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This change notice clarifies definitions and responsibilities inherant

_ Users should assure compiiance with
this directive when nominating an individual for an award. Please become
. familiar with these increased responsibilities and incorporate them inta

your copies of the diractive,

The changes to the Directive are as follows:

Page ~ Section
1 2. Definitions
2 3. Policy/Procedures
3 3. Policy/Procedures
5 3. Policy/Procedures

In addition, pen and ink changes are needed to correct the O°5M form number
for the Employee Performance Apprafsal from 52 to 456 and to correct the
name of the 2ranch of Employee/Labor Relations and Training {BELRT) to the
Branch of Employee Management Relations (BEMR}. These pen and ink changes
are to be incorporated on the foliowing pagss of the directive:

Pages 4, 5, 6, 7, 9, 12, and HED
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3. Technical Centers (East and West} Incentive Awards Committees - are San
appointed by their Technical Center Administrators. They are composed of five 23r?~“dt
primary members, with alternates for each, from a cross section of the wark force.™ “-

K. Headquarters Incentive Awards Administrator. The Incentive Awards

.. Administrator is responsible for the successful implementation of the OSM=wide G4,,. is

program and will he designated by the Personnel Officer. v Jwcanttiny

1.  0SM Incentive Awards Coordipators. . The Incentive Awards Coordinators .oty
sarve as the program ljaison in the Technical Centers and will be designated by &t rask
each Technical Center Administrator, she,

m. Merit Pay Employees. Suparvisors and management officials in ahﬁi%r#u
Grades GM-13, 14, and 15, as provided by 5 U.S.C. 5401. fme

3, Policy/Procedures.

a. Policy, It is the policy of O3M to provide incentives and recognition
to amployees for superior service and to reward employees who contribute signifi-
cantly to the economy or efficiency of uperations.

b. Responsibilities.

{1} Director, 0SM has the overall respansibility for the GSME%%centive Gl
Awards Program. the Oirector is the approving authority for monetary awards of
$¢,501 through $5,000. ho tarrhck

(2) Assistant Directors, Technical Center Administrators and Field
Office Directors are responsible for actively promating the Incentive Awards
Program and for supporting the implementation of thiz program. Assistant {ﬂppnrsj
Directors and Technical Center Administraters have approving authority for
monetary awards up to and including $2,500, Field Office Directors have
appraeving authority for awards up to and including $1,000.

{3} Chief, Division of Personnel, under the Assistant Director,
Budget and Administration, is responsible for administering, monitoring and
evaluating the impiementation of this program in accordance with the 0vfice of
Personnal Management and Departmental reguirements.

(4} Managers and Supervisors are responsible for the following:

(a) Understanding the purpose and pperation of the pragram and
identifying and recommending awards for employees whose performance or contri-
butions meet standards for formal recognition:

{b) HGiving clese attention to the total number of cash awards

 that he/she approves. If too many awards are approved, the inceptive value

of the awards may be lost. If top few awards are granted, the potential for
gains in employee morale and efficiency from the Incentive fwards Program may
not be fully realized.

{c} uhen they do not concur with the Incentive Awards Committee's
determination as to whether the award nomination or doliar amaunt oroposed is
adequately supported, they must submit a written statement of their reasoens for
not concurring with the Committee to the Personnel Officer for review and referral
tg the next higher level official for decisien. Mo aciion may be ftaken to affect
the award until that official makes the final decision.
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{8} The Incantive Awards Administrator/Coordinater is responsible for:

{a) Maintafning records and reports on awards granted; g

(h) Monitoring award actions to ensure conformance with
applicable standards and criteria;

{c} Providing technical guidance to the Incentive Awards Committees;

(d} Reviewing recommendations for awards for completeness and
compliance with regulatory requirements; and,

(e} Providing guidance and counseling to supervisors on their
use of the Incentive Awards Program,

{6} Committees are responsible for reviewing neminations to ensure the
equitabie and judiclous use of awards. As a result, Committees may return nomina-
ations for additional information i the proposed awards are not adequately justified
in writing. When returning nominations, the Committee should provide specific reasons
why the nominations are being returned and suggest/recommend ideas for improvement,
if appropriate. Committee members are appointed on a staggered basis to serve fSr

a period of two years. s
P ¥ = i

{a) Headquarters Incentive Awards Committes is responsibie for: bhbhﬁt*ﬁt
. . . . . . 3_ [PV - T
1 reviewing recommendations for Departmental nominations YT Asapn.
for variocus "outside awards" (e.g., awards sponsored by the Federal Departments tidkie
and Agencies or private organizations); ST 0 B

2 reviewing and concurring in individual or group cash mt"
awards up to and including $5,000 and Quality Within Grade Increases (0SI's).

The Department has final authority on all awards from 35,001 through $10,000. ‘0. ceud
Cases over $10,000 are approved by the Office of Personnel Management. In Aardias.
these instances, the additional infaormation outlined in FPM Chapter 451 must be oabtes
included in the recommendation. %%gEEE::

{b) Technica] Center (Fast and West) Incentive Awards Committees -, o,
Are responsible for reviewing and making recommendations to the Technicai Center )
Administraters, as appropriate, on individual or group awards of $2,500 or less ~&i§uﬂ£
and QSI's. Awards in excess of $2,500 must be forwarded to the OSM Personnzl Gurstrd.a
Officer for review and concurrence by the Headguarters Incentive Awards Committee, &ab, .
The Directer has final approving authority for all awards of $2,501 through 35,000,

Ho.rgha<

(c} Field Offices do not have Incentive Award Commitfaes. A1l
nominations are reviewed and concurred in by the Headquarters Incentive Awards
fommittee. Field Qffice Directors have approving authority on awards up to and
including $1,000 and QSI's. ATl award nominations aver £1,900 have-to be concurred
in by the Assistant Director, Program Operations and Inspection.

(d) Exceptions.

1 An incentive award to an employee on the immediate staff
of an official with zpproving authority must be reviewad and approved at the next
highar level.

2 Tncentive awards for merit pay employees based on their
Annual Summary Performance Rating may be awarded directly by the Merit Pay Pool
manager and forwarded to Headguarters Incentive Awards Administrator.
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t. Incentive Awards. Recommendations for Incentive Awards. A supervisor
wishing to recommend an employee fur a Special Achievement Award or a
Quality Within-Grade Increase should submit an OSM Form 840, Recommendation for
Performance Award (see Appendix 2], accompanied by an OSM Form 52, Employee
Performance Appraisal, through line channels to the official having delegated
authority to apprave the award, Bath superyisors and approving officials are
encouraged to seek the advice of their Incentive Awards Administrator/Coordinator
ug the Ey?e of recognition that is most appropriate. {See page 7 for pracessing

of awards),

(1) Quality Within-Grade Increase (0SI)

{a) A Q5] should not be granted more than once every 52 weeks
for high-quality performance. A QSI is appropriate when faster than normal
salary advancement is considered warranted and the employee's performance
clearly meets the reguirements for such an increase. A 0SI raises the employee's
future salary indefinitely., To warrant this, performance must be sustainad at
the high level far 2 period of at Teast six months and must give promise of
continuing at the high level. Hence, a quality increase should not be granted
until there is sufficient active service upon which to base a conclusion that
high quality work 1s characteristic of the employee's perfarmance. In this

context, high-quality performance is characterized by W
a cuzzu.,,,(,__j)

1 all of th itical elements of his/her job in"an
Dutstanding (Level 17 or Highly-Successful {Level II} manner; and,

all required alements in a Successful (Level III} ar
better manner.

{b} The recommendation for a (51 must be submitted on an 0SM
Form 840, Recommendation for Performance Award (Appendix 2), accompanied by &n
O5M Form 52, Employee Performance Appraisal. If the performance appraisal is
more than 60 days ald it must be accompanied by additional justification. The
documentation for a QSI must support the conclusion that the recogmition is
Jjustified. The performance appraisal must clearly reflect how the employes's
performance in all critical elements exceeds an acceptable level of competence
(Successful) and that the overall performance is substantially above that level.
The justification must alsa inelude 4 statement that the employee's performance
givas promise of continuing at the same high level in the same position.

{c} Relation to Reqular Within-Grade [nereases. Quality increases
are in addition to reqular within-grade increases. This means that an emplovee
who receives a quality increase does not start a new waiting peripd for the
next reqular within-grade increase. However, if a quality increase places an
employee in efther the fourth step (beginning of two-year waiting category} or
the seventh step. (beginning of three-year waiting category) of the grade, this
will indirectly extend the waiting period for the next reqular withim-grade
increase by one year and may result in 1ittie value to the employee. To assure
maximum benefit in this kind of situation, it might be appropriate to consider
2 Special Achievement Award for Sustained Superior Performance or to consider
waiting until the regular step increase is received hefore granting a gquality
increase.
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{7z} Special Achievement Awards may he granted to General Schedule
and Mepit-Pay employees.

{a} A Special Achievement Award for Sustained Syperior Performance
may be granted when individual work performance exceeds the requirements of
requlariy assigned duties for a period of at least six months. A cash award
for this purpase shall be in sccordance with the job performance scale contained
in Tabie 3 of Appendix 1. A current approved performance appraisal, OSM Form 46,
Empioyee Performance Appraisal, must be sybmitted along with OSM Form 840,
Recommendation for Performance Award. as documentation for a sustained Superior
performance award provided the appraisal supports the conclusion that the
recognition is justified. The performance appraisal must clearly refiect how
the employee's performance in all critical elements meets or exceeds an S350
acceptable level of competance (Successful) and that gverall performance 1s yre
substantially above that level, I the performance appraisal is more than 1%:3l:qijbb
B0 days old it must be agcompanied by additional justification. Recnmmendatinns%ékuﬂfﬁ
for sustained superior performance awards for supervisors and managers must ot Zawal S
jnclude consideration of effective use of incentive awards to motivate their
employees and the encouragement of suggestions, 1o the extent that they had
the opportunity to do so,

(b} A Special Achievement Cash Award may be appropriate when:

1 the employee is at, or will soon appﬁiﬁch, the 10th
step, or equivalent, in his/her grade;

2 the employes is nearing retirement;

3 the quality within-grade increase would place the
“employee in the fourth or seventh step of his/her grade and, by so dging, add
to the employee's waiting period for the new reqular within-grada increase; or,

4 the performance being recognized does not provide a basis
far concluding that the high Tevel of performance will continue.

{¢}) Approval of Special Achievement Awarcs Tor Employees on Detail.
When the supervisar of a detalled empioyee wishes 1o recommend the employee for
2 Special Achievement fward, the .recommendation must be sent for consideration
and final action to the approving official in the organization where the employee
is permanently assigned.

(3) For a Specfal Act gr Service.

(a) An award for this category may be in the form of a_ cash award
or a honarary award, or both. It may be granted for cantributions connected with
or related to official employment such as:

1 performance which has involved overcoming unusual
difficulties:

2 creative efforts that make important contributions to
science ar research; and,

3 exemplary or couragequs handling of an emergency
situation related to official employment.
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(b) Recommendation for Special Act or Service Award should be
submitted gn an O34 Form 840, Recammendation for. Performance Award {Appendix 2)
accompanied by a rated 0SM Form 52, Employee Performance fppraisal. If the
performance appraisal is more than 60 days old it must be accompaniod by
additiona] justification. The recommendatian for Special Act or Service
Award must include the following:

L an explanation of the contribution describing clearly
the special act or service and stating why it s cansideraed to be of sufficient
merit to justify an award for the individual concerned. The Justification
should include data concerning benefits realized by 0SM or the Government as a ot
result of the contribution. When tangible dollar benefits result, the fo
justification must indicate the specific extent of application and value of %izzéyﬁ
benefit including the bases for these determinations, {See tables fn Appendix 1) k

2 the amount of award shouid be determined in accordance Eﬁg:
with the Award Scale for Tangible Benefits (See Table 1, Appendix 1. ,¢23211L1a;.

{4) Group Awards

(a) A Grougp Award may be appropriate when a group of employees
jointly contribute to an outstanding accomplishment. A Special Achievement
Award for Special Act or Service may be proper for that group. . Such an’ award
ig given where it is not feasible to recognize the contributicn of each member
of the group individually. . :

1 Appropriateness. Generally, group awards are not
feasible for large groups because the larger the group, the more likely that it
will include individuals who do not merit an award. An honor award {f.e.,
nonmonetary) may be more appropriate when the group numbers more than ten.

{See page 10 for hanor awards).

2 Manetary Yalue, The total amount af 3 group award
generzlly should be the same amount authorized for eontrihutions made by ona
person. The award need not be shared equally but should he proportianate
according to each employee's contribution to the group effort. In determining
the total award, the contribution should be evaluated using the Tangible and/for
Intangible award scales in Appendix 1. The total monetary value of a group
award may not exceed the amounts authorized in the Delegations of Buthority Directive,

3 Advantages of Group Awards., A group award can
encourzge cooperation and team effort. It reflects that gach member contributing
to a joint effort gains recognition, which is one of the needs more freguently
expressaed by employees at all work-levels.

(b} Content of Recommendation for Group Award - The justification
should be submitted on (05M Form 840, Recommendation for Performance Award
(Appendix 2) accompanied by a current OSM Form 52, Employee Performance Apprajsal,
for each individual. If the performance appraisals are more than 60 days old
they must be accompanied by additional justification. The Justitication must
inelude an explanation of the comtribution desceibing clearly the special act
or service and stating why it is considered to be of sufficient merit to Justify
an award for the group concerned, The justificatiem should include data
concerning benefits realized by 0SM and the Government as a result of the
contribution. When tangible dollar benefits result, the justification must
indicate the specific extent of application and value of benefit including the
basis for these determinations. {See tables in Appendix 1.)




{5) OQutstanding Performance Rating

{a) Rewarding a General Schedule Employes for Qutstanding
Performance. An employee qualifies for an Qutstanding Performance Rating
when hisjher total performance on an gverall basis far exceeds performance standards.
This criterion is more difficult to meet than criteria for approving a Quality
Within-Grade Increase pr a Special Achievement Award. Therefore, it is
recommended that the recipient of an Dutstanding Rating be censidered for either
a Q5T or 2 Specidl Achievement Award immediately following the rating.
Circumstances which might make a performance award inappropriate are as follows:

1 the employee received a (5I at an earlier date and is
constdered to represent an adeéquate pay distinctiens

2 the employvee recaived an award for Sustained Superior
Performance or & Q51 during the rating period; and,

3 the recency or freguency of grade promotions is
considered an adequate reward at this time.

{b) Outstanding performance awards may be in the form of a
Q51 or Suystained Superior Performance award {See Quality Within-Grade Increase
and Special Achievement awards for content of award nominations}. '

d, Processing of Performance Awards

{1} The Recommending Qfficial forwards the recommendation, OSM Form
840, Recommendation for Performance Award, and 0SM Form 52, Employee Performance
Appraisal, tpo the Incentive Awards Administrator/Coordinator for review by the }n‘q:
appropriate commitiee,

{2) The Incentive Awards Administrator/Coordinator s responsible fc;%:ﬁ;‘”“ﬁ%
ensuring adequate documentation of approved performance and for determining that — !

the mometary amount is appropriate. a :

(3) tpon completion of the review, the Committee's recommendations
are forwarded to the Approving Official.

(4] The Appraving Official returns the approved/disapproved record
to his/her Incent1ve Awards Admimistrator/Coordinator.

Jaidy

{5} The Headquarters/Technical Centers Incentive Awards Adm1n1strator§i?”“jﬂ“
Cogrdinators are responsible for arranging for payment cof their awards, for 5ﬂﬁhﬂ£_
assuring that an appropriately insgribed certificate is presented to each

recipient with proper ceremgny, and for maintaining records and compiling

reports on awards granted,
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e. Senigr Executive Service {SES}, Meritorious Executive or Distinguished
Executive Awards

{1} The Director, OSM, may submit annually to the fxecutive Respurces
Board {ERBY, Department of the Interior, recommendations that 0SM career 3ES
appointees be awarded the rank of Meritaorious Executive or Distinguished Executive.
The recommendations may take into account the individual's performance over 2
period of years. The ERB shall review the nominations and provide to OFM
recommendations as to which of the 0SM {if any) candidates should receive
such rank.

{2) Receipt by a career appointeg of the rank of Meritorigus Executive
sntitles such individual to a lTump~sum payment of 314,000, which shall be in
addition to the basic pay. Receipt by a career appointee of the rank of
Distinguished Executive entitles the individual te a lump-sum payment of |
$20,000, which shall be in addition to the basic pay.

(3) During any fiscal year, the number of career apoointess awarded
the rank of Meritorious Executive may not exceed five {5} percent of the
Senior Executive Service, Governmentwide, and the number of career appointees
awarded the rank of Distinguished Executive may not exceed one (1) percent
af the Senior Executive Service, Governmentwide.

f. Awards forcierit Pay Employees

(1) & U.5.C. 5403 provides payment of a cash award to, and the
incurring of necessary expenses for the honorary recogniticen of, employees
covered by the merft pay system, The employee must perform a special act
or service in the public interesst in connection with or related to the emplayee's
Federal employment. Such awards are in addition to salary incregses that may
be gqranted under merit pay.

(2} An award may be granted to an employee or group of employees
when the superior act or service: {a)} benefits the Government, {b) was made
while the individeal was a Government employee, (c] has been described in
writing, and (d} has been approved by the benefiting organization at a manage-
ment level higher than the individual who recommended the award. (See Table 3).

(3) Presidential Cash Award. The President may pay a cash award to,
and incur necessary expenses for the hanorary recognition of, any employee
coveraed by the Merit Pay System_who:

{a) By the employee's suggestfon, invention, superior
accomplishment, or other persgnal effort, contributes to the efficiency,
economy, or other improvement of Government operations or achieves a significant
reduction in paperwork; or

(b) Perfarms an exceptionally meritoricus special act or service
in the public interest ia connection with or related to the employee's Federal
employment.

{c) A Presidential cash award may be in additiom to an agency
cash award.
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(4) Appropriate uses of cash awards. It is expected that merit pay
increases will serve to reward continued superior accomp) ishment of assigned
duties by those under merit pay. While there are no setl circumstances which
should generate a cash award, cash awards may be apsropriate for any number of
reasons which include the following:

fa) An employee who has performed in an outstanding manner or on
a single assignment yet has been in the organization only a short time at the
conclusfon of a performance appraisal cycle and therefore is temporarity ineligibie
for 2 merit pay increase;

{b) An employee who has performed in an gutstanding manner on a
detail of either short or long duration, but whose merit pay increase is based
only on his/her regular duties;

(¢} An employee who is at or near the maximum of the rate range
and/or whose exceptional performance on a particular project warrants spacial
recognition beyond what could be handled within the 1imitation of the range;

(d} An unusual, one-time accompiishment that werits a relatively
small monetary award and would not have a significant effect on the annual
performance rating;

{a} A significant employee accomplishment that the directorate or
division wishes to reward immediately instead of waiting until the following
October merit pay adjustment because of imminent retirament gr reassignment;

(f) A significant accomplishment outside of official duties
which is not contempiated in critical elements and performance standards.

(5) Submission of Merit Pay Awards. The justification for awards
should be submitted on OSM FormB&0, Recommendation for Parformante Award,
accompanied by a rated O5M Form 52, Employee Perfarmance Appraisal, and
should include an explanation of the contribution or special act or service
and a statement of why it is considered to be of sufficient merit to justify
an award for the individual concerned.

g. Avoiding Duplicate Recognition. Special care must be exercised in
processing award cases to avaid duplicate payments for overliapping pericds or
the same performance in more than one award recommendation, This does not
prohibit two types of recagnitiocn for different contributions. For example,
a2 Special Achievement Award for a Special Act or Service may be given far an
act of heroism., Later, a Special Achievement Award for superior performance
may be warranted for high-level performance of reqular duties for the period
in which the act of heroism ccourred.
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i Career Service Recognition. Career Service Emblems are awarded to
employees in recognitfon of their total Federal service, including civilfan
and 211 honorable military service, Emblems denote the following years of
service {10, 20, 30, 40). Service emblems should be presented with appropriate
ceremony annuaiiy. The Personnel Office is responsible for reviewing and
ascertaining eligibility for career service awards.

j. Hangrary Awards.

(1) General. Honorary Awards are for employee achievements reflecting
credit upon the agency and the Govermment. There are Departmental and OsMERwards
which include certain awards given exclusively by the Secretary and/or Director,
OSMt® Im addition, the Department makes nominations for "outside awards' granted
by other Governmental Departments and Agencies and by private organizations
or nstutitions for outstanding service and achievement in public soeryice.
Employees at all grade levels are eligible to receive hanorary awards.

{(2) Guides for General Application. Honor awards are granted
independently of cash awards, although consideration far an honor shall not
preclude consideration for an additional cash award. Honor awards are not
intended to serve as a substitute for deserved monetary awards but dre
designed to select and bestow singuliar honor as an official recognition of
achievement and as an-incentive to further accomplishment.

{a) Eligibility. A1 os¥bmployees, at all grade levels,
are eligible to be nominated for henor awards in actordance with the criteria
established for each category of award. However, consultants are not eligible
far honrorary awards.

(b} Processing ¢f Honor Awards

Processine
1 Recommendations for honor awards are made by the zﬁ ¥
Assistant Directors or Technical Center Administrators and are submitied to the
Headquarters Incentive Awards Administrator for review and are then forwarded e astolik
ta the Director. . :

2 The Directar will either approve or disapprove the
recammendation and return the file to the Headguarters Incentive Awards
fdministrator.

i

3 The recommendation is then sent to the Secretary of
the Interior for final zpproval.

4 The Department will arrange for the presentation of
awards.

(c} Honar Award Convocation. It is the practice of 0SMREq
submit to the Department, names of employees who might be eligibie for the
Distinguished and Meritoricus Service and Valor fwards as well as fAwards
determinad by the Secretary of the Interior.
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1. Purpose. This directive applies to all ﬂsﬁ employees and provides a procedure
by which they may be racognized for superior performance or significant contri-
bitions to the economic or efficient operations of the Government. The awards
covared by this directive are Incentive Awards and Hanorary dwards. This directive.
is provided as a supplement to Departmental Manual Chapters 370 OM 430, 451,

and 540, which established cperating procedures for the Department of the Interior's
Incentive Awards System.

2. _Definitiuns.

a. Incentive Award - & cash award andfor honorary award {but not a quality
within-grade incrdase).

h. Honorary Award - A npnmonetary award given to private citizens, organi-
zations, and employees of 0SM¥for contributions veluntarily made in the public
interest. The award may convey a medal, certificate, niagque or ather form of
recognition,

¢. Cash Award - An award where the recipient receives monetary recognitian,
atong with a certificate.

d. Special Achievement Award for Sustained Superinr Perfarmance - 4 one~time
Tump sum award based solely on past performance.

e. Ouality Within-Grade Increase (0SI) - Grants a salary siep increase
to Genaral Schedule empioyees in permanent positions for superior perfarmance,

f. . Special Achievement Award far Special Act ar Service - A gne-time Tump
sum award granted for nonrecurring acts or projects that exceed nprmal performance
requirements, and KOT for regularly assigned duties.

g. Tangihle Bénefits - Result in savings to the Government that can he
measured.
h. Intangible Benefits - Result in savings to the Gavernment that cannot

be measured.

A
i. Headguarters Incentive fAwards fommittes - Thiz Committee is appointed by 4;~# 3
the Director, OSME and operates under the technical guidance af the Division of Larmens
pepsonnel. It is composed of six primary members, with aiternates for each,
from a cross sectian aof the work force (e.g., professional, administrative and
clericat, male and female, minority and nonminority}.

s
Axrtentcdd,
Sfs.
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1 Bureaus and offices are authorizad to pay expenses
of employees or former employees incident to travel to convocations to receive
honor awards. In cases of posthumous awards, the authprity includes the
expenses of the surviving spouse for the same purpose.

2 The Department's Gffice of Personnel is responsible
for making arrangements for convocations. -

{d} Publicity. pubticity and the release of data for all
information on Presidential, Distinguished Service, Yalor, and Conservaltion
Service Awards are the responsibility of the Office of the Secretary. Publicity
on other types of honar awards, inciuding cash awards s the respansibility
of the appropriate bureau or office, although the Office of the Secretary may
arrange a simuyltanecus announcement in special instances. The Personnel Office
will arrange for the engraving of honor award medals by an outside contractor.
Regquests for engraving of medals shall be prepared on Purchased Order Form T-B
by DSM staff. Forms giving instructions for the use of this service may be
cbtained from the Personnel Qffice.

f3} Government Awards

{a)- Distinguished Service Award. An award for Distinguished
Service in the Departmént of the Interior may be made for an outstanding
cantribution to science, ouistanding skill or ability in the performance of
duties, an eminent career in the Department, an outstanding record in
administration, an putstanding contribution to equal opportunity in Covernment,
an outstandino contribution to energy conservation, or any other exceptional
contribution to the public service.

(b} Meritorious Service Award. An award for Meriterious
Service in the Department of the Interier may be made for an important contribution
to science or management; a notable career, superior service in gdministration
or in the execution of dutfes; initiative in devising new and improved wWork
methods and procedures; superior achievement in improving safety or health of
workers or employee morale; superior aceomplishment in fostering the ohjective
of equal employment opportunity; or important contributions to eneray
canservation. Employees shall be considered and nominated for this award at
the tima an important contributian is made. Neminaztions based on a notable
career shall be made well in advance of retirement.

{cy Outstanding Service Award. An award for outstanding service
in the Department of the Imterier or f5Menay be granted to noncareer emplaoyees
for outstanding performance in a policy or personal staff relationship with the
Secretary or the Director. This award gives the Secretary or the Jirector a
yehicle for recogrizing outstanding personal and policy service.

(d) Unit Award for Excellence of Service. If a group of
employees working as a unit perform a service so far above and beyond that which
ig normally expected, that it is considered to be superior, the group may be
cited for a unit award for excellence of service. Nominations must he specific
a5 ta the period covered by the performance baing cited, which shail srdinarily
not exceed two years. Eligibility is determined by a comparison of actual
performance of the graup with the normal requirements of the group sperations.
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_ fe) Superior Service Award. &in award for superior seryice may
be given at any time during an employee's career for significant acts, services,
or achieyements that materially aid or affect the successful accompl ishment of
OSM's mission. This award will be granted, at the time a superior contribution
is made, for extremely competent performance of afficial duties in QsMe®

(f) Valor Award. The Valor Award is for 0sMPemplayees who
demonstrate unusual courage involving a high deqree of persanal risk in the
face of danger. There is no requirement that the act he refated to official
duties or that the site of the incident be the official duty station. The
award 1s based an the nature of the act and Ts given individually.

{g) Conservation Service fward. The Department’s Conservation
Service Award may he granted to indivifduals or groups that have performed
outstanding and direct service to 0S¥or the Department in the field of
conservation of a type of quality which would serve as the basis for a
Distinguished Service fward. This award i3 designed for honoring those not
aligibie to receive Departmental hongr awards because they are not employees
of the Department. ¥ormally, only one nomination & year will be considered.
For the purpose of this award the term “ronservation® encompasses all of the
program activities of the Department or asme

(h) Public Service Award. This award may be granted ta
individuals or groups that have indirectly contributed to the effectiveness
of the Department’s mission as private citizens, or who have made somewhai
more modect contributions to agency functions, services, ar operations than
those required for a Conservation Service Pward.

(4) Non-Government Awards

(4] There are varigus awards outside of Government given in
recognition of excellence in the Federa] sarvice to encaurage the superjor
performance of employees of the toverament. It is the practice of OiM to
make nominations for these awards from among those employess of asM*he
demonstrate a high potential for growth and achisysment. The Personnel Office
periodically requests candidates for major "outside" awards. From these
candidates, the OSM Headguarters Incentive Awards Committee selects nominees
for the Director's consideratios.

(b} A list of major homorary awards, by titles anly, is in
Appendix 3. Approximate dates that nominations are due in the Personnel Dffice
are also included. It shouid he noted, howaver, that changes in scheduling
by award sponsors may result in fluctuation of cue dates. Further information
cancerning criteria and eligibility for major honarary awards can be ghtained
from the Headquarters Incentive Bwards Administrator in the Parconne]l DFTice.  old Dwaddd
Award recommendatians may be initiated at any level; however, pach nomination Ousde
submitted for nsMf%ons ideration must have the concurrence of the primary
grganization head where the nominee is located {e.g., Technical Cenzer
Administrators or Assistant Directors).

4. Reparting Reguirements. Technicat Center Incentive Award Coordinators wiil
repart to the Division of Farscnnel, Sranch of Emplinyeeflabor Relatigns and
Training {(BELRT), on a quarterly hasis, the number and types of awards granted.
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References.

Bepartment of the Interior - Departmental Manual, Part 370 DM 420,
370 DM 451, 370 DM 540,

Effect on Other Documents. Supersedes Incentive Awards Program Directive,
dated 11/04/30,

Effective Date. Upon Tssuance.

Contact.

OHivision of Personnel, Branch of EmployeefLabar Relations and Training,
on [202) 343-465%6,
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TABLE 1, Awards for Tangible Benefits and TABLE II, Awards for Intangible Benefits,
are used to compute monetary awards to an Tndividual or to a group of employees

for Special Achievement Awards of nonrecurring type identified eas Special Acts
or Services.

TABLE III, Award Scale for Job Performance, is used to compute individual
Special Achievement Awards for Sustalned Superior Performance.
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TABLE 1

AWARDS FOR TAMGIBLE BEMEFITS. The amount of the award where monetary savings
To the Government can be demgnstrated will be paid according to the following
scale established by the 0ffice of Personnel Management. A monetary award
can be granted only when benefits reach or sxceed $250.

CONTRIBUTIONS WITH TANGIBLE BEMEFITS

Estimated Firszt-Year

Benefits to Government Amount of Award
Up to $10,000 =--mwemmmmmmmmmme o cenmmmmm e ———— 10% of benefits
$10,001 - $100,000 ---—vrvmmm e e e e £1.000 for the first

$10,000, pius 3% of benefits
over $10,000

£100,001 Or MOre =------=—m=-so s mm—mm—m— e m e $3,700 for the first $100.000
plus .5% of benefits over
$1040,4400

The amount of the award for employee contributians approved by OSM Tine officials
for tangible or combined benefits may not exceed $2,000. Cantributions resulting
in savings that would warrant an award of more than $2,000 are to be referred

to the Departmental Incentive Bwards Committee through f15M's Headguarters
Incentive Awards Committee, The Departmental Incentive Awards Commitfee has
approval up to 510,000, Ef the Departmental committee finds thai the
contribution merits a cash award over $10,000, up to $2%,000. recommendation

is made for the approval of the additional amount fo the Office of Personnel
Management. In addition to the 325,000 which OPM can approve, the President,
upon the recommendation of OPM can approve an additional azmount of up fo

$10,000 for a total of $35,000. Cash awards of mere than $35,000 are not
authorized under the Government Employee's Incentive Awards Act.

Savings from employees' contributions will be calculated on the basis of the
estimated net savings for the first full year of operation. Supplemental

awards must be considered when it is subsequently determined that the suggestion
ar invention has either a wider application or more substantial benefits tg

the adopting organization than originally estimated.



TABLE Za

BWARDS FOR INTANGIBLE BEMEFITS,. When it i3 determined that the contributicn

of an employee or a group af employees merits a cash award, based solely or
in part on intangible benefits, the amount of the award shall be determined
by the extent of the application and the value of the bepefit.

2,

The extent of the app1icatinn is defined as:

Limited -Affects functions, mission, or persarnel of one office,
facility, installation, or an organizational element of a
headguarters. Affects a small area of science or technology.

Exztended -Affects functions, mission, or personnel of several offices,
facilitias, or installation, Affects an important area of
science or technology.

Broad -Affacts functions, mission, or personnel of an entire regional
area or command, May be applicable to all of the independent
agency or & large bureau. Affects a broad use of science or
technology.

General -Affects functions, mission, or personnel of several regional
areas or commands, or an entire department or large independent
agency, or 15 in the public interest throughout the nation
ar beyond.

The vaiue of the benefit iz defined as5:

Moderate -Change or medification of an operating principle or procedure
which has moderate value sufficient to meet the minimum
standard for a cash award; an impravement of rather limited
value of a product, activity. program or service to the public.

Substantial -Change or modification of an operating principle or
procedure; an important improvement to the value of a
product, activity: program; or service to the public.

High -Complete revision of a basic'princip1e or procadure; a highly
significant improvement to the value of a product, majer
activity, or program; or service to tha public,

Exceptiaon -Initiation of a new pringiple or major procedure; a superior
impropvement to the quality of a critical product, activity,
program; or sarvice to the public.



TABLE Zb

fwards for intangib]e benefits are granted on the basis of thé following table:

YALUE OF EXTENT §F APPLICATION

BENEFIT Limited Extended Broad General
Moderate $ 25 - 100 1/ t 100 - 250 $ 250 -  HOOD $ 500 - 1.040
Substantial $£100 - 250 $ 250 - 500G § 500 - 1,000 $1,000 - 2,500
High VYalue 250 - 500 T 500 - 1,000 $1,000 2,500 t2,500 - 5,000
Exceptional 3500 -1,000 $1,000 - 2,500 $2,500 - 5,000 $5,000 - 10,000 2/

1/ The minimum award for tangible benefits cam be granted only when the benefits
reach or exceed $250. The minimum award for intangible benefits should require 2
comparable high standard., In determining cash awards for contributions with
intangible results, the value to the Government must he comparable to those
contritutions receiving equivalent awards on the hasis of tangible resuits.

2/ Awards in excess of 310,000 must be certified to the Dffice af Personnel
Management for Approval,

Note: When a contributian has both tangible benefits and intangible benefits,
The amount of award is based on the total value of the contribution to the
Government, i.e., a combination of the award based on tangible and the award
amount based on intangible benefits.



" TABLE 3

AWARD SCALE FOR JOB PERFORMANCE

Sustained Superior Perfarmance Awards are to be based on a percentage of
base salary thus making the awards more meaningful and self-adfusting with
salary .changes. Performance appraisal systems are linked with performance
rewards to provide objectivity and to increase employee perceptians that
deserving employees are recoqgnized,

A1 factors or Overall
Scale critical elements performance fmaunt
Up to 5% of level I Far Exceeded 3% to 5%
base salary standards
Level TI Fuceaded stan- 1% to 3%
dards

The alements which have heen rendered negotiable by 5 U.5.C, 7117 may he
negotiated at the appropriate authority level, In negotiaticnms, the provisions
of this chapter will serve as guidelines. '



dSM Form B2

PESIEA N R

- . . See Reverse $ide of This Form for Guidance
r‘ Fi H [ +
RECOMAENDATION FOR PERFORMANCE AWARD {n Rec nding & Performance Award
RENE Gr EWPLOYEE, GRALOZ AND SIEP FOSITIUN DREANIZATIONAL LGCATION

FATE UF LAG] REGULAR WITHIN-GRADE {DATE OF LAST PROMOTION (IS PR Dh PENDING

IFERIUD OF SERVIGE QN WHILH RECOMMENDATION 15 BASED

FHOW LONG IN PRESENT POSI|I0N?

DATES AHD JTYPLS OF FREYIOUS AWARDS (Within Last Five Years)

TYPE OF AWARD KELOMMENDED {tﬁeck Appiicable Bax)

Quality Within-Grade Increase

Special Achievement for Sustained
Superior Performance .

[ ] Special Achievement for Special Act or

Service

RECOMMENDED AMDUNT OF AWARD
{Special Achievement)

CUPERVISOR™S SICGNATURE SUPERYISOR'S TI1TLE

DATE

JUSTIFICATION FOR PLRTOURMANCE AWARD (Altach Additional Sneets As Necessary)

DATES STGNATURE AND T1iif OF OFFICTALS CONCURRING [N AWARD

APPROVAL

the eriteria for such recognition have been met.

i curtify_ihat 1t {s within my authority to approve the above recommendation and that

[CRFE ETGHATURE AND TITLE OF APPROYING OFFIC
]

[

1AL




BPPENDIX 3

MAJOR HONORARY AWARDS

Approximate [ue Jate-

Bward
Association of Government Accountants
Distinguished Leadership Awards

Hational Civil Service
League Carear Service Awards

Justice Tom €. Clark Award (D.C. only)
Federal Environmental Enginesr Award
Federal Paperwork Management Award
Federal Women's Award

Financial Management Improvement Award
Arthur 5. Flemming Award

Horace Hart Award

William A, Jump Award

Outstanding Handicapped Federal
Empioyee of the Year Awards

President's Award for Distinguished
Federal Civilian Service

Presidential Management Improvement Award
Rockefeller Public Service Awards
Warner W. Stockberger Achievement Award

Joseph C. Wilson Bward

Office of Personnel

March

July
March
August
July
March
January
Hovember
December

January

May

November
september
March
July

June



