed duties with 
special effort or in
novation that rc
imlh:d in si~uilicmtt 
economics or other 
highly dcsimblc 
bcnclits, creative 
efforts that made 
important ~tribu
tions to science or 
research or cxcm· 
pllil')' or coun.acous 
handlina or an 
emcraency situation 
related to official 
employment. 

Rrq11irrmt'11U Wliir/1 
Mu.ti Bf' Mr1 

•Supervisors and 
snanaaers must 
have demon
gtr.ated effective 
use or incentive 
awards to moti
vate their employ
ees, and 
receptivity to Knc.1 
encourctgement of 
employee sui.:ges
tions to the extent 
they had oppo1111-
nity to c.lo w. 

•The contribution 
has been de
scribed in writing 
und submitted 
within locally
specificd time 
limit (a current 
performance ap
pr.aisal may he 
used, if it contains 
the required 
information). 

Provided that the Cash award from 
contribution has $2.5 to S3.5.000. The 
been described in amount is in prl1-
writing anc.1 submit- portion to the hcni:-
ted within any lo- fits realized b}· the /1

1 cally-specificd time Government. When 
limit. M.i~t.- be ; .... t"-' the award is for a 
pi.bi~ i ..... k,,~£.-IA.,.J. group. all member' 
~~ .. u:t1d i..J•t-f..,o.r of the groui:i..~ /\sl-.c..J.d sl..u.!. 
rc/a~liJ 8'/.c."41 ~:~~=~- . . 
tft\p/P ~{;,.._t, 9IH ::e tot;il ~~:f.7:'::.·· 

I may be divided in "' f.twA..f't..d... l 
proportion to the A~f"f 
individual contrih11 - t I "' 
tion:o. tu the ~rnur 
elTort. Howe,;er. 
the total amount of 
the award may not 
exc~ed the amount 
authorized for that 
type of contribution 
if it were hcin~ 
awarded to Kn indi-
vidual. An excep-
tion may be made. 
by an agency au-
thoritec.1 offici.11. if 
individual Mward 
amounts would be 
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N11t11rr t1f 
C11ntrih11ti1111 

1·11.a:11i1i1111 

Rr1111irrmrntJ Wliil'h 
M11.\I ,,,. Mt•/ 

.. ~ 1- \-.' 

too small 10 ~ m,,. 
tivatin~. An hl\n,1r 
award ma)· hi: 
ln&nled in aJJition 
to. or instead of. ;1 

eash awarl.I. if it 
better ser,·e, 1hc: 
purpose of match· 
ing the ilWarJ to 
both the contrit-u. 
1iun :inJ thi: 
emrloyi:i:. ----------------=--.--=------------------·--·-----·· ... 

Svs. ""~""' (Juality Stc:p 
Inc reuse 

an inl.livK.lual cm· 
ployee paid under 
the General Sched
ule (Doe!i not in
clul.lc Merit P:1y 
(GMJor~ 
Senior Elllecutive 
Service (SES) 
personnel). 

.• 

A hii:h quality per-
formance, above 
that normally found 
in the type of posi-

. lion c:nncc:rncl.I, 
which has been 
sustained over a 
reasonably .• u~-. 

cient pcrio:I <. " 
scrvic:c in lhc joh 
upon which to base 
this conclusion. 

Provil.lc:l.I: 
•The award is jus

tified by the em
ployee·,. mo'il 
rcc.:c:nl ~rform
ancc 11ppr.1isal 

•Performance of all 
critical clements 
must have been 111 
least fully s:1ti,. 
factory. or the 
agency equiva
lent. and over.ti! 
performance must 
have substantially 
exceeded the fully 
1&tisfactory level. 

•Performance must 
huvc been sui.
taincd at this level 
for a sufficient 
time that it is con
sidered ch11n1cter
istic or the 
individwd's per
formance and is, 
therefore, ex· 
pcctel.I lo continue 
in lhc: fulurc:. The 

An ;1JJi1ion;1I 
within-grade in· 
crease which inJc:f. 
initely r.ii'c' 1hc: 
cmpluyc:c ·' r ;11t· ,,f 
bttsic pay. 
An honor t'r ..:;1 ... h 
11ward may he 
ar.!nted in <iJJition 
to a qu<1lit)· 'lc:f\ 
increase. 

. employee must be 
upectcd to re
m.Un in the sumc 
position, or in a 
position in the 
same arade that is 
similar enough to 
the pre~nt posi· 
lion that his or 
her performance 
can reasonably be 
expected to con· 
t.inuc at the same 
level of -O~ /J 

cft"cctivcncss-.A ""'' 
"1JI- kv.&C G.o ~ 

>-el 
federal Pcnuencl Muual 

A €!""1 tM t. ~ix_ 
~ #f t'k t,..,,,,.~~@ 
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Suggestion 

( 'lli\1' 11'.1< ~~I. ll'W\ Ll'll '" 1. ,, •• ,.,.l)S 

un individual or 
a:roup', u former 
, ·rnployee or the cs-
ate of a deceased 

employee provided 
the contrihution 
was made while the 
person was Ii Gov
ernment employee. 

Nut11rt 11/ 
C"ntrih111iw1 

· 1an 11dopted sugges
tion, whether 

· adopted as submit
ted or in part, that 
directly contributes 
to economy or effi
ciency. or directly 
increases effective
ness of Govern
ment opcr.ations. 

Rtq11irt'mf'nt.~ Wl1icl1 
MmtH,.M1·1 

•The employee has 
not received a 
quality/step in
crease during the 
past 52 week!> . 

•The employee is 
not at the top rate 
for the arade on 
the pay i;chedule. 

•The reasons for 
a:rantina: the in
Cl"C¥se IU'C 11t1tted 
in writing und 
!iUbmitlcd within 
any locally-speci
fied time limit . 

Provided the 
11uagestion: 
•ls outside the 
SUJ'~e..:ter's job rc
!ipon · · , litie~ or, if 
wil:-ii11 them, so 
11upcrior that it 
warrants special 
recognition. 

•Has been submit
ted in writ.ins 
either before 
adoption or within 
any locally-speci
fied lime 
thereafter. 

•Does not concern 
employee services 
or benefits, work
ing conditions, or 
housekeeping. 
(ucept for sug
gestions concern
ing improved use 
01" CUll,t."l"Yaliutt uf 

energy n:sourcci. 
- which result in 

tuna,:ihlc hcnclits). 

Cash 1award from 
S25 to 535.000. The 
amount is in pro
portion to the hcm:
fiti. realized by the 
Government. l\n 
honor award may 
be Gn1nted in addi
tion to. or insteoid 
of. ai c:aish award. if 
it better serves the 
purpose of match
ina the recognition 
to both the contri
bution and the 
employee. 

'Includes: Ca) Senior Eaeculivea (SES, Ne.SES, Uld Odien). (l>) Ulldcr 1es-n&c authoritr. Merit Par (OM) cmplorcc•. ror other tban pa)" 
for-perfonna!ICC ~lated awards. 

'Includes Senior Eucutivcs (SES. -SES, Uld Othcn). Merit Ply CGM) employees are clilible for pay-for-pcrf'o1111&Me rdaled awanb under 
•l"'rate aulhoritr-occ •llCRC)' reaulaitionx. 

Mel ho.J, 1.r rmccs.Jni: ;1wanl•. mw·.inf, tie."lllc:\, critcri11, llllCI k:vcl of' arrwuviJ f'ur 11wllfll,. YW)' . C..._k ~ rqu"6tioft• ur cUlll;ic;I r•.,r ln.:cntivc 
AwlAl'.J• ~ A.Jminililnllor fw ll&klitiuul piddcc. 

llllSl. 1'1 
Junc-, 1'80 
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Appendix B • 

Employee Eligibility 

U-1. INCENTIVE AWARDS 

.. ~l-H-1 

To he cli~ihlc for incentive 11wards discussed in this Chapter. rcl'S(lns must meet the dclinitinn of cmrln)'l.'l" 
'-'•lltlaim:il in ~ lJS(' 2 IO~. 

C11ri·1·r 
Prr:ridrnti"I Rr<"nl(nititln .'i1H<·i11/ ltrltir1•rmrnt .'irr1·in· 

Catn:11ry of Em1>loyr1· (11t/1rr tlum .w-:.'i N11nli. .•J .'111J:1:r.1·ti11n It • •11rd It tl'tlrd t."111 /1/ C'/11 

Active: Duly Military l..cth.:rs und PMIA Y\:s, through M:pilr.1h: No No 
Personnel only legislation 

Administrative l..aw No ..._yes No' Ye' 
Judges 

CETA No No No No 

t:onsultants Letters a&nd PMIA Yes, if meet the Yes, if meet the No 
only definition definition 

Contract Letters il PMIA Yes. if meet the Yes. if meet the No 
only. if meet the definition definition 
definition 

D.C. Government•• No Y cs, under separate Yes, under separate No 
authority authority 

DcUailccs Yes Yes Yes Yes 

Excepted Service Yes Yes Yes Yes 

Executives GS-16 
and above 
•C 'al'l'l't· Sl ~S Yl'S Yl'S Yl·' 

.. Yl·, 

•Non-Career SES Yes Yes - Yes Nu 

•Non-SES (l~xcept Yes Yes Yes Yes 
those appointed by .• 

. 
and with the advice 
and consent of the 
Senate") 

Foreign National Yes Yes, it meet the Yes, it meet the Yes 
(permanent) definition definition 

General Schedule Yes Yes Yes Yes -
O.M. (Merit Pay)4 Yes Yes Yest Yes 

255-S I 311-539 I PO 243 I 79219 
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c ·urn·r 
Prt':tidt'ttli11/ Ht'1·111:ni1i1111 Spt'd11/ ltl'l1ir1·('t1U'/I/ .\1·ni11· 

C'11/t'J!llf)' of £mp/11yrl' (otl1rr tl1un SES Runb) Su1:1trstion A.,.•urJ AirnrJ l.'111/tlt"/11 

Intermittent Yes Yes Yes Ye, 

IPA Assi~nments: No'• No'•, No'· Ye' 
•Fc:denal employcc:s 

•Non-Federal empls. No 
. 

No'. No" .,...,, . 
Ma11imum Sal;1ry Y~s Yes Yes Ye' 

..., .· I U 1. ""' ""' .. No - N,1 Q_ 

(·0 rpr q 
' 

P<trt·time Permllllcnt Yes Yes Yes Y\!s 

Presidential Nor Yes Yes Yes 
Appoinlees 

P1.vate Citizens No th .:· .rary Only Honorary Only No 

Public Hectlth Svc. I\ Yes Yes Yes Y . 

Puhlic Law 313 Yes Yes Yes Yes 

Reemployed )'cs Yes, if meet the Yes, if meet the Yes 
Annuit<&nts definition definition 

s Rcti~i; s:cJ..,. I No" Honorary Only" Honorary OnJt No 
~ -·"- " &..c&.~\.q- PM 11::t41"l'f 'lu "~ tJo 

Summer Employees Letters A PMIA only Yes Ycsw No 

TAPE~ EMrlti) ee.•e.... Yes Yes Yes Yes 

Temporary Letters A PMIA only Yes Yes Yes 
lilffflle) ec!P 

Tennessee Valley Au- No No No No 
thority Employees 

U.S. Post<&I Service No Yes, under separate Yes, under separate No 
uulhority llUlhflril y 

. 
Yes WG. WB. WS . {. .. Yes Yes Yci. 

y,,,,,......_ Aavlf Co"'"°'" •&(\ Qf(IS. NO "'" "111 No 
~ . .. __ ....... .. . ~ 

.- -·- .•. -· .. •"'' ·-·· '1 . • • - • 1n 1 ~ VIII y Yes . ~ .... . . ~ 

.C-Qi:p~ C2... . . • 

-;

. I If (or lleroic act or other -.perf~relat~ciOI' a lpecW llChiC'Vellleat award (or a lpeciaJ act Of Hl'VQ 111.ay be p-anted. 
- I Nonl\Ollly,. S,.CciaJ Achicvcmclll Awwd fc>r Su~ained Su,,crior P\lti'onnancc would 90( be sran1ed il'lhc individUlll hlld received other CM'h 

rccusnitinn for f'Crfunn;incc th;at ~lllcly n=wsni1.cd the - c:onlrihutil.WI <c.c. a perfunnallcc ••huftu, •• fuf i:wccr St-:S ur merit p;iy in.:n:;i-c 
· for <.iM c .. pkl}'en). 

~
. ,") 
f ·" ~ . 

c.<--\i .. 
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AprwnJi.f B . 1:.·m11luyt'r Eli~ibility ·l!il-B-.\ 

• U•n they -re _,. SES e~ulivc1 who Kc=cpted Prnidelllial Appoilltllleau requiri111 Scute confinnation in positior" equ:il to or 
IR&ICr than Executive Lewi V .,ho elctted 10 c:mitinuc 10 lla•e lllc SES bcllCl\11 rdali11110 buic pay, perfom.ncc •-•nb .• .,U'di"I of n.n .. , . 
ecc., under 5 USC )392(cJ. (Sec Subd...pter )-:Z..). 

• Tllrouah separmc Leaisl.iioo (5 USC 5403.J ~ i• tlli1 Cllaptcr !!pplin Diiiy if your qnc:y llirKtive for GM employee• •pecific;all> 
reference• FPM Oiap1er 4,. for other llwn PllY for pcrl'-•M:C n:Uted _.,..,_ 

•Ye•, iflfk, cuntrih .. 1iu11 ""'""lllially hcno:fil• the l~rnl fiu•cn11r1e111. 

' Uale11 1Crvi11& ia wUI -y be -siclcred IO be • position. 
•Ye~. if the inllivillwl ~ .cntift¥ under:. tcmpur4ry~·n1inc111 in Ilic t:alerlll Oove..-111. 

• If lllc -tributioa wu awdc wlailc the pcnon wu eyed by die Ciovenmenl, a Prelidelllial or cub • .....,.. may be p'Utcd. if ocher-..i~ 
ecritcd. 

• AlllOUat o( a Special Achiew-nt Awud for Sustained Su~riot ~rfonauc:e pronted, -=cordinc to time warted. 
•Section 1202 of the Di'tricl ol Coh1mhi1t Gowcmmc111 COlllprchcnvve Merit Penoftncl Act o( 1971 aupcnede1 the pro•iMCln• of 5 USC 4~1 

C lllGl. 1211 BJ ;and 13) for employees hired un 111111111\cr J11nu:iry I. lllllO. 

0 
Not o. fc.,J'" .. """' Ert'\p.l4/._e.. (PL. 'f:i'-4'3 SHA:ttr\ SOS ~Q)) 

.· 

FedenJ Penoaael Muual 

255-s I 311-539 I PO 243 I 79219 
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Active Milit:1ry Personnel 
11 

Administr.1tivc Law Judges 

Consultants 

Contracl ~plt1)ce'2-

Employees at Maximum Salary 

Excerted Service 

Foreign Nationals (permanent> 

full-time permanent General 
Schedule Appointment under 
"wage system <WG, WL, WS, 
WO. WN, etc.) 

Intermittent 

Limited Executive Assignments 

Mi:rit Pay Employees <GM) 

Non-appropriated fund employees 

PoirHimc Permilncnt 

Presidential Appointees other 
1han specified in S USC S336(c) 

Prcsidenti:il Appointees (with ad· 
vkc :ind con .. cnl of Senate) 

Priv;atc Citi~ens 

Puhli~ l.:1w JD 

Reemployed Annuitants 

Summer Employees 

Retirees 

Senior Executive Service 

Feder.t Pcnoud Manual 

lst Prool 11ig1u~ 

Appt'11cli.\ IJ. 1::11111/oyr<' Eli1til1i/ity 

B-2. QUALITY !.TD• INCIU£ASES 
Quality St~p 

/11,t'rrasr 

No 

No 

S USC Sl021b) 

S CFR 93().210(c) 

A.111/writy 

No 

No 

S USC SJ02(c)()8); S USC 3109 

s use s 1021cx 101 

No 

No 

No 

No 

S USC SI02(c)(2S) 

S USC S336Ca) 

s use SI02<c)(l I) 

.a~l-H-~ 

Yes 
No 

E.O. 11721; S USC S336(a) GS only per E .O. 117~ I 

Yes 

No 

No 

Yc:s, 

Yes 

No 

No 

Nu 
.• 

No .. 

No 

No 

No 

S USC SJ02(c)(J9) 

S CFR 30S.S09 

s use S33J 

requires tx:cupa um o 

s use SJ02(c)(l4); 38 use 4202 

S CFR S31.401(i1) 

S USC S336(a) 

S USC S336Cc) 

S USC SIU2(C)(IS)(U) 

s use SIU2{c)(2~); s USC S:\61 

S USC Sl02(c)(J9); Basic FPM 300, S7 

S USC Sl02(c)(l9) 

s use s102<cx1sxB> 

ln~t. 161 
June-, 1980 
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T.1·pt• .4.pp,,intm~nt 

TAPE Rs 

Tcnnesse~ Valley Authority 

Term -"1"roin1ces 

l ! .S. Po, ta I Service 

CHAPTER 451. INCENTIVE AWARDS 

11ulit • ln~rtast 

Yes 

No 

No 

Yes 

No 

Autlwrit1· 

5 CFR 316.202 

S USC S33S(u); CG Decision 8-164031. 10/26/72 refer, to 
a situation similar to term appts. 

5 USC 5102(a)(1)(i) 

5 CFR 316.305 

S USC 5 Ul2lc)( I>; They hcavc ;an cquiv:ilcnt syMem 

• Unlr.• 11ppointmcnt is limited (c.1., NTE t ,ear) 
•• !'llrmally reemployed oa a tanporwy basis. HawcYV, QSJ"s aay be aruted IO tliolc acrviq uolimited lll'POintmcnt under a CSC eaccption 

1Fl'M ~00. S7-~hll . 

Jmt. 261 
June-, 1'80 

.· 
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Appendix C • 

Determining Award Amounts . 

C-J. GENERAL 
The followinJ: :1w:m.I sc:1lc' urc nfTcrcd :1s ~uid:mcc 

to u&:cncics in mllkin&: Jccisiom. on employee cuntri
butions (a suggestion, invention, superior performance 
of assigned job responsibilities, or a special act or serv
ice) thal hcnefil the Government. Further .guidance 
:1pf)Cars in su~haplcr 2, "Puymcnl of Awards." 

C-2. FOR SUGGESTIONS, INVENTIONS, 
AND SPECIAL ACTS OR SERVICES . 

T11.b~ 111. Contributions With Tuglble Benefits 
£.ttimutrd Fir:st-Yrur ar11rfits to Govrrfllflrflt Amou111 of Att·ard 

• Up to $10,000................ ... .. . ........... . ........... .. . JO'n. of benefits 
$10.001-$100.000 ...... . ...... .... ................. . .......... $1,000 for the first $10,000. plus 39( or 

()
,.,11 benefits over $10,000 

1 
J $1 ~r more ............................ .. ............... $3,700 for the first $100,000 plus .S'il of 

A/ benefits over SI00.000 

'1 1:.~ j '°";"-'~ 

.• 

2SS-S I 311-539 I PO 243 I 79219 

l~t. 261 
June-, 19IO 
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Bent'/iH I 
Up to $10.000 
11.000 
12.000 
13.000 
14,000 
1.5.000 
16.000 
17.000 
IK.000 
llJ.000 
20.000 
:?1 .1100 
22,000 
23.000 
24.000 
25.000 
2tt,()()() 
27.000 
29.000 
21J .(1()() 

30,()()() 
3 I ,()(10 
32.000 
33.000 
:\4 ,()()() 
3.5,000 
36.000 
37.000 
38.000 
39,000 
40,000 
41,000 
42.000 
43,000 
44.000 
4.5,000 
46,000 
47,000 
4~.000 
411,000 
-

ln!iil. 261 
Juae-, IMO 

CHAYfcR 451 . INCcNTIVt:: A WAROS 

'1'11hlc lb Qukk (;uidl' fur C11k:uhdiRJ: Aw11rd.-. 811~-d un T11na:ihlc lk:ncfils 
A14•urd Benefits I A14·urd •ent'fit~ I AM'ttrd Brnrflu I A..-urJ Bt'nrfit.1 r 14 ... ,,,,, 

10% 50,000 2.200 90,000 3,400 170,000 4.0.50 1.800.000 12.:?00 
1.mo 51,000 2.230 91.000 3.430 17!1.000 4.07.'i 1.900.000 l:?.700 
I ,Ot'10 .52.0110 2.2<iO 412.000 3,4<10 IK0,0110 ~ 2 .0110 .ooo 13.:?IMI 
1,090 .53,000 2,290 93,000 3,490 18.5,000 4.12.5 2.100.000 13.700 
1.120 .54,000 2,320 ~.ooo 3,.520 190,000 4.1.50 2.200.000 14.:?00 
1.1.50 5.5,000 2.3.50 9.5,boo 3,.5.50 19.5,000 4,17.5 2.300.000 1.a.700 
1.11m .56,000 2.380 96,000 3,.580 200,000 4,200 2.400.000 l:'i.:?00 
1.210 .57,000 2,410 97,000 3.610 22.5,000 4,325 2,500.000 l~.700 
1.2411 .'iM.000 2.440 W<.0110 3.(t40 2.'i0,000 4.4'i0 2 .(100 .000 ll1.:?IMI 
1.270 .51J,OOU 2,470 ~llJ.000 3,670 27.5.00U 4.515 2,700.000 lfl.700 
1.300 60,000 2.SOO lf(),000 3,700 300,000 4,700 2.K00.000 17 .:?00 
I.HO (11.000 2S\O IOl,000 3,70.'i 32.'i,000 4,82.'i 2. '}II() .0011 17.700 
l,360 62,00U 2,560 102,00U 3,710 lSO,OOU 4,Y.50 3.000.000 18.:?0ll 
1,390 63,000 2,.590 103,000 ),71.5 37.5,000 .5,07.5 3,100,000 18.700 
1.420 64,000 2,620 104,000 ),720 400,000 .5,200 3,200.000 19.200 
1.4.'iO M.000 2.MO 'IO.'i.000 3.72.'i 42.'i.OOO .'i.32.'i 3,300.000 19.700 
l,4KO 6'1 ,000 2.fiKll IUf1,000 3,7.:\0 450,000 S.45"0 3,4()() ,(1()() 20.:?IMI 
1 • .510 67,000 2,710 107,000 ),73.5 47.5,000 S,.51S 3.S00.000 20.700 
1,.540 68.000 2,740 ·108.000 3,740 500,000 .5,700 3,600,000 21.200 
1,.570 61J.OOO 2,770 OIJ,000 ),74.5 .5.50,000 .5,Y.50 3,700.000 21.700 
1.600 70,000 2.HOO I0,000 l.7SO 600,000 6,200 3,800.000 22.:?00 
1,6:\0 71,000 2,X:\O I I , ()(I() 3,7.5.5 6.50,000 6,4.50 3,IJ00.000 2:? .700 
1.660 72,000 2,860 12.000 3,760 700,000 6,700 4,000.000 23.200 
1.690 73,000 ·2.890 13,000 ),76.5 7.50.000 6,9.50 4,100.000 23.700 
1.720 74.000 2.920 14.(01 3,770 HOO,O<Xl 7,2(XI 4,20<>.000 24.2()() 
1,7.50 7.5,000 2,IJ.50 1.5,000 ),77.5 K.50,000 7,4.50 4,300,000 24.700 
1,780 76,000 2,980 16,000 3,780 900,000 1,100 4,360.000 2.s.000~~ 

1,810 77,000 ),010 17,000 ),78.5 9.50,000 7,9SO 
1,840 78,000 3,040 18,000 ),790 1.000.000 8,200 • Award!i over SI0.000 
l,870 79,000 3,070 19,000 ),79.5 1,oso.000 8,4.50 require the a&pf>roval o f 
1,900 80,000 3,100 20,000 3,800 1,100,000 8,700 the Office of Personnel 
1,930 81,000 3,130 12.5,000 ),82.5 1,1.50,000 8,9.50 Management. 
1.960 82,000 ),160 130,000 3,8.50 1.200.000 9,200 
I ,CJ')() 83,000 3,190 13.5,000 3,K7.5 l,2.50,000 9,4.50 •• Ma•imum award <tu· 
2.020 84,000 ),220 140,000 ),'JOO l,300,000 IJ,700 thorized by the omce 0 f 
2,0.50 8.5,000 3,2.50 14.5,000 ),92.5 1,3.50,000 9,9.50 PerliOnnel Management. 
2,080 86,000 3,280 U0,000 ),9.50 1,400,000 10.200· A presidential Award o f 
2.110 87,000 3,310 1.5.5,000 3,97.5 1,.500,000 10,700 up to S 10,000 may be 
2.140 88,000 3.340 160.000 4,000 l,600.000 11.200 r>aid in 11ddition to th e 
:?.170 K'l.(100 ' .''70 IM,000 ii.Cl:?~ 1.700.000 11.700 $:?~.000. 

.. - -- · - · -- ·· - -

.• 
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V11/11r of Btnrfit 

Appmdi.t C. Dt'lrnni11i111( A1mrc/ 1\1110111/f.1" 

Table 2 Scale of Awards Bued on latanglblc Benefits 

Ulfliltd 

AR'ech ruaction• . • i•
lioa, or pcnoruicl ol 
ooc otlice, facility. • 
11allati011. or an orp
•izatiOllal •lc-nt of a 
hcadquane~. 

Alfccl5 • 111118 aru ohci· 
cncc 1M' lcchn11&11i:y. 

E.tttnt of Application 

Exltrultd Bro11d 

All'ecl• runction•. •i~· 
aion, or penonncl or 
eeveral oaicn, fKjli-

• tin, or iutallatioa1 

Atfccts u impon- area 
of acicnce or tech· 
ltOIOI)'. 

All'ech ruaction•. •h· 
aion. or pc!'IOllnel or an 
eatirc resional area ' r 
COlllmand. May be ap
plicable to all ol an in
.pendent .,ency or 11 

larac buruu. 

All'n:h 11 hm11d wca 11( 
.:icncc •• la:hnulu~y . 

'~1-c.·-.\ 

All'cct, run"'""'· m1- · 
lion. or f'C''''""cl ''' 
acvtro&I rci;u>n.11 ;arc.1• 
or COftlm;&ftJ, . ••r .an en· 
tire dcp;inmcnt 1•r L11~c 
independent .a~en.:~ . ,,, 
i• in lhc flU"hC 1ntcrc•I 
throui,:hout 1hc ~ .• 111•r. 
or hcynnJ . 

---------.f---------1-----------+----------+---------
11mm:1tATf. \1.\1.llF.-

c 'h;m~t.· nt n111dilk.'alfota 
uf ;in ur.:r:atin6: prin.:ipk 
or proeedu~ which bu 
moderalc value &Ul'fi· · 

cicnt 10 meet the Illini· 
mum •l:tndard fnr 11 c;i~ 
••""u ,f: an Unrn•vt:mcnt 
ur r:.lli.:r limil.,.f VO&IUC ur 
:a rroducl. ac1ivit)'. pro
i;r:im. or acrvir~ • :· the 
puhlic. 

SL'll~TAPliTI.\I. \1.\1..lJt:.
Substuntiul cllan;c or 
modific11tion of UI Op
cratin11 principle or pro
cedure : an i111ponant 
improvement to the 
value al 11 product . IOC· 

tivity. proa:r11111, or 11cr\ .. 
ice to &he public 

lllGll \1.\1.ll•~omr"clc 
~vi.iun ol 11 hoi•k prin
cipk tM' f'ruccdun: : 11 

lli6:hly •i11nilic;ant im· 
provement lo the value 
o( a product.~ ac-
1ivi1y. or ,...a1ram. or 
w:rvK:c tu the ruhloc . ~

' , # 
£XC£PTION.\L ~ 

\I .\LUE--lnitiaii1111 ol a 
------+---.·,'c;·.,;._.~t~' I 

nc11o· principle or ..,;ot' i.__/i 
procedure; a 11&1perior ~ ~ .. , 
improYC"mcnl tu the -~~' #".~._\,..._-
•111alily 0L1"'ilinol1w••I .t.."-" .._,~, . . "('"" 
u.:1 . :e.-hv11y. 1"''111 '"'' · .. ~'T ,,., . -~~"" 
ur ..cn<icc IU the puhlic. t)> + -R _ _ ______ __. _________ .£-___ ________________ __. .... -!- '\_l>-~ ---

. · 

(I) The minimum 1tward for tangible benefits may 
be iranted only when the benefits reach or uceed S2SO 
or an agency-determined minimum. The minimum 
award for intangible benefits should require a com
p;1rahly high st<indard. 

(2) Cuntributiuns recu~nizcd by cush 11wanJs bused 
on intangible benefits must be comparable. in value to 
the Government, with those based on tangible benefits. 

Feckral PenonDel Maaal 

~~ # 
\.c,O !SJ· ,, . 

Comparisons 1tre mown, in parenthesi~. below the 
award amou.nts in table 2. 

(3) When a contribution has both tangible benefih 
and intangible benefits, the amount or award is ba .. eJ 
on the total v11luc or the contrihution to the Govern
ment, i.e. 11 c0mbin11tiun of the uwan.l amount b41-.c:J 
on tangible and the award amount based on intangihlc 
benefits. 

ln!il. 261 
June-. 1980 

255-s I 311-539 I PO 243 I 79219 



CHAPT~R 451. INCl::NTIVt:. AWARDS 

~3. ..-C>R su~·rAINED SUPERIOR I PERFORMANCE 

.'r' oij CJb_;'4<J_ Table 3 Special Ach~t Award.\ for Sustained Superior Performance 
· ~ _ ;e.t. .f.- .o.· Up to IS,. of~ Mllatry • 

' . 

. , 
.i 
0 . . :o: 

I· 
! 

I 

l 
f . 

.D.r An qency may establish a fixed pel'centaae ,rate for all personnel covered under chapter 4SI, or a ranae of 
' .. "t._ percentages. When a ranae is used, OPM suaests that the amount aranted reflect the dearee to which the 
U · individual employee's performance exceeded the standards of performance for the job. These awards must be 

ha,CJ.UpOn ll l:Urrcnl pcrformanCC ilJ'J'rdiS411. )'h(• ('.., ll .. """""'"'(: Q< A .('&1.Ct.~ ... ~ ~I.If"".·' :111 ~T eor..,.._(. 
4.J.<(~ """'"~ ~ et-"'"l ""!J 01\Ct. ; ... '""..'.l s~- ww.k ~r ... .-1,~ 

Inst. 261 
June-, HIO 

.· 
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Appendix D. 

Determining Extent of Job Responsibility 

D-J. GENERAL 
:1. Monclary :inJ/ur honorary :iwanh, :1s appmpri

ale, should be grdJ\teJ when merited regardless of the 
employee's arade, level of responsibility, or type of 
m;r><>nsibili1y. Higher grade employees, and all levels 
:inJ lyres of moinai:ement rcrsonncl, shuulJ ·he i:iven 
the Silmc e™=our.ia,~mcnt to make superior contribu
tions its is given to lower gr.•de employees, particularly 
since their conlributions, when job related, ~.1u · be 
suhslanlial in order to merit special rccognil-'.ln ,,d· 
herence lo the rc'luircment th:11 awarJs he gr.mteJ for 
job-rellited contributions only if they clearly 1tre beyond 
performance requirements will preclude a dispropor

"\ionate number o( awards being . aranted to hiaher 
graded employees. 

b. An uwarJ may be grunted to iln employee for a 
conlribution which concerns mauers either within or 
outside job responsibilities. However, if it is within job 
resr><>nsibilities, it must be so superior or meritorious 
th;it it warmnls ll('CCi<1l reco~nilion. In mukin~ such 
dclcrminatiuns, cardul consiJcralion shoukJ he given 
to the employee'sjob description, assigned duties, the 
performance requirements or standards for the posi
tion, anJ lhc extcnl of application of the contribution 
anJ its impacl on the organizalion. The employee's 
supervisor generally is in the best position to evaluate 
whether the contribution is within job responsibilities. 
However, awards program administrators, chssifica
lion spechilisls, personnel management speciali ;ts. und 
olhcrs, may rmvidc valuahlc in!llll to lhc tk'\:1sinn. 

c . Those making sui:h Jelcrminaliom. musl cxcn:i~ 
careful judgment to assure that criteria for determinina: 
uwarJ eligihility are nei1her 100 libcrJI nor too Ktrin
gent, .s either extreme coukJ well lcaJ to • IMCk of 
employee confidence in the program arid management. 
Also. an important factor to be considered is the effect 
that a negative decision may have on the employee and 
his or her co-workers. 

D-2. DETERMINING A WARD ELIGIBILITY 
The followins questions may assist in reachins a 

determination: 

Federal PenonM Muaal 

a. whether the contribution is within or outo.iJc thi: 
employee's normal joh rcspon\ihilities. 

(I) Is the subject of the contribution 
within the scope of the employee's 
work'! 

Clt Ooci. the cmploycc'i. joh dc'crip
tion cover the subject of the 
contribution'? 

(3) Is the employee expected or re
quired to make contributioni. of the 
type under considendion'? 

. (4) Is the nature of the contribution 
such that the employee's perform
ance would be judged le!is than sat-
isructory if this contribution had not 
been made? 

(S) Is the contribution one pertaining 
to the immediate work area which 
the employee cC&n put into O('Crdlion 
withoul coni.ulting higher ;1uthoiily'! 

(6) If the contribution perutins to the 
employee's immediate work area, 
us well as having application else-
where in the organi~tion, woulJ 
the employee be expected to mitke 

YES 
0 

0 

0 

0 

D 

D 

NO 

c 

D 

D 

contributions that hiive impacl be- · 
yond his or her immediate area? 

If the answers to the C&bclve question'i arc "No" the 
cont1ih11linn is ~1u1sidc of lhl· cmrilnyl'l''' normal jnh 
rcsponsihilitici. ;mJ shoukl he 1:u11siJc1cJ fur 111011elary 
and/or !M.>norary recognition. 

If the answers are "Yes" the contribution is within 
job responsibilities and, in order to rei:eive recognition. 
a determination must be made that it is so superior that 
it merits an award. 

b. whether the contribution is so superior that it 
merits an award. 
(I) ls the contribution of particub&r im

portance or aianificance to the 
orpnization? 

(2) Was there a great amount of inde
pendent thought, or unusuill insi1ht. 
imll&ination or effort involved'? 

D 0 

0 0 

Inst. l61 
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'451-l>-2 CHAP'f~ 451. INCcNTIVc AWARDS 

(3) Will there be substantial imp1tct or O O 
benefits derived f'rom the 
contribution? 

If the an:i;wer to any of these quel'ltions i!I ye!I, con
siJer:ition shoulJ I~ ri:iven tu a;nmtina.: moncl;iry ;inJI 
or honor.try recoanition. When K contribution iii de
termined to be partially widunjob responsibilities, con
sidering the equities of the case in terms of the 
employee atnd the organiution, the iunount mity be 
reduced proportionately from what the itward wduld 
haVl' l"'-"Cll h;nl the conlrihulion l"'-"Cll dearly hcyonJ 
joh responsibilities (e.ri:. by 2.5'.lf,, .SU%. ur 7.5'.:+., us ••P· 
propri:itc). When u contribution is considered within. 
or rartially within. lhc employee's nor111;1I joh •c~uin:
mcnl~ in the p.irticular employing unit or orgcln1zation. 
if it benefits other units within or outside of the or
ganization or other Government organization(s), the 

• 

lest. 2'1 
Jue-, IMO 

.· 

individual should receive reco11nition to the c\tenl 1h.11 
his or her assianed duties did not require such im
provements or changes to be made in other url!ani
z.ations. In l'luch cases. jnh rcsron,ihility .. houlJ n1lf 
he" foclur oanJ lhe aw .. rJ shuulJ he h;1~d un the 101;il 
benefits lo the other orpnizations or 018encic" ~nl•fitin:: . 

D-3. HANDLING :.::::=:--INELIGIBLE 
DETERMINATIONS 
lf:1 Jclermination i" mmlc that the c11111rih111i11n j,. l'lllll· 
plctcly within normltl joh re~uircmcnt,.. the cmrl11~ l'l' 
11hould he rully informeJ uf the rCa'ilm" for thi" Jel·i· 
sion. Allhoua,:h india,:ihlc for a c:1"h aw:in.I. the imli · 
vidual i;hould receive. us u minimum. M>n11:" form of 
non-cuh recognition such us 61 certificate ur letter of 
appreciation . 

Ftderal Personnel Manual 
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Appendix E. 
Nomination Formats 

E-1. THE PRESIDENT'S AWAKD l<'OR 
DISTINGlllSHF.D FEDERAL CIVIUAN 
s1mv1<..:E 

a . An original and one copy or each nomination arc 
required to be i1ubmitted by the agency head to .the 
Director. Onicc or Personnel Man.1gcmcnt. (At1cnt1on: 
lnccnlivc /\wards Branch). 19011 E Street , N.W .• 
W;ishington. D.C. 20415. 

b. Each nomination mi. ' be typed, single-spaced, 
on standard-size paper. 

c . Euch nomination must conwin the following in
formation. in the order listed: 

(I) First page-a brier biogrdphical sketch, in item-
' ized form<it. containing date and place or birth; signif

icant educational background; significant employment 
record; a specific statement of type of appointment 
status: current gr.1de level; etc. 

(2) Second page-a proposed citation for the sig
nature of the President. The proposed citation must 
contain from SO to 60 words in two-panagraph form, 
and highlight the significance of the individual's 
uchievement. 

(3) Additional pages containing not more than 2,SOO 
words with topical headings as follows: 

.• 

Federal Pcnonnel Muul 

·151-E-1 

(a) Summary or Achievement-not more th;in ''"i: 
page. 

Ch) Additional lll.:t:iib.-in non-technicoil lanJ,!ll;iJ,!i: . 
illustr.tting how the nominee was pcr!oUn;1lly re
sponsible for the achievement. Also include: 

-The specific benefits in improving Government 
opcr.itions or scrvini: the puhlic intcre,1 . Jk,crihi: 
scpar.ttely the tungihlc and int:ingihle hcnclih. 

-Examples of personal qualities or the nomin.:e 
which make hi:; c · her achievement f'O'sihle. if 
these have not ·be · .1 covered already under pre
vious hudings. 

(4) A statement describing 1my significant award' 
received by the nominee. which support the nomin;11ion. 

d. If desired, supporting or technical material m;iy 
be submitted to supplement the nomination. There i!>. 
no limitation on the amount or such material that may 
be submitted. However, supporting material should be 
submitted separately in bound form. 

Non: De!*IUMlll and aae11eie• arc i11 DO Wk)' re.irained from 
.,Illini: 11..-..nJ, 10 c111plo)'ee• who 11rc hein1 nomin111ed for U'C ~·· 
idc111» Aw11ril. No inform11Ciun i• lo be rele<1-cd un the 1101111n:a11011\ . 
Aller lbt Prco.idcnt hu llMldc lhc Awlll'd~ • .,encic~ are urpd to aivc 
die widest public:it)' to the recipient~. 

Inst. 261 
June-, 1980 
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· •51-E-l CHAPTER 4SI. INCl:::NTIVE AWARDS 

1!:-2. P.IIBSIDENTIAL MANAGKMENT IMPkOVEMENT AW ARDS 
Nomination for (Year) Presidential Manaaement Improvement Award 

(Submit in Triplicate lhroush Aaency Incentive Awards Proaram Channels) 

Namc:'--------------------------
Position Title: -------------------

Orpnization: ___ __,,...._ ___ _ 
Location: ________________ _ 

Rank or Grade: ________ _ Asency: __________________ _ 

I. N:armtive justification of one or two pitges including: 
• urc;t!s) or achicvcmcnl upon which nominafion is bused 
• scn('lc ;ind im('lm1ancc of mission. function. service. or aclivity affected 
• extent of inl!cnuily. innovalion. or dedi1.:ation dcmonstrnting initialivcs beyond juh n.:,~in'i.,ili1ic' 
• results achieved. including benefits to the Government und impilct on the 011,mnil<ation. 1 If tani:i"lc hcn~·111' 

rcsull. srccilic. t.lrn.:umcnlcd. doll;ir :1n11111nls should he staled.) 

Previous Awards Received by Nominee{s): (Include those sranted by the depanmcnt or itgcnc~· ;1:-" n:,ult l,f 
this contribution.) 

2. Ci1ution: A two rar:agrnrh ciwtion. not {o cxccct.1 KO words in total. descrihing the contrihution. i1' i,cndi1 
to the Government 1tnd impact on the organization. 

Contributions made by pcrson11el @.'\g · cy Name), which received Presidential letters of recognition durin:: 
lhc;1I year , have been reviewed and it has been determined that this contribution me s nomin'1ti11n 
for the Presidential Munagcmcnt lmrmvemcnt Award. I um plcuscd to forw;ard thi" •. ..1minati11n for 
considcn.ition. 

Dcpanmcnt or Agency Head 

Name and telephone number of official to be contacted for 
further details on this nomination: 

Date 

Nominations should be submitted to: Dircc:tor, Office of Personnel Man1tgement 
1900 E Street, NW 
Washington, D.C. 2041S 

'lf aroup nominalion, name of individual who led aroup etron . 

last. 2'1 
Junt-, IMO 
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Appr11Jix E. Nomi11t11i1111 F"r111t11.1 -'~1-E-J 

E-3. PJIBSJDl::N'J'JAL LE'rft:ltS o•· COMMENDA l'JON (Submit through Agency lna:ntin~ A ward~ 
Program Channels) 
MEMORANDUM FOR THE PRESIDENT 

SUUJl·:er: Pn.:sKk:nlial Kccui;niliun Prug1~1m 

I request that a Presidential letter of commendation be sranted to the following membertsl of this or~anizatilm : 

name(s): first, middle initial, surname (for civilian per
liOnnel, indicate whether Mr., Miss, or Mrs.) 

title: civilian position, lillc ur military r.mk 

or1=ani;w1 ion 
locution; city und suite or Al-'O 

Provide a brief description of the employee contribution: (])citing the first year measurable benefits tif anyl or 
the imr:1c1 or lhc m.:hicvcmcnl within 1hc :1rci1s nr hiJ.?h Prcsidcntal intcrc'it und concern. f2l lndic:11c 1hc 1yrc of 
rccog11i1ic . a;r:mlct.I hy lhc ngcncy. inclut.lina; lhc amount of cash aaw;mJ, ir any. tll Ir ii is a i;rour or 1c;im 
achievemc:nt, indicate the name or the leader. (4) If a nominr - ~ previously has received Presidential letter~ um.kr 
the program, please indicate when such recognition was £"ii~ ~d. 

(11ignaturc 1tnd title or department or ugency he.1dl 

..Attachment(s) (back.up material) 

NoTE: The envelope should be aaddressed as follows: 

The President 
The White House 
Washington, D.C. 20500 
Attention: Presidential Recognition Progrc1m 

.· 

255-S I 311-539 I PO 26l I 70210 
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::::: I E-4. =iz::· t· ~RFORMANCE RECOGNITION <SEE suecuAPTrn 6 
/ FOR SPECIF 

, __ , 

"· SUGGESTED NOMINATION FORMAT FOR SPECIAL ACHIEVEMENT AWARD FOR SliST:\1,1-:D 
SUPERIOR PF.RFORMANCE 

I. Nt1mc• 11f 1111nri11r•t•: 

3. P<'riocl uf srn·i<-r on tt·hich rrcommrndat{on is 
/>t1.H•cJ: 

2. Prr11r111 ur1:t1ni:.t1tim1. /1".\itio11. title'. ::r11d... '11·1• 

4. Position htld d11rins: prriud c·on•rt•cl hy the· m•mi· 
11ation, if dif]trrnt: 

~. l>t1tt•., mu/ (\'pc•.\ of mhu ""'"'"·'· 11ncl quttlity i11c·rrt1.\f'.\ rruivtd: 

''1. )11/1 Ji•" , .... ,~tiist the ~l~1ich lhc employee has pcrformcJ in :1 mann~·;. -,ub,1;11111 • .rl~ 
· cxcecJin~ normal requirements and provide answers to u. b. anJ c for cachJ. Function 111. ch:. 

a. S1aml;ml or pcrform:ancc. 
h. How pcrfu1mancc exceeded stmKl:ard. 
c. How performance increased productivily. economy, cffic:iency. or effectiveness or Govemmcn1 urcr;11i1•n' 

liJcntiry dollar benefits where possible). 

'"°"""' ·~{1111111i111·t··.~1 position <lcscrir1i11n :in<l IJ1c pc1formam:c st:inJan.ls for the rosition were thorou1!hly ri:\ ic\\ .:J 
hcforc submiuiny this r·;c"mmenJation. I certiry that the employee's performance has been apprai,cJ ;,, ..ul'
'tan1i:1lly exceeding fully .tisfactory performance and that it meets the criteria for the award recommcnJcJ . 
Therefore. I recommend (Nume) for a special achievement award of S 

U1T111111m•11tli11.i: official ( Jatt'} 
Ut·~;;J;/'"l'l""''i111: oj}idt1l (dt1tt•J 

b. SUGGESTED NOMINATION FORMAT FOR QUALITY STEP INCREASE 

3. Period uf un•ict on M1hich recommendation is 
ht1.H•J: 

S. Datt' when nt•.tt rr1:ultir M•it/1i111:r11clc· in,.ret1.\f' Jut•: 

2. Prt•.\t'nl t1r1:tmfr.t1tion. /H1.~itim1. tit/,.. ::rndc. ,,,.,,. 

4. Huw long in prtstnt position'? Pre.u•111 .::rt11lc<' 

6. Dute.\ 11nJ typ<'.~ of 11t/1rr mrnrd., t111cl <11111/ity ;,,. 
aeusn rrt·riveJ: 

:..< flJffJ._ •7. Job /tM~li4l:8 (list the f~ f~ich the employee has performed in a manner substantially 
j ·· u" exceeJini: normal requirements arKI provide unswcn; to a, b, and c for c.sch). 
l ~ :t..~~ " Function #.I, etc. 
'• a. Standard of performance. 
~ '{.;,c~~~ 11/ b. How performance exceeded standard. 
• t ,,.,JS., .. '4, c. How performance increased productivity, economy. efficiency, or effectiveness of Government operation' 

' ff"'f"""'"~~~(-id_e_n_ti_fy~d-ol_la_r_bc_. _n_e_fi_ts_· _w_h_e_re~po~ss_·ib_l_e_>·~~~~~~~~~~~~~~~~~~~~~~~
' N111w· "f1111111i11n··.,1 po,iti1111 dl''4'1·ipli1111aml1111..· 1~rfur111a11l·c !ilaml;uds for lhl· position w~·rc lh11111111!hly ll"Vil·Wcll 
prior tu the submission of this recommendation. I certify that the employee'i; performance h;" been appl'ili!ieJ 
us suhst;inti<ally exceeding an accept:ihle level of competence. meets the criteri<t for u quality step incre;"e. and 
that the cmrloycc'i; r-:rfurm;am;c lJluws pmmisc: ur continuing al lhis high level in the ruturc. 

t· 

l 
f. 
; . 

Therefore, I recommend ( N11mc•) for 1t qu1Ality step increase. 

Recommendin1: offici11I (dull') 
Hrvirwin1: ltippmvin1: t1ffidul (dt1tr J 

lllSI. 2'1 
luae-, 1"8 
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Appt'11dix 1::. N11111i11111i1111 FtJr111e11.1 .&~1-E-.:: 

E-5. SES RANKS AND STIPENDS 
a. Nominations shall be sianed by the aaency head. 
b. The documentation submitted with each case 

should include: 
(I) <i completed OPM Form I )I)() 

(2) a justification statement (not to exceed two 
pages) which includes: 

(a) brief description of KOpe and imponan'ce of 
nominee's work 

.. 

(b) extent of ineenuity, innovation, and dedic1uion 
demonstrated hy the executive in dealin~ with 
criti~I issues, problems, llrW the ~chievemcnt 
of important goals and objectives. 

h:) hcnclici;1l rcsulls achicvctl throu~h the nominee's 
lec&dcrship, 

(d) effectiveness in the manaaement of human 
resources, 

( c I major c;m .. -cr-rclatcd ;iw;u·ds ;ind honors· rcccivcJ 
t imlit:atc Jalcs); 

.• 

Federal Pusoanel Muul 

(3) a copy of peninent ponions of the executi\'c·, 
recent performance evaluation deemed b)' the ai:cnq 
to suppon the nomination. The nomination~ shuulJ 
also cover as a minimum the criteria element' li,tcJ 
curlier. (Section 4313 of S U.S.C. ulso contain' u,cful 
aeneral auides related to SES performance appr;ii,11.1 

c. The aaency should indicate. for each nominee. 
which rank is bein1 recommended. When an a~cn..:y 
submits more than one nominlltion for the same rank. 
the aaency's order or priority should be indicated. An 
individual nominated for Distin1?uishec.J Executive "ill 
be considered automatically. ir clia,:ihlc. fur Mcrituriuu' 
Executive if OPM does not consider the uw;irc.J of the 
higher nank appmpri;ih: . 

Non: A -inec 9llC •lected for a ruk 1ward ~Id r«ci'c 
•ncy COftlidenlion for oCher kinch o( •ward• lllthorized. 1A11 in· 
di•idtl&I ••Y· of counc. recei•e 111 ""-wary rlflk •nJ addi1ion;il 
• .,..,..,, or ~liun tu the ealenl tu amM:h 1hcy can: -riled :illll 1101 
rn1"'-1cil tty IMw.J 

lnsc. 261 
June-, 1980 
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Appendix F • 

Major Awards Sponsored by External Organizations 

---------------------·----

__ Nt11111'_!'f. t! ~·!_11_·tf ________ l'11r/HIW' 

• 

Rockefeller Public 
Service Awards 

(Est. 1952) 

Anhur S. Flemming 
Awards 

(Est. 1948) 

Nutium1I Civil 
Service Lca"ue 

Awards 
(Est. 19.5.5) 

To reco&11ize achievements of 
individuals both in anJ out of 
Govemmenl who have made 
significanl contrihulians in crit
ical lolrcus facing our country. 

To honor outstanding individu
als in lhc federJI government 
and 10 recognize those who have 
performed outstanding and mer
itorious wort. for lhc govem
mcn t, lo utlract outslanding 
persons IO the Fcder•I aovem
ment, encourage hiah standards 
of performance in the Federal 
1ervice, IUKI to enhance appre
ciation of our form of govern
ment and the opportunities and 
responsibilities it represents. 

To recocnizc career public em
ployees for si1:nific<tnt contri
butions, encourage Clltellence 
in government service, promote 
public llpprcciation of quality in 
1ovemmenl, 1md to stimulate 
able youth to choo!iC aovem
ment careers. 

Federal Penoanel Maaul 

l>r.\1·ri11tim1 fl/ 
A1t·11rd 11nJ No. 

(ir1111trJ A11nu11/I_\' 

$10,000 
(.5) 

EngrJvcd 
Phaque 

(10) 

Plaque 
(10) 

2SS-s I 311-539 I PO 243 I 79219 

·---------
Hrirf lk"c·ri11tir111 fl( ( 'ri1.-ri11 

..~ .... 1111111111/ ,,,,,,,,,,,, .... ,,,,.,,, .1••1' 
J1•tt1il•1 

Problem are&&s whii:h rcrrc".·nt 
imponant national coni:crn' arc 
identified annuall)'. Any indi
vidual in or out of ~m·ernm.:nt. 

who has made a recent 'p:i:ili.: 
and identifiable contribution of 
major significance to the rut' t• 
!iervice in one of the .. pcciti~J 
problem arcus may he nl1mi
nated. Nominees mu't be L' .S. 
citizens . 

Civilian employee' of lhc E\· 
eculive Branch under 40 year~ 
of aae. A specific accompli .. h
mcnt for which the nominee i~ 
primarily responsible. rc'uhing 
in material improvement in 
service or in !i>Ubslantial finan· 
ciaJ savings to Government or 
in significant social or techno· 
logical progress, or outstanding 
executive, scientific. or techni· 
cal ability or outstandinJ,? per
formance displayed by nominee 
during precedin" fiscal year. but 
not necessarily connected v.·ith 
or n:latcd to :1 'f'Cdlii: oicl·nm· 
plishm.:nt or proji:ct . 

fcderJI employees who have a 
record of inle~rity <tnd devotion 
to the principles' of public serv
ice and of uceptional effi
ciency. 1ustained superior 
performance, and accomplish· 
ment. There are two categories 
(I) Career Service Awards
nominee must have at least ten 
years in one of the career !ICrv
ice.s of the Federc1I government. 
This may include military. state. 
and local aovemment service. 

lni;t. 261 
June-. 1980 
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N111111· 11.f i4 tt·11rJ 

William A. Jump 
~kmori;il Aw;ird 

I E't. llJ.:'iU) 

Roger W. Jones 
Award for 
Executive 

Leadership 
<Est. 1978) 

Joint Financial 
Management 
Improvement 

Award 
a Est. 11>.:'iOJ 

William T. 
Pecora Award 

(Est. 1974) 

Im. 2'1 
June-, IMO 

CHAPTt::R 4.:'il. INCt::NTIVt:: AWARL>S 

To recognize and encourage 
outstanding and deservin~ young 
Govemmenl employees for sus
tained arowth, development, in
tearity. and interest in the field 
of puhlic administration. 

To recognize executives within 
the Federal Government whose 
leadership has resulted in ou1-
1tandin1 organizational 
achievement and who have suc
cessfully fostered the develop
mcn t ur mana;crs und 
executives (or c:arccr service. 

To recognize Government em
ployees who. through the prac
tice or effective financial 
management. huve achieved 
011lsl;111din~ e\.°0110111i1:s, t."fli · 
ciencics aa.W improvcl'lcnts in 
Federal,· state or local 
Oovcmmcnts. 

To recognize outstBnding con
tributions or individuals or 
aroups toward understanding of 
the earth by me11ns of remote 
sensing. 

• 

Orst·riptiun uf 
Award and Nu. 

Grantrd i4111111a/f\· 

Gold Key and 
Certificate 
uf Merit 

(I) 

Bronze Plaque 
and 

Citation 
(2) 

Engraved 
Plaque 

Pl1tque and 
Citation 

(I) 

255-S I 311-539 I PO 243 I 79219 

IJrir'/ l>f'1aipti11n of ( 'rilt''"' 
tSrr u1tr111ul u1111011111·rn1t·n1 J;•r 

'"'"i/~1 

(2) Special Achic,cmi:nt 
Awards--a sini:lc achie,·cment. 
a series of successful proje..:t,, 
or one project contin.ieJ '"er 
a period of years which h;1' 
brought credit 10 the ai:c:nq anJ 
the public service . 

Career employees under the ai:~· 
of 37 whose work f'C,'rform;in.:i: 
over a period of :it lc;"I ~ yi:;ir, 
in either a line or staff fkhitu•n. 
demonstrates unusual comf'C· 
tence and interest in puhlii: 
udmini .. tr:ition. endowmi:nt for 
leadership in the dirc:ctiun or 
development ofprosram ... ~rea
tivity and resourcefulnc .. ,. clu'e 
adherence lo the ba .. ic princi· 
pies of enlightened public sen· 
ice, lllld integrity and dedicatil'n 
to duty . 

Career Executives who have: 
demonstrated superior leader· 
ship which resulted in outstanJ· 
ing organizational achie,·emenh. 
and a strong commitment 10 the 
effective continuity of Go\'crn· 
menl by successfully brini;int: 
about the development of m<1n· Y 
agers and executives 11>··r be ¥ Q p / 
"8fRiA''IC£ I\ 

Federal. stale or local govern· 
menl employees or small ~roups 
whose competence and leader
ship have resulted in cxcer-
1iu11al m:1:0111pli.J1111l:111, ttv1:1 thi.: 
years in the appli1:a1ion of Ii· 
nancial management. 

Sustained or nngle contribu
tions of major imponance to the 
art or science of understandins 
of the earth through observa
tions m11de from space. All in
dividuals or 1roups working in 
the field of eanh resource sens
ing. including those from the 
ACientific and technical com
munity and those involved in the 
pnictical application of remote 
scnsin1. 

Fedtral Personnel Manual 
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451-G-2 CHAl'Tt:.K 4SI. INCt:.NTIVt:: AWARDS 

st;etus ;inJ authority to deal with lop a;eney managers . 
The adminislnltor should be able to deal directly with 
and have access to the head or the oraanization, as 
necessary. Specifically, the administrator should: 

• Dcvclor t"Olidcs 11nd rmcedures 
• Provide interpn:tation ur unJ 1uidance un policy, 

and enforce rules • 
• Develop the operatina budaet for the proanun. 

including cost of awards, promotion, publicity, 
lllllarics, materials, lr•inina:. tr.avel, etc. · 

• Originate and coordinate promotion of the progr•m 
• Tmin emrloyees to liU~est 
• Tntin suggestion evaluators 
• Tmin !llll(lCrvisors 11nd manal?ers in effective use 

uf ;1warJ., ;1s molivalors 
• Keep abreast of the state-of-the-art and apply new 

concepts, as appropriate 
• Coordin:ilc awards proa:r.am opcmliuns in all areas 

of lhe Ul'l?'llli1.alion ' 

.. 

• Kevicw, evaluate um.I plan improvements of the 
?r"anization's proaram 

e, P , ,are and present or issue reports to· mana;e· 
men I. supervisors. um.I employees 

• L>irecl opernlion of the rrogram within the 
oraanization 

• Supervise support staff. 

G-4. RATIO 
The size of the awards progr"'m staff will vary with 

the oraanization's size and structure and the level or 
interest in the proaram. A publication by the Metro
politan Life Insur.nee Company, ''Suggestion Sys
tems". estimates that opcrdtion or a suggestion program, 
for c:itumrle, requires one staff person for CMch I .SOO 
employees. Bui the sugcstion program represents only 
a portion of the average Federal incentive awards pro
ar.am a<lminislr.alor's responsibilities. And beCMuse ci
vifom an<l military suggestion pro1:1r•ms provide a 
substantial return on investment, delay in processing 
and adopting suggestions results in loss or benefits to 
the Government. Similarly, unnecessary delay in arant· 
inl? and rrcscnling deserved pcrfonnancc awards i!ll 
dl·t1111livali11~ lo lhl' work fnH'l' ;ind It-ml' lo 1k~·1·\·:t~·cl 
inJiviJual anJ organizational pmduclivily. Une way 
to estimate awards progr•m staffing needs is ~o com
r:1rc inccnlivc ;1w;1rJs rro~mm results with those of 
uther UJl:anizations of like size 1U1J mission to deter
mine whether proaram activity adeq(Jately reftects 
mission achievements of the oraanization. OPM's an
nual report on the Incentive Awards Pro1ram 
••Achievements" provides comrarcttivc i;tutistics. 

<r-5. CLASSIFICATION 
Throuah<>ut the 25-year history of the Federal In-

- ccntivc Awards Program, controversy has existed over 
classification of Incentive Awards Progr.am po5itions. 
A~ while a.,oencics have requested 1t separate classi
fication series for Incentive Awards Program Admin-
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istrulors, 11nd a Hill wall. introducc<l in the Con~rc" 
(S-1223, May 23, 1979) which included such a pro· 
posal, use of existing occupational series pcrmih llr· 
pnizations to relate incentive awards IO either (lCNmnd 
or m:in;igcmcnl 11n:ily~nctinn ... The folio\\ int: li,1. 
in1 of Incentive Aw<•rd~ Program function' ;ind re· 
sponsibilitics should be considered in de\·elorinc: 
position descriptions for various levels of expcni"e anJ 
experience: 
Duties Typical of Incentive Award~ Respon,ihilitic' 
at: 

(I) Policy Level. 
Formulates, determines. dcvelor ... courJinalc,. ;ind 

issues policy un lhe lm:entive l\w;1rJ" l'm~rnm "11hi11 
the OrJaniutiun. 

Detects, analyzes and devises hiahly creali\'e solu
tions to comple:it problems. 

Advises the head of lhc or~ini1.c1linn unJ mamit:c· 
mcnl onicials on the most cffccli · u"c ofrcrform;mcc 
rtco1nition 1tnd the suggestion/111vention program as 
a manaacmcnt tool to improve individual and or~ani
z.ational rroductivity. 

Nea,:oliutes with, or pa11ici~1tc" in nc~11ti;1tiun' with 
employee ora:anizations on mailers that concern the 
incentive awards program as it impacts on employees. 

Conducts, or participates or coordinates conduct of 
training for managers, supervisors, suggestion cvalu-
11tors, Incentive Awards Committee or BOMrd mem
bers. and employees rcprding the Incentive Awards 
Pfo&ram. 

Is the primary contact within the organization for 
liaison with merit pay, SES and performance 1tpprdisal 
functions as they relate to the Incentive Award .. 
Pfoaram. 

Is responsible for assuring that the organization's 
Incentive Awt1n.ls Pro1:1r"'m meets 11nd i" administered 
according to legal, regulatory, llnd agency requiremenh. 

Is responsible for, as a minimum, ani;iual program 
evaluation and feedback rtports to all l~vcls or the 
work force. 

Based on progrdm evaluation. its chiefudvisor to the 
lln:ml or ( 'ommilll'l', 1tla11' p1u~1 am i111p111V\'llll'lll' ;1ml 

establishes n1eal>Urahle 1:1oal" anJ ohjcclives l'or the 
next reporting period or fiscal year. lnqui into evi
dences of over ur under-use of (lCrformance n:cui\nition 
or iouggt>iotiun progr .. m participation to "ctermine if rea
sons for such deviations are adequate. Where misuse 
or under-use of authorities is disclosed, conducts or 
arranges appropriate remedial action, inc:luding cdu
cation1d progr•m(s). 

Evisluatcs ncc"s of the Of¥aniZ.llliun am! of employ
ees and devises new and innovative awards plans which 
use the incentive awards program to further the mission 
of the organization and to meet the recoanition needs 
of the worlt force. · 

Budgets for the 01"1ani:i»1ion·1 Incentive Awards 
Prosram includina awards payments, staffins. and 
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uther loi:istieal support, e.g., i;upplies 1&nd i;crviccs, 
promotional items and publications. 

Initiates continuous promotion and publicity activ
ities to obtain voluntary cooperation and participation 
or the work force ut 1111 levcls. This includes originating 
1tniclcs concerning 1&w11rds, prugr.&m policies, pr.ac
ticcs, and ftcxibilitics, award winners, and program 
benefits to the orpniz.ation, in a variety or formats for 
presentation to a variety of internal and utcrnal news 
media. · 

Is rcsronsihle for ;u.lvising management on. procur
ini;. ant.I supcn1ising distribution or a voariety of n:c
ognition items, such as top honorary awards, 
certific;1tes, career 11crvicc emblems, ant.I promotional 
items. 

Arranges for awards ceremonies includina o:iainat
ing and coordinatina printina of ceremonial br.tchurc, 
oht;1inin1? prcscnh1tion items ant.I arpropriatc cngrdv
ing. lrnnspoi1aliun, housing ant.I hosling of oui-ur-town 
recipients, preparin& scenario and cil.lltions and briefing 
key officials and rer:pf 'llS on their roles, arranaina for 
media coverage ar1 ~ -- · Jtoaraphcrs, arranaing recep
tion ror aw;1rt.lees ;int.I invi1et.l 1tuesls. 

l'criodically visils and conrcrs with countcl"f>'trl 
awards progr.am staff members within the oraanization 
and other Government and non-aovcrnmcnt orpni-

•zations. Represents the organization at professional 
meetina;s ant.I p;1nicipates in education activities ur 
proressiona.I orpnizations lo stay abreast of the state
of-thc-art. 

Oriltinates tr.Uning materials on incentive awards for 
use in the organi1.01tion·s lr.aining prol!nun and ussun:s 
timely und effective use ur these items. 

Supervises incentive awards sl.llff. Assures that sug-
1cstions and performance award recommendations are 
processed expeditiously and that recognition is grc&nted 
promptly. 

Is contact for the organization with cxtcrna.1 aroups 
that 1rant awards to Federal personnel for superior 
achievemment. 

(2) Operating Journeyman Level 
Under genernl supervision or Policy-level 5lnff 

me mhc r: 
Assists in development and issuance uf policy un the 

Inventive Aw;ird~ Pmgmm within the oryanization. 
Implements policy, and, un the basis or experience, 
suggests changes to improve wcakne6scs. Prepares 
procedural auidance for the oraanization 's Incentive 
Awards Program. 

Counsels supervisors, m1tnagers, a.nd employees on 
performance recognition and the i;ugcestion program, 
and the relationship or the awards proaram to other 
personnel function1, c.1. performance appraisal, merit 
pay, SES, classification, placement, retention benefits 
during RIF atctions, grievances. Advises lop munaltC· 
ment unicials un effective uwards prow.am methods 
and procedures individually and in aroups, includina 

Federal Penoaad Muua.I 

conducting briclings and discussion ... Arran~c' for . l'r 
conducts trainina for supervisors. managemc:ni ofti· 
cials, suuestion evaluators and emplo)·eh. 

At least annually. reviews the orpnization ·' ;1" ;1rJ, 
progr.am achievement\ indu&ling stati,tical re,uh ' · n.ir· 
flltive or oral feedback. and e~tent to which the rr••· 
aram bas supported the oraanization· .. ~ll;tl' ;mJ 
objectives. Recommends initiatives. impr"'·cmcnt' ,,r 
remedial action. 

Prepares material for the organization·, Ingenti.ve 
Awards Hoard or Commillee ant.I work' with ~n·1h,,:1' 

lo (I j develop pma:r.am improvcmcnh ant.I ;mnu;1l 1i,c;11 

year aoals and objectives. and 12) resol\·e comJ"lln l•r 
disputed awards cases. Reviews com~titi,·c: ;1" ;1rJ 
nominations u.n&I prepares rcc"mmendation .. for Cum· 
mince or Board action, or final decision by the hc;1J 
of the orpnization. including review of the pcr .. onncl 
records to determine arpropriatene'" of award in li~ht 
or empluycc's performance aJ'J'fllisal!o.. CilfCCr rw· 
aressior. and previous or pending reco&nition . \\' rk, 
with the Board, Committee or final appro\'in~ ofo.:i;il 
in selection of winners. Assures that approprialc m:lilin 
is tuken lo implcmenl decision,. 

<.:arries out continuous publicity activitic' tu I"'"''" 
. mote full and more effective use of the awards proj,!ram 
within the oraanization. This may require workini; with 
both external and internal news media and lii1ison with 
the urgi1niz.ation·s public affairs. gr.aphic,, printing. 
photogr.1.phy, a.nd procurement staffi.. Writes aniclc,. 
brochures, ftycrs, etc., and prepares training material-. 
lo improve proarc&m opcrc&tion. 

Is n:sponsihlc for completint,: i1rr.angements for \('I!· 
cial or recurring award' cen:munies and prescntatiun". 
Assists in briefing officials and participants on their 
roles and in preparing necessary presentation items. 
comments, script. citations, scatina; plans. etc. Ar· 
ninges n:ccption(s) fur honorees ant.I invited guest\. 

Maintains oversight over administration of the or
pnization's awards program. assisting, and advising 
junior awards proaram staff and personally handling 
unusually complex or important cases (e .g. Presiden
tial, or citsh awards th;it must he approved ;11 hif!hcr 
level" of llu: Ul"l!illli1'.01lio11). 

Responds to written ur uml inquiries thilt require 
special uUcntion. Provides on-thc-joh tr.tining tojuniur 
i;taff members, reviews work prcp:1rct.I by them oant.I 
provides job counsclina as needed. 

(3) Technical Level 
Provides pidance and counseling on the incentive 

awards program lo personnel at all levels throughout 
lhe organization. Such auit.lance and counseling may 
be oral or written, and provided as the result of a 
request, or on incumbents' own initiative when pro-
1ram weaknesses indicate the need for it. 

Reviews, or coordinutes review of. performance 
MW".&rds rcc.:ommendations and cmploya: su~e!>tion 
contributions. Solicits nominations for competitive 
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;1w;irds. Reviews 11nd ussurc!i completeness of docu
mentation submitted and that criterill for awards are 
fully met. Evaluates the merits of recommendations 
and recommends appropriate award action. As a pan 
or rhe review nnd ev11lualion. i.carchcs personnel rcc
onh to conlirm information or •Kid supporlina; docu
mentation. or obtains confirn1ation of benefits from 
manaaement analysis staff. 

In making recommendations on cases, assures'that 
documentution suprorts the authorized use of ap,.ro
ririah:d fund" for lhe award. 'fokes aripropri;1lc uction 
to complete rimccssing uwards cases, indudina; issu-
1tnce of check and presentation of certificate or letter. 
nnd norification 10 nominating official or employee 
su~cslcr. 

Prepares special letters or bricfin& outlines for use 
in ceremonial presentations and assists in arranaina 
s.,ccial presentation" and appropriate subsequent 
ruhlicil )'. . 

Funclions as liaison on Incentive Awurds with uther 
organizational elements and with other Government 
agencies to promote the transfer of·er •loyec contri
hutions und rcsultilnt benefits to tht. -C. 1emment. 

Assisls in technical review or annual :1wards riroa:mm 
results. Iden lilies w-cas of weakness and proposes cor
rective action or new initiatives for improvement. Par
•icipates in preparation or annual program improvement 
plan for discussion with organization ·s Board/ 
Committee. 

Provides technical 1uidance, assistance, and suppon 
to other staff members, as needed , in fulfilling the re
sponsibilities of the office for effective 11.dministr.ttion 
or the organization's Incentive Awards Proansm. 

(4') Suppun Staff Level 
Reviews employee submissions prior to acceptance 

la'1. 2'• 
lllO 

.• 

for cunsidenation us !iUA:i!Cstiuns. Scn..-cns uut inclil.!il'>k 
submissions. notifies employee of action taken . lk· 
cords and maintains records on emplo)·ee SUl.!1.!estil\n, 
and performance award nominations. assurin~ th;it a 
record or arrrnvcd awards j, rl:u.:cd in awank~· . ' 1 •f· 
IK:ial f>':rwnm:I lilc. 

Initially reviews nominations forcompetiti,·c ;1w;1rJ, 
to assure completeness of documentation sut'imittcJ . 
Requests missin& material from nominatin~ oflit:c .1r 
other 50urce!i. 

Maintains follow-uri on su~cstion anJ f'\=rl'orman..:.: 
award w.:tiuns in process. ilnd un i:cncrnl ~arJ, pw· 
aram correspondence. 

Draf'ls annual repon for review hy pmfc,,inm1I 't;1ff. 
Collects ill"KI tabulates statistics and checks tu assun: 
accuracy of data submitted. Performs statistical cal· 
culations to obtain averaae rates orpanicipation. adop
tion, tangible benefits, amount of awud. distrihution 
ur pcrformuncc uwards hy a;r.1Jc kvcl 11nJ hy ur~ani 
:tattional component. Reviews nurr.ttive mutcrial anJ 
hi&hlights important items. 

Responds to routine oral and written inquiries on 
own initiutive. Maintilins calendar of evenh includinl.! 
sc:hcJulina; !ipace and making logistical suririon ••r· 
f'lln¥ements for 1tWlirds ceremonies, tr.lining session~. 

· and conferences. 

Makes travel arrangements for awards program stoaff. 
and 11will'd recipients from field locations when uward 
is to be presented at organization headquaners. 

Maintains supply of recoanition and promotional 
items and awards program forms and supplies and in
itiates action to procure additional stock. when needed. 

May be called upon to provide typina; suppon. 
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Appendix G. 

Staffing Agency A wards Progr~ms 

G-1. AGENCY RESPONSIBILITIES 
Tlw /i,·,11f of ,.,,..,, tlJ:t'IW.\' .~/1111/ ••. . !/i1·1•/. 111 J:t1i11 

ma.Umwn beneµ.t.6 ji1r tlu· <i11'l'rrt1mt"11t 1/irm.:1:". im· 
prm·~d t>mployu· motfration and pMducti.vd.y by 

p11.0Vh:li11i.: . • . adequatt> •. • staffinx and support sn·~·ius to 
11.u11rr prompt ttt'lion on 1111 rmplo_vrr .~UJ:/:t'.~(mn.~ untl 
11t·rji1r111mwt• 11wt1rtl rt•t"111111111•111/111im1 .~ 1mtl rj]i•ctfrt• 
,,;11nwtion untl publicity uctitoitic-s. (5 CFR 451.205). 
(:realer delegation to agencies of authorities for r=-r
sonnel managemenl and new emphasis on increa:·cu 
monclary recoJ:lnilion based on effective performance 
rc~uirc a close working rcloationship bc&wccn agency 
personnel staffs and line managers. Investment in the 
quality and quantity of these who provide technical 

• ussislance lo :tl!Cncy !iupervisors and m:inaitcfli there
fore bccumcs a criticlll n~-cJ. Ol'M and GAO' reviews 
of the incentive awards program in operation indicate 
that agency staffing acncrally is inadequate, both in 
quality 1tnd quantity. Among recommendations for im
proving the incentive awards progr.tm GAO stated thal 
the esscnlilll componcnls of an em .. -caivc prugr.am 
" ... cannot tie implemented successfully unless agency 

heads made an ' "dequate staff available with the appro
rriatc technical skills"'. 

G-2. SELECTION AND TRAINING 
a. Selection. 'The success of an organization's awards 

program is directly proportionate to the investment 
management makes in staffing the program atnd training 
f'ICrsons selected. Their personal mnliv:1tion, :1hility. 
indu~lry, inlc~rity oanJ cnlhusiasm dclcrminc: huw the 
pro1:r.tm will be perceived by both manaacment and 
employees. Following are minimum requirements for 
&!Wards ('rogram professionoal stuff: 

(I) Knowledges. A good wortina k~wledge of: 
• The organization, its mission, and how its mission 

relates and contributes lo Government and na
tional &.'Oals 1tnd objectives 

• The philosophy ·1tnd psycholoa:y of motivation 
• The basic goals 1tnd objectives of' the Fedcnal lft.

eentive Awards Program and how this program 

•FPCO -'7R-'73, ''The Fodcn.I F..111rlo~ Su1q1colil• S1s1c~
Mhili1ic~ rur lmpmvc:tnenl'', Nunmhcr II, 1'1711; aallll l'liMS<.'-1'1-:'I· 
':OUC1 lhc Fedcrlll lacemivc Awwd1 frotlnim lmpn1vc Producti•· 
ily'! .. , Mardi U, 1919. 

rela&es to incentives provided under 01 her 
uulhorilies 

• 1-'t:dc:r.al and 111aency incentive awards proJ:lram 
rules, reaulations and 1uidancc 

• The legal aspects and implications of the award' 
pmair.am 

• Rl"lil&cd personnel milllagcment functions IC.J:l . 
performance appraisal. compen!Mltion. cmplo.yc~ 
and labor relations. plilCement atnd promotion. 
grievatnces atnd appeals, etc.) 

• Dula collection, analysis, evaluation. and fccdha..:k 
• Productivity measurement 
(2) Skills. Ability to: 
• Communicate effectively and convincinl,lly . lxlth 

ornlly and in writin~. form.illy and informally. with 
personnel Ill llll levels . 

• Wort actively with managers and supcr.·1sors to 
design awards systems that both motivate cm· 
ployces ud 1tre linked to the organization's goal, 
and ohjcctives 

• Provide tr.Uning for ~upervisors and m;inaJ:lcrs in 
use of incentives to motivate employees and in 
evaluating wggestions 

• Actively "~II" the proar.t.m to milllagcrs. super· 
visors, and employees 

b. Training. Initial and periodic training. both formal 
and informal. is needed coverina: · 

• Current and long range agency aoals and objectives 
• The legal aspects of aw&1rds prol?r.tm'i 
• 1"1·oced11rnl req11il'e1m:11ls C i:eJernl. ••~ency. 

organization) 
• General structure and operation of the Federal 

personnel 11ystem . . 
• Other personnel management fun~t1ons. and their 

relationship to the awards program. . . 
Awards program professional staff s~~uld pan1c1pate 
in 11c:tivities atnd tnaining opportun1llcs offered by 
profes!iiona&l 1&.o;suci1tlions. 

G-3. VISIBILITY 
Differences in size, mission. Oflanizational structure 

and geographic dispersal dictate that u~h agency de· 
termine its own stuffing pattern atnd mtm. Whenever 
possible, the 11w.t.rds proar.tm atdministr-Jtor should 
wort on the program full time and should have both 

I 
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Option III -- Create a single Board of Directors to oversee both 
NEA and NEH; this private sector Board would have policy powers; 
Heston would be the Chairman. 

The only difference between this Option and Option II is that 
in this case one Board would oversee both NEA and NEH. This 
approach represents an attempt to reduce bureaucracy and 
minimize overlap in NEA and NEH functions. 

The disadvantage is that the Humanities community might object 
to an Arts advocate, Heston, as the Chairman. 

Option IV -- Create a public corporation, along the lines of the 
Corporation for Public Broadcasting (CPB) to foster the Arts (and 
Humanities); appoint Heston Chairman. 

This approach appears to satisfy all three objectives, although 
passage through Congress may present a significant challenge. 
It may be helpful to consider how CPB currently functions. 

o CPB was established as a non-profit Corporation to 
encourage the development and growth of public 
radio and television. Congress specifically stated 
that the CPB is not an Agency or establishment of 
the Federal government. 

o In terms of structure, CPB has a Board of Directors, 
each of whom is appointed by the President to six
year terms, with the advice and consent of the 
Senate. The CPB Board is comprised of individuals 
eminent in fields of interest related to the 
public broadcasting industry. The Board, as a body, 
elects a Chairman and Vice Chairman. The Board is 
nonprofit and non-political. 

o CPB is authorized and encouraged to obtain any non
federal financial support in addition to. the monies 
appropriated by Congress. Federal appropriations are 
made in proportion to the amount of total funding the 
Corporation can genera te from private and local and 
state sources. 

A new similar corporation could be established for the support of the Arts and 
Humanities with private sector linking anus with the Federal governme nt in 
this fashion. 
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. In April 1951 General Ridgway became physical and moral courage, skillful leader-
Commander-in-Chief of United States Forces ship, and broad undemanding. 
in the Far East and Supreme Commander, General Ridgway's extraordinary service 
Allied Powers in Japan. In addition to di- merits the gratitude not only of the Amer-
recting United Nations strategy and guiding ican people but of free peoples everywhere. 
the armistice negotiations in Korea with NOTE: The citation was prescntal by the President 
skill and firm forbearance, he supervised, on following his address at the · sesquicentennial con-
behalf of the Allied Powers, the final stages vocation of the United States Military Academy 
of the rebirth of the Japanese people as an (Item 131). General Ridgway had accompanied _ 
• ·d h the President on the trip from Washington. m ependent nation. In t ese grave respon- Sec also Item 

112
• 

sibilities \he displayed the highest order of 

133 Remarks to the Winner of the Teacher of the Year Award. 
May 21, 1952 

MRS. JONES, I congratulate you on this 
award. 

Next to a child's mother, the greatest in
fluence on his character and his growth into 
a good citizen is his teacher. 

I remember with much pleasure the teach
ers I had when I was going through the 
grade schools and through high school. 
Some of them are still alive, and I still keep 
in touch with those that are alive. 

They had a tremendous influence on the 
route which I followed in' informing mysdf 
on government, on the Republic of the 
United States, and what it means. And I 
am mor<: than happy for this opportunity of 

bringing the attention of the country to the 
fact that one of its main supports, and one 
of the reasons why it is the greatest Republic 
in the world has been due to the teachers who 
take young minds and train them to be citi
zens as they should be. 

Therefore, it is a great pleasure to me to 
have you here this morning. 

Non: The President spoke at I 1 :40 a.m. in the R05C 

Garden at the White House. 1Dc recipient of the 
award was Mrs. Geraldine Jones, a first grade teacher 
at Hope School in Santa Barbara. Calif. 

The United States Office of Education, in coopera
tion with McCall's magazine, selected Mrs; Jones 
from nominees submitted by Stale departments of 
education. 

~34 Remarks at the Dedication of a Memorial Plaque Honoring 
Pvt. Les_~e Coffelt. May 2r, r952 

THANK YOU very much, Captain. I cer
tainly appreciate your thoughtfulness in 
placing this plaque on the Blair House. It 
commemorates an event about which I do 
not like to think. It taught me a very good 
lesson, that the President is well and amply 
guarded by good and brave men, both in uni
form and in the Secret Service. 

This young man, to whom this plaque is 
erected, was one of the most pleasant officers 
on the force-and one of the ablest. 

It brought home to me the fact that it is 
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not the President who is in danger on occa- . , 
sions of this kind, but it is the men who 
guard him. . 

And I want to say to you that I have been 
extremely cooperative with the guards ever 
since this event took place, and I shall con
tinue to be just that way until I am through 
with this office. Not because I am afraid of 
being shot at-I have been shot at by ex
perts-but I do not .want to endanger the 
lives of the men who spend their lives guard
ing the President of the Unitc:d States. 
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Harry S. Truman, . 1952 May 21 [135] 

Thank you again very much for this 
memorial plaque. 

NOTE: The President spoke at 1:2:40 p.m. at the Blair 
House in Washington. In his opening words he 
referred to Capt. Russell B. Wine, U.S. Army, na
tional president of the Naltional Sojourners. . 

Private Coffelt, a Jne'l\ber of the White House 

Police, was killed during the as5assination attempt 
on the President on November 1, 1950. For an 
account of the incident, s,.ce I 950 volume, this series. 
Item 278 ftn. (p. 695). . 
· The plaque was presented by the National So
journers, a patriotic military Masonic organization. 
Private Coffelt was a Mason. 

135 Rem.arks to Members of the National Advis0ry Cormnittee ~£the 
Veterans Administration Voluntary Services. May 21,_~~~52 

Mr. Chairman, Gener~l Gray, distinguished 
guests, andladies and gendemen: 

I am very happy to be here to participate 
in ·the meeting of the National Advisory 
Committee of the Veterans Administration 
Voluntary Services. I understand that you 
represent 40 different organizations which 
are joined together in the voluntary service 
program for our veterans hospitals. They 

. tell me that you have about 70,000 people 
working in these hospitals on a volunteer 

-basis. I think that is one of the finest things 
I ever heard of, and I want to compliment 
you most highly on it. It is a great public 
service, and I appreciate it as President of the 
United States, representing all the people of 

.America. . 
. When you. can get 70,000 people to put 

. aside their own business and to go to work 
in.the hospitals as you are doing, it is a real 

·public service. The work of your volunteers 
shows that they understand how much we 
owe to the veterans, who have fought for our 
country and for the world, to save democ-

, racy. 
. Our first obligation, of course, is to the 

veterans who are disabled because of their 
service, and to the families of those veterans 
who have been disabled, or who have died 
in the service or have been killed. The Gov-

. ernment has a responsibilicy ·to these veter
ans, and I think we have a good program for · 
meeting that responsibility, just as General 
Gray has told you. 

But you people can furnish something the 
Government never can provide, and that is · 

. the personal touch-just a little bit of home. 

I visited the wounded servicemen many 
times, both in veterans hospitals and in the 
hospitals of the armed services. There is 
nothing that gives me more pride in my 
country than the spirit I have found in those 
.young men. 

I paid a number of visits to Walter Reed 
and Bethesda during and after the war. 
Also, during World War II~ I visited the 
hospital at Mare Island, where I met a Navy 
surgeon by the name of Kessler-Capt. 
Henry H. Kessler he was.then; he is doing 
the same sort of work now for the great State 
of New. Jersey. He was interested in the 
rehabilitation of men who had lost arms and 
legs arid other parts of their anatomy in the 
war • 
. I went on to Brigham, Utah, to inspect 

·another hospital, where I found an Army 
surgeon by the name of J. Laughtenhauser. 
He was a colonel at that time, and he was 

· just as enthusiastic as the Navy surgeon. I 
·got those two gentlemen together, and that 
was the beginning of our rehabilitation 
program, which is now headed by Admiral 
Mcintire, and which is doing magnificent 
work for all disabled people in the country, 
as well as veterans. That rehabilitation' pro
gram is one of the grandest things that this 
country has ever put on • 

Then in September 1950 I made a trip out 
to a little island in the D1iddle of the Pacific 
called Wake Island, to confer with a certain 
general. On that trip I stopped in California, 
at the Fair.field-Suisun Air Base, and visited 
the hospital there. They have changed the 
name of that base now, calling it Travis Air 
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Page 1007 Section 10 - FRATERNAL, FOREIGN INTEREST, NATIONALITY AND ETHNIC ORGANIZATIONS *11493* 

• 11479* KNIGHTS TEMPLAR, GRAND ENCAMPMENT, U.S.A. 
(Masonic) 

14 E. Jackson Blvd., Suite 1700 Phone: (312) 427-5670 
Chicago, IL 60604 Paul C. Rodenhauser, Grand Recorder 
founded: 1816. Members: 365,000. Staff: 16. Masonic order. Supports 
Knights T emplar Eye Foundation, which pays for eye treatment, surgery and 
hospitalization for the needy. Has also established the Knights Templar 
Educational Foundation which makes loans to deserving students in their last 
two years of college or first 1-2 years of vocational training. Publications: 
Knight Templar Magazine, monthly. Convention/ Meeting: triennial - 1982 
Aug. 14-19, Hot Springs, AR. 

• 11480• LADIES ORIENTAL SHRINE OF NORTH AMERICA (Masonic) 
(LOS Of NA) 

1009 Bevan Ct. Phone: (513) 836-2158 
Englewood, OH 45322 Dorothy l. Coates, Grand Recorder 
founded: 1914. Members: 30,000. Wives, mothers, sisters and daughters 
of members of the Imperial Council Ancient Ar_abic Order Nobles of the Mystic 
Shrine (see separate entry). Conducts projects to raise funds for the Shriners' 
Hospitals for Crippled and Burned Chi~dren. Co~mittees: Hospital. 
Publications: Proceedings, annual. Convention/ Meeting: annual - always 
third Wednesday in May. 1981 El Paso, TX; 1982 Cincinnati, OH; 1983 
Virginia Beach, VA; 1984 Wheeling, WV. 

• 11481 * MASONIC RELIEF ASSOCIATION OF U.S.A. AND CANADA 
32613 Seidel Dr. Phone: (414) 534-2159 
Burlington, WI 53105 Donald E. Krueger, Sec. 
Founded: 1885. Members: 15,000. Regional Groups: 175. State Groups: 
40. To coordinate and correlate the various forms of Masonic relief throughout 
the U.S. and Canada; to promote prompt and effective methods of handling 
cases in inter-jurisdictional relief; to act as the agency in organizing Masonic 
relief in times of national disaster when such services are requested by any 
Grand Lodge or group of Grand lodges; to detect and publish in the Bulletin lists 

· of unworthy Masons and imposters preying upon the Fraternity. Publications: 
(1) Bulletin, quarterly; (2) list of lodges - Masonic, annual. Convention/ 
Meeting: biennial - usually September. 1981 New Orleans, LA; 1983 Toronto, 
ON, Canada. 

* 11482• MASONIC SERVICE ASSOCIATION OF THE UNITED 
ST ATES (MSA) _ 

8120 Fenton St. Phone: (301) 588-4010 
Silver Spring, MD 20910 Stewart Pollard, Exec.Sec. 
Founded: 1919. Members: 43. Staff: 6. Agency of 43 Grand Lodges (state) 
of Masons. Educational and welfare organization. Conducts veterans hospital 
visitation program; provides disaster relief assistance. Maintains library 
containing proceedings of all American Grand Lodges; produces motion 
pictures. Publications: Short Talk Bulletin, monthly; also publishes digests, 
lodge programs and other material on Masonry for speakers, historians, 
students and others. Convention/ Meeting: annual - always February. 1981 
Orlando, Fl; 1982 Washington, DC. 

* 11483• MOST WORSHIPFUL NATIONAL GRAND LODGE FREE AND 
ACCEPTED ANCIENT YORK MASONS (Masonic) 

3585 E. 15lst St. - _ _ Phone: (216) 752-4492 
Cleveland, OH 44120 Hon. Jefferson D. Tufts, Sr., Grand Master 
Founded: 1847. Members: 50,000. State Groups: 38. Local Groups: 96. 
Organizes and instaffs grand and subordinate lodges for the purpose of "mutual 
uplifting and moral improvement." Conducts annual seminars; sponsors 
scholarship programs; maintains state archives. Publications: York Rite 
Bulletin, quarterly. Also Known As: Most Worshipful National Grand lodge Free 
and Accepted Ancient York Masons Prince Hall Origin National Compact U.S.A. 
Convention/ Meeting: annual - always September-October. 1981 Los 
Angeles, CA; 1982 Washington, DC. Also holds triennial meetings. 

*11484• NATIONAL LEAGUE OF MASONIC CLUBS (NLMC) 
14 Cinder ln. Phone: (516) 796-8402 
Hicksville, NY 11801 John J. licastro, Sec.· Treas. 
Founded: 1904. Staff: 1. Federation of local Masonic clubs. Awards 
scholarships and cash grants annually to children of National league members. 
Presents Achievement Award to member who has done outstanding work for 
the league, and Meritorious Award to individual who has worked for the 
benefit of humanity. Publications: League News, 10/year. Convention/ 
Meeting: annual - always October or November. 1981 Pennsylvania. 

]
~1485• NATIONAL SOJOURNERS (Masonic) (NS) 

8301 E. Boulevard Dr. Phone: (703) 765-5000 
Alexandria, VA 22308 Nelson O. Newcombe, Natl.Sec.-Treas. 

. founded: 1918. Members: 10,000. Staff: 4. Local Groups: 157. Past or 
present commissioned officers and warrant officers of the uniformed forces 

' of the U.S. who are Master Masons. Annually presents the Sojourner Award to 
the outstanding ROTC cadet at each institution in field of Americanism. 

mmittees: Americanism; Bridge of Light; Medal of Honor. Publications: (1) 
he Sojourner, bimonthly; (2) Staff Directory, annual; also publishes books. 

Affiliated with: Heroes of '76. Formerly: (1919) Sojourners Club. 

Convention/ Meeting: semiannual - always January and June. 1981 January, 
San Antonio, TX and June 24-27, Orlando, Fl; 1982 undecided and June 23-
26, San Francisco, CA. 

* 11486• ORDER OF THE GOLDEN CHAIN (Masonic) (OGC) 
584 Bloomfield Ave., Apt. 10-B 
West Caldwell, NJ 07006 Freda R. Jayson, Grand Sec. 
Founded: 1929. Members: 4000. Local Groups: 20. Female relatives of 
Masons and Master Masons. Presents awards for membership, attendance, 
donations to charities and camp facilities contributed to Gallaudet College for 
the Deaf, Washington, DC. Maintains Golden Chain Camp for underprivileged 
children in Blairstown, NJ. Contributes to cancer research. Publications: (1) 
Annual Directory; (2) Proceedings, annual. Convention/ Meeting: annual. 

* 11487• PHILALETHES SOCIETY (Masonic) (PS) 
5449 Ring Dove Ln. Phone: (301) 992-9431 
Columbia, MD 21044 Dr. S. Brent Morris, Asst.Exec.Sec. 
Founded: 1928. Master Masons who are interested in research and study of 
Freemasonry. Annually awards Certificate of literature to the member who 
writes the best article published in Philalethes magazine. Recognizes 
outstanding scholarly research in Freemasonry and designates researchers as 
Fellows. Publications: (1) The Philalethes, bimonthly; (2) Constitution, Bylaws, 
Roster, triennial. Convention/ Meeting: annual - always February, 
Washington, DC. 

* 11488* RED CROSS OF CONSTANTINE-UNITED IMPERIAL COUNCIL 
(Masonic) 

14 E. Jackson Blvd., Suite 1700 Phone: (312) 427-5670 
Chicago, IL-60604 Paul C. Rodenhauser, Grand Recorder 
Founded: 1872. Members: 6000. Convention/ Meeting: annual - 1981 
June 11-13, Springfield, IL; 1982 (date undecided), Portland, OR. 

* 11489• ROYAL ORDER OF SCOTLAND (Masonic) (ROS) 
1904 White Oak Dr. Phone: (703) 683-2007 
Alexandria, VA 22306 Marvin E. Fowler, Grand Master 
Members: 6000. U.S. Provincial Grand Lodge of fraternal and charitable 
Masonic order founded in 1314 and "restricted to Masons renowned for 
service to fellowmen." Address of international headquarters is: 78 Queen 
Street, Edinburgh, ScoUand. Publications: Annual Proceedings. Convention/ 
Meeting: annual -1981 October, Washington, DC; 1982 September, St. Louis, 
MO; 1983 October, Washington, DC. Also holds special meetings. 

•11490* SHRINE DIRECTORS ASSOCIATION OF NORTH AMERICA 
(Masonic) (SDANA) 

1455 Nicholson Rd. Phone: (904) 396-0026 
Jacksonvine, Fl 32207 H. H. Rush, Sec.-Treas. 
Founded: 1919. Members: 181. Directors of every Shrine Temple of North 
America united for the initiation of candidates for Shrine. Conducts safety 
research and education programs. Maintains charitable program for crippled 
children's hospital. Publishes Directory of Members. Convention/ Meeting: 
annual. 

* 11491 * SUPREME ASSEMBL V, INTERNATIONAL ORDER OF 
RAINBOW FOR GIRLS (Masonic) (SAIORG) 

Box 788 Phone: (918) 423-1328 
McAlester, OK 74501 Agnes Mcleod, Supreme Advisor 
Founded: 1922. Members: 1,300,000. Staff: 9. Girls' fraternal society 
composed of 300,000 active members (unmarried girls from ages 12-20) and 
1,000,000 majority members (married women or members over 20 years 
old). Convention/ Meeting: biennial-next 1982. 

* 11492• SUPREME CALDRON, DAl)GHTERS OF MOKANNA (Masonic) 
(DofM) 

23 Alexis St. Phone: (716) 288-4451 
Rochester, NV 14609 Jean Wood, Supreme Rodeval 
Founded: 1919. Members: 7278. Staff: 3. Local Groups: 49. Fraternal 
Masonic order for women relatives of Supreme Council, Mystic Order Veiled 
Profits rophets of the Enchanted Realm members (see separate entry). 
National project is the National Humanitarian Project for the Spastic Child. 
Publications: Proceedings, annual. Convention/ Meeting: annual - a lways 
September. 1981 Davenport, IA; 1982 Ann Arbor, MI; 1983 little Rock, AR; 
1984 Cleveland, OH. 

* 11493* SUPREME COUNCIL, ANCIENT ACCEPTED SCOTTISH RITE 
OF FREE-MASONRY (Northern Masonic Jurisdiction) (AASR-NMJ) 

33 Marrett Rd. Phone: (617) 862-4410 
Lexington, MA 02173 Stanley F. Maxwell, Commander 
Founded: 1813. Members: 511,687. Staff: 16. State Groups: 15. Local 
Groups: 112. Membership composed of Scottish Rite Masons in 15 states 
east of Mississippi River and north of Ohio River. Sponsors extensive research 
program on schizophrenia. Provides a museum. Maintains a library of 80,000 
volumes dealing with Masonic history. Publications: (1) The Northern light, 
bimonthly; (2) Annual Proceedings. Convention/ Meeting: annual - always 
September. 1981 Philadelphia, PA; 1982 St. Louis, MO; 1983 Milwaukee, WI; 
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[21] Dec. 4 Public Papers of the Presidents 

2I Remarks at the Presentation of an Exceptional Service A ward 
to Agent Rufus W. Youngblood of the Secret Service. 
December 4, r963 

Mr. Secretary, Mr. Youngblood, Mrs. Young
blood, members of the Youngblood family, 
ladies and gentlemen: 

There is no more heroic act than offering 
your life to save another, and in that awful 
moment of confusion when all about him 
were losing their heads, Rufus Youngblood 
never lost his. Without hesitation, he vol
unteered his life to save mine. Nothing 
makes . a man feel better than being an 
American and to be witness to this kind of 
noble patriotism. 

Rufus, there is no prouder person here 
this morning than I. You are a brave soldier 
in the highest American tradition of love 
for country and for duty. You are a proud 
son of Georgia. You are an excellent exam
ple of all the honored and brave and dedi
cated and diligent men and the women who . 
work with them who make up what we 
proudly call the United States Secret Service. 
A more dedicated group of men I have never 
known from the Chief to the most humble 
employee. 

I am glad to know that Chief Rowley has 
made it possible for you to continue to serve 

the President as you did the Vice President, 
and I know in so doing that I will have one 
of the most noble and most able public serv
ants I have ever known. 

Thank you. 

NOTE: The ceremony was held at 10:30 a.m. in the 
Rose Garden at the White House. The PresidCDt's 
opening words "'Mr. Secretary" referred to Secre
tary of the Treasury Douglas Dillon. Later be re
ferred to James J. Rowley, Chief, United States 
Secret Service. 

The citation accompanying the award reads as 
follows: 

"This Award is made in recognition of Agent 
Youngblood's outstanding courage and voluoury 
risk of personal safety in protecting the Vice Presi
dent of the United States at the time of PresidCDt 
John F. Kennedy's assassination in Dallas, Texas, on 
November 22, 1963. 

"Mr. Youngblood was riding in the front seat 
of the Vice President's limousine within close prox
imity to the President's limousine when the assassi
nation occurred. Upon hearing the first shot. lv1r • . 
Youngblood instantly vaulted across the front seat 
of the car, pushed the Vice President to the Boor, 
and shielded the Vice President's body with his own. 
His prompt response in the face of great danger and 
his readiness to sacrifice his life to save the Vice 
President were in the highest traditions of the 
Secret Service. His valor and example make him 
a worthy recipient of this Award.'' 

The text of the introductory remarks by Secre
tary Dillon, who read the citation, w;u also released. 

22 Remarks at a Meeting With the AFL-CIO Executive 
Council. December 4, 1963 

Mr. Meany, Mr. Secretary Wirtz, members 
of the Cabinet, members of the AFL-CIO: 

I have said before, and I say again to you 
now: I regard achievement of the full po
tential of our resources-physical, human, 
and otherwise-to be the highest purpose 
of Government. In every- area of human 
concern, the AF~CIO can take pride in it-

20 

self as an instrument to bring a better life 
to more people. 

Since January 1961 the economic and 
legislative gains by labor have been cheer
ing and substantial. Let me cite this after
noon for the record, and to each of you 
here, what I think you can really take justi
fiable pride in: 
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144 I 20 YEARS IN THE SECRET SERVICE 

tion of the Washington Post, reported that six Secret Service 
agents had been drinking in the Fort Worth Press Club until 
3:00 A.M. on the mornirig of the assassination. The report was 
picked up by certain political figures, while cooler heads 
noted that this was one of the many things that should be 
left to the Warren Commission. ·' · 

All comment about the Secret Service, however, was not 
adverse. ~December~ ~t the_ main _Treasury Building, 
Special Agent Clinton JJlill was presented the Exceptional 
Service Award. Mrs. Jacqueline Kennegy1 Clint Hill's family, . 
officials of the Treasury Department and of the Secret Serx
ice, an.d_gthers we~ present when Secret~ Dillon read th~ 
citation. 

This Award is conferred upon Special Agent Clinton 
J. Hill of the Secret Service for exceptional bravery in. his 
effort to protect the President and First Lady of the United 
States at the time of President John F. Kennedy's assassina
tion in Dallas, Texas, on November 22, 1963. 

Agent Hill was standing on the left front running board of 
the Secret Service car located directly behind the Presiden
tial limousine when the assassin fired his flrst shot. Agent Hill 
immediately ran from his vehicle while the bullets were still 
being flred, climbed on the rear of the President's rapidly 
moving limousine, and shielded the President and Mrs. Ken
nedy with his own body. His extlaordinary courage and 
heroic effort in the face of maximum danger reflect great 
credit on the United States of America, which can produce 
such men. His dedication to the highest traditions of the 
United States makes him a deserving recipient of this Award. 

The following morning, December 4, in the Rose Gar-
den at the White House, Secretary Dillon also presented me 
with the ~xceptional Service Awyd, in the presence of Presi· 
dent Johnson, Treasury and Secret Service officials, my fam· 
ily, and others. The Secretary read the citation. 
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This Award is made in recognition of Agent Young
blood's outstanding. courl!g_e and voluntary risk of persQ_nal 
safety in protecting the Vice President of the United States 
af the tim~ of President John F. Kennedy's a·ssassination. in 
Diinas,Texas, on November 22, 1963. · . 

·Mr. YoungEiooawas riding in the front seat of the . 
Vice President's limousine within close proximity to the Pres
ident's limousine when the assassination occurred. Upon 
hearing . th~ first shot, ML....Y oungblood instantly vaulted 
across the front seat of the car, pushed the Vice President to 
the floor, and shielded the Vice President's body with his 
own. His prompt response .in the face of great danger and 
his readiness to sacriflce his life to save the Vice President 
were in the highest traditions of the Secret Service. His 
valor and example make him a worthy recipient of this 
Award. 

After the Secretary had presented the award, the Presi
dent stepped before the microphone. 

There is no more heroic act than offering your life to 
save another, and in that awful moment of confusion when 
all about him were losing their heads, Rufus Youngblood 
never lost his. Without hesitation, he volunteered his life .to 
save mine. Nothing makes a man feel better than being an 
American and to be witness to this kind of noble patriotism. 

Rufus, there is no prouder person here this morning 
than I. You are a brave soldier in the highest American tradi
tion of love for country and for duty. You are a proud son of 
Georgia. You are an excellent example of all the honored 
and brave and dedicated and diligent men and the women 
who work with them who make up what we proudly call the 
United States Secret Service. A more dedicated group of men 
I have never 

1 
known from the Chief to the most humble 

employee: 
I am glad to know that Chief Rowley has made it pos~ 

sible for you to continue to serve the President as you did 

""' 



I. Proposed structures to include HEston 

A. Place ~ton as Chairman of the NEA to replace Biddle 

--~/l. Background on current structure of NEA (indicating full-time job) 

2. Discussion of merits of proposal (pro's and con's) 

B. Create new Board of Directors to oversee NEA; Heston to be Chairman. 

/~. Fedei;..a.,l Council w~d be cha1'9ed ~statute to a private . L" 
1

, 
1

. d 
sector~ pdi:-iey responsibhify-;- ~ ~ y~ 

2. Biddle's role ( and his successor's role) 
Executive Director. 

would be as 
,Ct. 

3. C urrent advisory council would be either disbanded or would end 
up with reduced powers. 

4. Para~l el structure to be created for NEH. 
~scussion of pro's and con's~~-t/'Yv 

c. Create new Board of Directors to oversee both NEA and NEB.Heston Chmn. 

1. Federal council would be changed by statute to a private sector 
Board with policy responsibility for both NEA AND NEH. 

2. and 3. same as in B. 

4. Discussion of pro's and con's. 

D. Create enteriely new structure for the Arts and Humanties: a 
public corporation along the lines of the Corporation for 
Public Broadcasting. 

II. ADDITIONAL STUDY 

Discuss need for consultant 

- policy direction 
-block grants vs. discrete funding diecisions 
- availability of arts institutions to handle grantsmanship 
- desirability of a public corporation 

III Existing management 

-FY 82 policy direction 
-Legislative management 
- FY 82 budget 
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the Vice President, and I know in so doing that I will have 
one of the most noble and most able public servants I have 
ever known. 

L The awards notwithstanding, the Secret Service was 
still on shaky ground, and the FBI, the CIA, and the Defense 
Department were all reportedly looking into the business of 
Presidential protection as a possible addition to their own 
jobs. 

The tragedy in Dallas, however, carried with it a subtle 
but strong point that was a very effective deterrent to any
one's wanting to take over the Service's chief responsibility. 
The Secret Service had shouldered this awesome burden for 
more than sixty years, not without serious incident, but with
out its mission being thwarted. Now, after one volley of gun
fire by a man whose reasons we would probably never know, 
the Secret Service was fighting for its very existence as a pro
tective unit, because there are no small losses in this line of 
work. Bank robbers may roam the country, spies may abound, 
wars may flare, and the agencies and departments responsi
ble for containing these activities are seldom if ever called 
summarily on the carpet with an attitude of "if you can't cut 
the mustard, we'll get somebody who can." 

The headlines made on November 22 and the days that 
followed would be a long time getting to page two. Why 
would anyone seek a job whose failure, regardless of the 
manner in which it happened, would inevitably cause such 
an upheaval? I felt then, and I feel now, that this question 
was evaluated and came up with no enthusiastic takers. 

This and the fact that Lyndon Johnson, in the main, 
backed the Secret Service were largely responsible for the 
job remaining where it was. The feeling seemed to have 
been, give them some lumps, do some revising and reorgan· 
izing, but let them keep it. The hot potato went around the 
circle and came back to where it started. 
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Understandably, morale was not at an all-time high in 
the Secret Service. Many career agents in protective assign
ments felt that this mandate might pass to other hands, and 
they sought transfers to the field. The necessary merging of 
the Vice Presidential Detail into the White House Detail 
disturbed the normal upward flow of promotions. It was a 
time of uncertainty, and in a surprisingly short time it came 
to the attention of the President himself. Less than two 
months in office, and with th; monumental responsibility 
and work load that had been thrust on him, he considered 

. the matter of sufficient importance to deal with personally, 
which is exactly what he did on January 6, 1964. 

I was just sitting down to supper with my wife, Peggy, 
and the children when the phone rang. There was no aide or 
secretary saying "Hold the line please for the President." It 
was LBJ himself, and he minced no words. 

''I've received a memorandum that disturbs me, Rufus. 
I'll read you some of it. 'Morale in the Secret Service is at an 
all-time low. A number of agents of the White House Detail 
have been asking for transfers. This is . a great body of nien. 
These men feel they are being prevented from doing their 
job properly. They do not want favors; they just want to be 
accepted. We need them badly, especially in campaign 
years.' And it goes on." 

"Sir," I said, "may I ask who wrote the memorandum?" 
"I don't think I ought to name him, but it was one of 

Kennedy's top people, and somebody in your outfit has been 
bellyaching to him." 

The case in point, the President told me, was a small 
write-up in a national magazine to the effect that LBJ, while 
driving his own car at the ranch, had told a Secret Service 
agent in the follow-up car that he was going to shoot out a 
tire if he did not stop following too close. The incident itself 
was not important. It was a simple example of LBJ being 
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Congressional Relations .. ·~ 

Key Players 
Senate: 

:.-· 

House: 

Authorization: Education, Arts, and Humanities Subcommittee 
of the Committee on Labor and Ruma~ Resources. 

Subcommittee Chairman: Robert Stafford; (formerly Pell) 
Full Committee Chairman: Orrin Hatch 

Appropriations: Interior subcommittee of Appropriations 
Committee. 

Subcommittee Chairman: James McClure 
Full Committee Chairman: Mark Hatfield 

Other Interested Parties: Ted Stevens, Interior subcommittee; 
Claiborne Pell, sponsor of NEA in 1965, and former employer of · 
Livingston Biddle. 

Authorization: Post Secondary Education Subcommittee of 
Education and Labor Committee. 

Subcommittee Chainnan: 
Full Committee Chairman: 

William Ford 
Carl Perkins 

Appropriations: :Interior subcommittee of Appropriations 
Committee. . 
. .. · .. ;: -.r:-'_~~~~:•;-;7- _:·"-~F 

Subcomnd:tte~ Chairman: Sid 'Yates . ' 
Full Committee Chairman: Jai~ Whitten 

Other Interested Parties: Joe McDade 
(Interior Subcommittee) and Tom Evans 


