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Inform 
One of the main purposes of the awards program is to encourage civilian and military 
personnel to participate in 
improving the economy and efficiency of Government operations. In order to use the 
program, however, everyone must 
know and understand it. You should inform all employees of the aims, methods, and 
benefits of the program. Explain 
the types of awards available and the eligibility requirements for each.  
 
Promote 
As a supervisor, you know which programs need or are receiving particular emphasis 
during a fiscal year. Make use of 
promotional materials—posters, flyers, booklets, bulletin board notices, etc., to emphasize
the specific results you want 
(e.g., reducing costs, saving energy, materials, etc.). 
 
Encourage and Recognize Superior Performance 
a. You, as a supervisor, are responsible for improving the effectiveness of your operation. 
And since it is your job to 
get the work done through other people’s efforts, it is beneficial to you to encourage and 
establish a sense of 
commitment to superior performance and to seeking improvements within the 
organization. 
 
b. To create and maintain a team spirit you must not only encourage superior performance 
but also recognize it 
whenever and wherever it occurs. Failure to respond to accomplishments or ideas will 
very likely destroy the desire to 
contribute to decisions and offer suggestions for improving operations. 
 
You can build a creative, improvement-minded organization by: 
• Keeping an open mind to constructive ideas 
• Encouraging and participating in the development of ideas 
• Asking for suggestions on ways to better achieve objectives or to solve problems 
• Assuring that such ideas are given full, objective, and prompt consideration 
 
c. Remember, individuals at all levels need to know that others, especially their supervisors, 
are aware of the time, 
effort, and talent which they contribute. 
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Did the performance represent individual or group effort? Many organizations 
include improved team work and collaboration as an internal goal. If a group rather than 
an individual accomplished something deserving recognition, supervisors may want to 
grant a group award.  
 
 
What was the impact of the performance deserving recognition? Did the 
accomplishment affect an organizational goal, an individual goal, or fall somewhere in 
between? Accomplishments resulting in greater impact may warrant a more significant 
award.  
 
Would an incentive program, rather than traditional recognition, be more effective 
at energizing employees toward achieving a goal? If so, in the future the supervisor 
may consider suggesting an incentive program, such as a gainsharing or goal sharing  
program, which can work well at focusing employee efforts toward achieving 
organizational goals.  
 
What form should the award take? For example, would granting a time-off award cause
a hardship in the office?  
 
Is the organization recognizing its top performers? Employees need to know that the 
organization values good performance.  
 
Does the agency have limitations on awards?. Supervisors should ensure the awards 
they propose meet agency, regulatory, and contractual requirements.
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What would the employee appreciate as an award? Most people appreciate cash, but 
sometimes employees value other forms of awards as much or more. For example, a new 
staff member with little or no leave may appreciate a 1- or 2-day time-off award more 
than a small cash award. Note: A reward is not all that rewarding if it is not something the 
employee values. 
 
Should the supervisor present the award publicly or privately? Some employees 
would rather receive no award at all than stand in front of a group of peers for 
recognition. Supervisors should learn ahead of time what the employee would appreciate.
In addition, Supervisors should reference the applicable awards article if the employee is 
in a bargaining unit. 

 



 
Page: 16

Author: AMSC Subject: Sticky Note Date: 8/11/2011 1:06:00 PM 
A monetary award is a cash payment that does not increase the employee’s rate of basic 
pay. 
 
An honorary award is not a cash payment or time-off, but rather an award of a honorific 
value. For example, a letter of appreciation, certificate, medal, plaque or item of nominal 
value. 
 
A time off award is where time-off from duty is granted without loss of pay or charge to 
leave for which the number of hours granted is commensurate with the employee’s 
contribution and accomplishment. 
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A Special Act or Service Award is a cash award given to recognize a meritorious personal effort, act, service, 
scientific or other achievement accomplished within or outside assigned job responsibilities. 
 
 
 
A performance award is a monetary award given in recognition of high-level performance for a specific 
period.  
 
 
 
A Quality Step Increase (QSI) is an additional within-grade pay increase for GS employees with an 
exceptional rating of record for the current rating period.   
 
 
 
On-the-spot award is a small Special Act or Service Award which may be given by a supervisor for day to 
day accomplishments of subordinate employees.  
 
 
 
Employees may be granted up to 80 hours of time off during a leave year without charge to leave or loss of 
pay as an award for achievements or performance contributing to the Army mission. 
 
 
 
Length of service certificates are used to recognize all Federal and military service in 5-year increments 
provided that one year of total service has been served as a civilian employee. 
 
 
 
Supervisors may grant informal recognition devices. No review or processing by any incentive awards 
committee is required unless provided for under local procedures. This category of recognition provide 
memory and trophy value (e.g., mementos, plaques, mugs, badges, paperweights, etc.).  
 
The item must— 
 
         (1)  Be something that the recipient could reasonably be expected to value but not something that 
conveys a sense of monetary value. 
 
         (2)  Have a lasting trophy value. 
 
         (3)  Clearly symbolize the employer-employee relationship in some fashion.  Affixing a logo represents
this relationship. 
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An Honorary award is not a cash payment or time-off, but rather an award of a honorific value. For example,
a letter of appreciate, certificate, medal, plaque or item of nominal value. 
 
 
 
Public Service awards include Decoration for Distinguished Civilian Service, Secretary of the Army Public 
Service Award, Outstand Civilian Service Award, Commander’s Award for Public Service, and Certificate of 
Appreciation for Patriotic  Civilian Service. Public Service Awards are granted by the President and DOD. 
Specific information related to eligibility covered in DA PAM 672-20.
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A Special Act or Service Award (SA/SA) is a cash award given to recognize a 
meritorious personal effort, act, service, scientific or other achievement accomplished 
within or outside assigned job responsibilities. 
Use Table of Tangible Benefits to determine amount 
Up to $10,000, or $25,000 with AIAB review 
 
Rating-based awards are based on performance computed as a percentage of the 
employee’s base pay with a maximum award of 10 percent. Unusually exceptional 
employees may receive awards up to 20 percent if approved by the major commander. 
 
A quality step increase (QSI) recognizes employees for performance of duty in an 
exceptional manner. A QSI must be based on the highest quality of performance that a 
supervisor may certify (e.g., a Successful Level 1 rating). This level of performance must be
expected to continue in the future. Only General Schedule (GS) employees are eligible to 
receive QSIs. Must be submitted within 30 days of approval or rating period. An employee
may not receive a QSI if the employee has received a Performance Award based in whole 
or in part on the performance being recommended for recognition. This is a very 
common mistake made by Supervisors. 
 
The On-the-Spot Cash Award (OTS) is a small Special Act or Service Award ($50 to 
$500) which may be given by a supervisor for the day to day accomplishments of 
subordinate employees. DA Form 1256 is used to nominate and approve the OTS.  
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Level A 
Recognizes effort beyond normal performance expectations of the job in a given instance.
Typically, the employee might exercise initiative by developing a new approach to a task, 
or might put forth extra effort permitting early completion of a routine project 1 
 
Level B 
Recognizes a particularly efficient or resourceful effort expended by the employee. 
Typically, the employee takes the initiative to develop and follow through on a difficult 
task not specifically required but which results in an immediate benefit to the work unit, 
or the employee completes an important and particularly difficult assignment in an 
exemplary manner. Level B is appropriate to recognize an employee who takes extra steps
to resolve a troublesome situation or in some special way benefits the work unit.  
 
Level C 
Recognizes exceptional contributions of employees. As an example, the employee may 
apply original concepts to an unstructured, non-routine assignment, or an employee may 
perform outstandingly in a crisis situation. Level C is appropriate to recognize an 
employee’s effort that clearly can be called “going significantly above and beyond the call
of duty.”  
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During the period of… 
 
…(give time of performance), (individual/group) did what.  Beginning paragraph should start with this 
sentence.  
 
 
 
This exceeded expected performance… 
 
…as identified in the current position description by:  
 
o        Improving quality  
 
o        Timely completion of the project  
 
o        Increasing productivity  
 
o        Overcoming adverse obstacles or working under unusual circumstances  
 
o        Using unusual creativity  
 
o        Saving the Government time and/or money  
 
o        Increasing program effectiveness  
 
 
 
As a result… 
 
o        Project acceptance  
 
o        Savings in time, money, and/or material  
 
o        More efficiency  
 
o        Effectiveness  
 
o        Technological advancement  
 
o        Productivity increase  
 
o        Improved levels of cooperation  
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Therefore, I propose an award of… 
 
…(amount/hours) which has been calculated using the (Tangible Benefits/Intangible Benefits/Time Off 
Scales in AR 672-20) 
 
o        If based on measurable benefits, enter the expected Benefit to the organization. 
 
o        If based on nonmeasurable benefits, enter the Value of Benefits and the Application. 
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Poorly written:  
Contains mostly jargon, glowing adjectives, or global phrases;  
Uses incorrect grammar or punctuation;  
Written in technical language not understandable by reviewing authority;  
Unfocused, unclear writing;  
Includes extraneous and distracting information.  
 
Doesn't meet award criteria:  
Individual has already been recognized for these accomplishments either through a previous 
award or as part of a unit award;  
Accomplishments are not yet completed;  
Time period covered on nomination form does not agree with time period covered by the 
narrative;  
 
Narrative does not justify the award:  
Accomplishments and statement of impact are not clear or specific;  
Narrative does not demonstrate that accomplishments are above and beyond those normally 
required of the officer;  
Achievement and impact do not correlate with the level of proposed award.  
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Some additional examples of common mistakes supervisors make in trying to motivate 
employees include: 
 
Recognizing or awarding some people while others who’ve done the same or similar work
get nothing. 
Giving everyone the same award for work on a project but not all employees contributed 
anywhere close to equally. 
Using threats, intimidation, or discipline or other negative means to motivate employees 
Giving people different awards when each contributed equally. 
Not understanding the criteria or eligibility standards for an award. For example, trying to 
get an honorary award that is much too high for the employee’s contribution. 
Promising an employee ahead of a task, “if you do this, I will put you in for an award.” 
Telling a person before an award has been approved, “I put you in for a $1000 cash 
award.” 
Providing a cash award for a project and then listing the same contribution in the annual 
appraisal as a basis for a rating that leads to a cash award. 
Thinking that it is only cash, time off or honorary awards that motivate people 
Sending someone to training or a desirable course as a reward
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(As Supervisor, your first option was…) NOT A GOOD CHOICE: Supervisors should 
give every consideration to recognizing individual and group performance when 
warranted because it helps create a positive and productive environment. Appropriate 
awards add value to the people who are the heart and soul of the organization. The 
administrative requirements for submitting an award nomination should not be an 
obstacle or excuse for not recognizing deserving employees or shirking your leadership 
responsibilities. 
 
(As Supervisor, your second option was…) NOT THE BEST CHOICE: According to Army
Regulation 672-20 the On-the-Spot cash award limit is $500 and is designed to award day
to day accomplishments. While a $1000 award may be justified, it must be given under 
another monetary award category. Employees should never be informed that they are 
under consideration for or have been nominated for any award. Such actions may create 
serious morale problems. Additionally, it is important that an award be given based on 
the employee’s contribution. In this case, should both Caitlin and Juan’s award be equal? 
 
(As Supervisor, your third option was…) THE BEST CHOICE: Different levels of 
achievement warrant different levels of recognition if the criteria for the award are met.  
Each nominee for an award should be given individual consideration in determining the 
type and/or amount of the award. As a leader, you should recognize that individual 
differences greatly influence the type of award or recognition that employees value and 
prefer. 
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