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                       12 May 2005

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Garrison Command Policy # 05-2005, Nonappropriated Fund Civilian Employee Honorary and Monetary Award Program

1. REFERENCES.

    a.  Memorandum, SFIM-NW-HR, Subject:  High Level Military and Civilian Awards 

26 Apr 04.

    b.  Memorandum, SFIM-HR-C, Subject: US Army Installation Management Agency Policy Memorandum #16, Military and Civilian Awards Policy, 16 Apr 04.

    c.  AR 672-20, Incentive Awards, 29 Jan 99;

http://usapa.army.mil/pdffiles/r672_20.pdf
    d.  Fort Leonard Wood Incentive Awards Program:  Supervisor’s Guide, 23 Sep 96.

    e.  DA Pamphlet 672-20, Incentive Awards Handbook, 1 Jul 93;

http://usapa.army.mil/pdffiles/p672_20.pdf
    f.  AR 215-3, Chapter 9, Incentive Awards, dated 29 August 2003.

2. PURPOSE.  To provide guidance and delegation authority to Fort Leonard Wood Garrison Commanders and Directors for processing Nonappropriated Fund honorary and monetary civilian awards.

3.  APPLICABILITY. This policy is applicable to all Garrison Command nonappropriated (NAF) fund civilian personnel.

4. POLICY.

    I expect the Garrison Command leaders to administer this program in a fair and equitable manner, based on merit and demonstrations of excellence.  Incentive awards are designed to reward outstanding performance and achievements.  The variety of awards (honorary 

and monetary) affords you the opportunity to do so.  I urge you to utilize this program to inspire and reward NAF civilian employees appropriately.
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5. Procedures For Processing Awards for US Nonappropriated Funds Employees

a. Honorary Awards

        (1)  Honorary awards equal to or higher than the Superior Civilian Service Award, will be sent to the Civilian Personnel Advisory Center, NAF Branch, Awards Coordinator for review, coordination, and endorsement by the Garrison Commander.  They will then be forwarded to the Northwest IMA Regional Director for approval.  Nominations will include DA Form 1256, justification, and proposed citation. The Northwest Region will require an additional 5 days processing time than is indicated on enclosure 1.

        (2)  All other honorary awards are delegated to Commanders and Directors and 

subordinate supervisors who come under the Garrison Command.

        (3)  An Equal Employment Opportunity (EEO) certification must accompany 

award nominations, which are forwarded to the Garrison Commander for approval.  

The EEO Officer must sign the certification.  If there are pending adverse actions or EEO investigations, award processing will be suspended.  A cover sheet to accompany honorary awards is at enclosure 2.

    b.  Monetary Awards and Approving Officials.

        (1)  Performance Awards are given in recognition of high-level performance for 

a specific period.  They are to be submitted with a completed copy of the Nonappropriated Fund Instrumentality Employee Performance rating form (DA Form 3612) and support form.  Performance Awards will not exceed 2% of the annual salary for an outstanding performance award (see enclosure 3).  Nominations should be submitted to the NAF-CPU for review.  Performance Awards are normally submitted by first-line supervisors and approved by Directors and those who have delegated approval authority for the organization’s awards budget.

        (2) Only one sustained superior performance (SSP) award based on performance of assigned duties may be granted an employee for any 12-month period of service.  Pay band employees, both NF and CC, may receive a cash award and a pay adjustment based on performance.  NAF employees may be nominated on DA Form 1256 (Incentive Award Nomination and Approval) for awards listed in AR 672-20, in accordance with the procedures in that regulation. 

        (3)  Special Act or Service Awards.  Certificates of commendation and cash, 

time off or merchandise awards may be issued as follows:  One honorary award and one monetary award may be granted to an employee for the same special act or service, providing the criteria for each award is met.  
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        (3)  On-the-spot (OTS) cash awards are limited to a maximum of $500 and processed using DA Form 5167 with a written justification.  They should be processed as expeditiously as possible.  These cash awards are normally submitted by the first-line supervisors and approved by Directors or those who have delegated approval authority for the organization’s awards budget.

        (4)  Time Off Awards (TOAs) are limited to 40 hours for a single contribution, 

and up to 80 hours of time off during one leave year for achievement.  The time off award must be scheduled and used within one year of the approval date.  A time off award may not be converted to a cash payment under any circumstances. 

    c. Length of service awards.  Length of service emblems (pins) and certificates are authorized in accordance with AR 672-20, chapter 7.  All Federal, Military, and NAF service will be creditable; however, the last full year of service must have been as a NAF civilian employee of DA.

    d. Nominating officials will not notify individuals that an award recommendation has been submitted or that they are under consideration for an award, in case the recommendation is ultimately disapproved, modified or returned.

    e. Supervisors must use appropriate criteria when nominating employees for awards and also ensure equitable consideration of all employees for incentive awards.  I urge you to recognize outstanding performance and achievement promptly and on the basis of merit.

6.  SUPERSESSION.  This policy is in effect until rescinded or superseded.

7. PROPONENCY.  The proponent for this Garrison Command Policy is the Director, Civilian Personnel Advisory Center, 596-0927.
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