Enclosure 5 – Civilian Awards
1. General.   DA civilian employees are eligible for the monetary and honorary awards recognition authorized in AR 672-20 (Incentive Awards). Awards (monetary and honorary) are designed to motivate employees to increase productivity and creativity by rewarding those whose job performance and adopted ideas benefit the Government, and are substantially above normal job requirements and performance standards. Different types of civilian awards are below:
a. Performance Awards.  A Performance Award is a monetary award given in recognition of high-level performance for a specific period. This award is used to recognize all appropriated fund employees, except Senior Executive Service (SES) employees.  Organizational accomplishments, including the employees’ overall contributions to mission accomplishment, should be major considerations when recommending or approving Performance Awards for individual employees.  Performance awards for GS employees will be computed as a percentage of pay with a maximum award of 5 percent of the employee’s base pay, unless other wise approved by the Commanding General.  Guidance on applicability to NSPS employees is evolving and will be set forth in subsequent Pay Pool Guidance.
 b. Quality Step Increases.  A Quality Step Increase (QSI) is an additional within-grade pay increase given to General Schedule (GS) employees.  GS employees with Exceptional ratings of record for the current rating period are eligible to receive the QSI.   An employee may not receive more than one QSI in any 52-week 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.  Additionally, an employee may not receive a QSI in conjunction with a cash award.  An employee can receive a QSI and Time off Award (TOA). This award is not available to employees paid under NSPS.

             c. Time Off Award.  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. The TOA may be used alone or in combination with monetary or nonmonetary awards to recognize the same kinds of employee contributions.  Contributions must directly support the Army mission or result in benefits to the Government. The extent of the contribution will be considered when determining the amount of time off that is approved.  The TOA may be granted in amounts up to 40 hours for a single contribution. Awards up to one day may be approved by the immediate supervisor.   Awards over one day must be approved by the awards committee. The TOA must be scheduled and used within one year of the approval date. A TOA does not convert to a cash payment under any circumstance.
        
d. Special Act or Service Awards.   A Special Act or Service Award is a cash award given to recognize a meritorious personal effort, act, and service, scientific or other achievement accomplished within or outside assigned job responsibilities. The Special Act or Service Award is particularly appropriate to recognize short-term accomplishments, whether in a regularly assigned position or during a detail and when performance or honorary awards are not appropriate.  This award is not to be used as a substitute for other personnel actions, pay entitlements, or other forms of recognition.

          e. On-the-spot Cash Award.  The OTS cash award is a small Special Act or Service Award ($500 to $1000) which may be given by a supervisor for day to day accomplishments of subordinate employees. Processing of the OTS awards will be accomplished as expeditiously as possible.

         f. Honorary Awards (Medals). Listed below are the civilian honorary awards authorized by DA. The awards are listed in hierarchical order from the highest to the lowest.

                  (1)  Decoration for Exceptional Civilian Service.  This award, granted by the SA, consists of a medal, lapel button, and citation certificate, DA Form 7014 (Decoration for Exceptional Civilian Service). Nominations should be submitted within

6 months after completion of the period to be cited. When granted for bravery, a minimum cash award of $1,000 will accompany the medal.  With the exception of nominations for bravery, nominees must have established a demonstrable pattern of excellence and achievement which normally have been recognized by previous honorary awards up to and including the Meritorious Civilian Service Award.


(2)  Meritorious Civilian Service Award (LOM Equivalent): The Meritorious Civilian Service Award is the second highest award and is granted by the Secretary of the Army or a major Army commander. Nominees must have established a pattern of excellence, normally demonstrated by the receipt of lower level awards. Eligibility is determined by measuring contributions against the following example levels of achievement: Accomplished supervisory or nonsupervisory duties in an exemplary manner, setting a record of achievement, and inspiring others to improve the quantity and quality of their work. Individuals demonstrate unusual initiative and skill in devising new and improved equipment, work methods, and procedures; inventions resulting in substantial savings in expenses such as manpower, time, space, and materials, or improved safety or health of the workforce.  

(3) Superior Civilian Service Award (MSM Equivalent): The Superior Civilian Service Award is the third highest award. It is granted by any commander (major general and above) or civilian equivalent. Nominations for this award reflect superior service or achievement, or heroism of a lesser degree than that recognized by the Meritorious Civilian Service Award. Employees who have established a pattern of excellence, normally recognized through the previous receipt of one or more honorary or monetary performance awards, may be considered for this award. Individuals accomplish assigned duties in a superior manner, leading team members to higher productivity or completing a complex project more effectively and efficiently than required. Nominees demonstrate a high level of initiative and skill in devising new and improved equipment, work methods, and procedures; inventions resulting in substantial savings in expenses such as manpower, time, space, and materials, or improved safety or health of the workforce. 


(4) Commander’s Award for Civilian Service (ARCOM Equivalent): Nominations reflect service or achievement of a lesser degree than recognized by the Superior Civilian Service Award. Employees who have established a pattern of excellence, normally recognized through the previous receipt of one or more honorary or monetary performance awards, may be considered for this award. Individuals accomplished supervisory or nonsupervisory duties in an outstanding manner, setting an example of achievement for others to follow. Nominees demonstrate initiative and skill in devising new or improved equipment, work methods, and procedures, or conceiving inventions that resulted in considerable savings in manpower, time, space, materials, or other items of expense, or improved safety or health of the workforce. Individuals demonstrate leadership in performing assigned duties that resulted in improved productivity of the unit. 
       
 (5) Achievement Medal for Civilian Service (AAM Equivalent): It is awarded for noteworthy achievements that are of a lesser degree than those recognized by the Commander's Award. A nomination normally covers either a period of sustained superior service or a level of achievement sufficient to warrant this recognition or both. 
        
       (6) Certificate of Appreciation for Patriotic Civilian Service.   This award recognizes patriotic civilian service that contributes to the mission of an Army activity, command, or staff agency, or to the welfare of Army personnel. The award consists of a lapel button and certificate, (DA Form 7012).  It is granted to individual employees or groups of employees for service that is not related to the official position(s) of

the individual or group. Services provided must reflect patriotic off-duty activities of a public service nature contributing to the mission accomplishment of an Army element or to the welfare of Army personnel. 

      
        (7) Civilian Award for Humanitarian Service.  This award consists of a medal, lapel button, and certificate, (DA Form 5652).  Any commander at the MACOM level or higher may approve this award.  This award is for individuals who have distinguished themselves by meritorious direct “hands-on” participation in an act or operation of a humanitarian nature directed toward an individual or groups of individuals. 

     
        (8) Certificate of Achievement (COA): The DA Form 2442 (Certificate of Achievement) may be granted by local commanders or other locally authorized individuals as honorary recognition for individual or group contributions.  Appropriate accomplishments include:  Completing assigned duties in a commendable manner, demonstrating skill and initiative in either devising or improving work methods, causing a saving of manpower, time, space, or materials.  
     
        (9) Others: ( Less common to the JAG  Legal Center and School) Commendation Certificate, Certificate of Appreciation, Secretary of the Army Award for Outstanding Achievement in Materiel Acquisition, Department of the Army Promotion Certificate, Armed Forces Civilian Service Medal, and Award for Outstanding Service in the Army Senior Executive Service. 
g. Public Service Awards (Medals).  The awards for public service (typically contractors) authorized by DA are:
         (1) Decoration for Distinguished Civilian Service.  This award consists of a gold medal, lapel button, and citation certificate, DA Form 7016 (Decoration for Distinguished Civilian Service). The SA awards this decoration to those who provide distinguished service that makes a substantial contribution to the accomplishment

of the Army’s missions to include—  Civilians not employed by the Army or Army contractors,  Federal Government officials at the policy development level, Technical personnel who serve the Army in an advisory capacity or as consultants.

          (2) Secretary of the Army Public Service Award.  This Award consists of a silver medal, lapel button, and citation certificate, (DA Form 7402). The Secretary of the Army awards this decoration to private citizens. Army civilian employees (who are eligible for Army honorary awards in accordance with AR 672-20, chapter 8 ), military personnel, and Army contractors are ineligible. This award is appropriate for spouses of military members provided they meet the criteria. 
          (3) Outstanding Civilian Service Award.  This award consists of a bronze medal, lapel button, and citation certificate. The SA or a major commander may award this medal for outstanding service that makes a substantial contribution or is of significance to the MACOM concerned to include:  Civilians not employed by the Army or Army contractors, Federal Government officials at the policy development level, Technical personnel who serve the Army in an advisory capacity or as consultants. 
           (4) Commander’s Award for Public Service.   This award consists of a bronze medal, lapel button, and certificate, (DA Form 5231)  It ranks directly below the Outstanding Civilian Service Award and may be approved by any of the following individuals:   Any commander, (colonel and above).   This medal may be awarded to:
 Civilians not employed by the Army or Army contractors, Federal Government officials at the policy development level, Technical personnel who serve the Army in an advisory capacity or as consultants.   This award is given to recognize service or achievements that contribute significantly to the accomplishment of the mission of an Army activity, command, or staff agency.

            (5) Certificate of Appreciation for Patriotic Civilian Service.   This award recognizes patriotic civilian service that contributes to the mission of an Army activity, command, or staff agency, or to the welfare of Army personnel. The award consists of a lapel button and certificate (DA Form 7012).The lapel button will accompany the certificate only when the award is presented as an individual award.   This certificate may be awarded to civilians not employed by the Army or Army contractors, or officials of DA at the policy development or approval level. It also may be awarded to groups, including employees, business firms, fraternal organizations, and quasimilitary units. Any commander (lieutenant colonel and above) may approve this award.

            (6)  Others. Civilian Award for Humanitarian Service (Private citizens of the United States, as well as private citizens and government officials of foreign nations, are eligible for consideration), Certificate of Appreciation to recognize accomplishments of private citizens when a higher level honorary award is not appropriate. (Additional information available in AR 672-20, Chapter 8)
2.  Eligibility

a. All direct-hire U.S. citizen and foreign national employees paid from appropriated funds are eligible for awards.  Non-appropriated (NAF) employees of the Army are eligible for honorary awards. Non-career government officials and non-government personnel (contractors) are eligible for public service awards.


b. Individuals not eligible for any type of awards are:


(1)  An individual under investigation or adverse action is pending.



(2) An individual was the subject of disciplinary action within the preceding 120 days.

3. Budgeting for awards.   The LCS Director of Support is responsible for ensuring that funds are budgeted and paid out for employee Performance Awards. The funding will fall within the range of 1.5 percent to 2.0 percent of the aggregate civilian payroll of GS employees.  If a performance award greater than 2% is recommended, the department may have to pay the balance from their budget – depending on the overall performance awards submitted by TJAGLCS.
4. Incentive Awards Committee.  Commander, TJAGLCS establishes an awards committee to review all monetary awards – primarily performance and on the spot awards.  The committee will consist of individuals assigned to TJAGLCS and will review and make a recommendation to the Commander on monetary awards disbursement.  The schedule is typically as follows:



a. GS5 to GS6: o/a 1FEB



b. GS 7 to GS8: o/a 1MAR



c. GS 13+: o/a 1AUG



d. GS 9-12: o/a 1 DEC 
  
5.  Preparation of Awards.   

a. Performance awards.   All nominations for performance awards will be submitted on the DA Form 7222 or DA Form 7223 (Civilian Evaluation Report) which is the justification for the award. Once the action is complete, the G1 section will return the completed SF50 to the appropriate directorate. An example is below. Employees eligible to receive a performance award must meet the following criteria:

(1) Employees with exceptional or highly successful ratings (block check of 1-3 on the evaluation report) for the most recent rating period may receive this award. 




(2) Employees who exceed the minimum requirements for a fully successful rating of record with at least one critical element exceeded.
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b. Quality Step Increase (QSI): All nominations for the QSI award will be submitted on the DA Form 7222 or DA Form 7223 (Civilian Evaluation Report) which is the justification for the award.  To be eligible for a QSI, a GS employee must receive an exceptional rating of record (block check of 1 on the evaluation report) during the current rating period and not receive more than one QSI in any 52-week period. Additionally, an employee may not receive a QSI in conjunction with a cash Award – no double dipping, but you can receive a QSI and TOA. This award is not available to NSPS paid employees – different pay system.
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c. Time Off Award (TOA).   All nominations will be submitted on a DA Form 1256 (Incentive Award Nomination) and will be accompanied by a justification letter detailing the individual’s accomplishments OR the TOA will be annotated on the Civilian Evaluation Report. Once the action is complete, the G1 section will return the completed SF50 to the appropriate directorate. Below are the guidelines for determining the number of hours to grant for a TOA and an example of a TOA DA1256:
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d. Special Act or Service. All nominations will be submitted on a DA Form 1256 (Incentive Award Nomination) and will be accompanied by a justification letter detailing the individual’s accomplishments.  Once the action is complete, the G1 section will return the completed SF50 to the appropriate directorate.  An example of an OTS DA1256 and justification letter is below:
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[image: image6.png]Justification for Special Act/Service Award for

Jane |. Doe

From the period of 1 January 2008 through 5 March 2008, Ms Jane Doe is being
recognized for her assistance within the Training Development Directorate. During this
period, Ms Doe shouldered extra responsibility as the section was only manned to 50%

Ms Doe fulfilled her job as the IT projects officer and also as the Chief of Distance Learning
—ajob that was unfilled due to the predecessor retiring. During this 3 mortth period, Ms
Doe showed her leadership potential as she singlehandedly completed both duties. Some
of her accomplishments were: implementing 3 different distance learning courses for
additional traifing opporturities for 27Ds scheduled to atiend BNCOC and ANCOC,
overhauling the distance learning website to make it more user friendly, and supporting the
Training and Develops Director for the myriad of tasks assigned. Ms Doe accomplished
every task above the standard and continued to maintain a great working environment
despite the increased work-load






e. On-The-Spot Cash Awards (OTS).  All nominations will be submitted on a DA Form 1256 (Incentive Award Nomination) and will be accompanied by a justification letter detailing the individual’s accomplishments.  Once the action is complete, the G1 section will return the completed SF50 to the appropriate directorate.  An example of an OTS DA1256 and justification letter is below:
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f. Honorary Awards (Medals). All nominations will be submitted on a DA Form 1256 (Incentive Award Nomination), will be accompanied by a justification letter detailing the individual’s accomplishments, and a proposed citation. Once the action is complete, the G1 section will return the completed certificate and medal set/lapel to the appropriate supervisor.  An example of an Honorary Award DA1256, narrative, and citation is below:
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6. Contractors.

a. Contractors are not employees of the government.  The only awards that may be presented to contractors for achievement or service are public service awards.  There are no monetary awards or incentives authorized for contractors.

7. Changes, Revisions, Suggestions.  The TJAGLCS G-1 is the proponent for awards.  Address matters related to awards to the G1 at xxx-xxxx
FOR THE COMMANDER:

Insert the percentage or the amount of the award





    Insert the current GS grade and recommended QSI





*Typically TOAs are given in increments of 8 hours (1-day)





8 hours (1 Day)





16 hours (2 Days)





24 hours (3 Days)





32-40 hours (4-5 Days)





Justification For


Ms Doe’s OTS $500 Award 





Ms Doe performed magnificently from 1JAN-15MAR08 while the Criminal Law Department experienced a shortage of 3 instructors. During this time, Ms Doe shouldered more tasks than was expected of her.  She planned, coordinated, resourced, and executed the Hodson and Prugh Lectures – both high visibility and time consuming events for the section and school.  Ms Doe’s hard work lead to a great lecture series that was executed flawlessly.  During this time, Ms Doe continued her outstanding performance as the administrative assistant despite the burdens of the lectures. 





CITATION





NARRATIVE





For outstanding service from 1 January to 15 March 2008 at The Judge Advocate General’s Legal Center and School.  Ms. Doe distinguished herself by performing duties well beyond the requirements of her position.  During a period of manpower shortages, she provided invaluable service to officers of the Criminal Law Department through her efforts at organizing, assisting and spearheading several high profile events including the Hodson Lecture, the Prugh Lecture, and the Military Judge Course while simultaneously conquering the day to day demands of her duties.  Ms. Doe represents the very best of civilian service to the Army.  Her professionalism and dedication reflect great credit upon her, The Judge Advocate General’s Corps, and the United States Army.





Ms Doe performed magnificently from 1JAN-15MAR08 while the Criminal Law Department experienced a shortage of 3 instructors. During this time, Ms Doe shouldered more tasks than was expected of her.  She planned, coordinated, resourced, and executed the Hodson and Prugh Lectures – both high visibility and time consuming events for the section and school.  Ms Doe’s hard work lead to a great lecture series that was executed flawlessly.  During this time, Ms Doe continued her outstanding performance as the administrative assistant despite the burdens of the lectures. 
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