INCENTIVE AWARDS

References:  AR 690-20, Decorations, Awards, and Honors, Incentive Awards; TRADOC Supplement 1 to AR 672-20

1. Awards are not automatic and should be reserved for those whose performance truly made a difference in accomplishing organization goals and objectives.

2. Under no circumstances will nominations for awards be discussed with the nominee prior to award approval.

3. An Electronic Request for Personnel Action must be submitted to process all awards.  The organization is responsible for ensuring the maintenance of appropriate documentation (e.g., completed DA Form 1256 with appropriate justification) and for securing approval of nominating and approving officials.    

4. Three types of awards:

a. Monetary

b. Time-Off

c. Honorary

5. Honorary awards typically follow a progressive sequence of recognition and may be given to employees any time in their careers, including occasions such as reassignment, transfer, separation and retirement.

6. Honorary and monetary awards may be used in combination provide the criteria for each award has been met.

7. Employees may be granted up to 80 hours of Time-Off Award (TOA) during a leave year for achievement or performance contributions.  A TOA may be used alone or in combination with monetary or honorary award.  The TOA may be granted in amounts up to 40 hours for a single contribution.  The TOA will be given in increments of no less than one hour.  TOA must be used within one year of the approval date.  It does not convert to a cash payment under any circumstance.

8. Nomination Instructions for SCSA. CACS. AMCS, and CA Honorary Awards:

a. Prepare DA Form 1256, justification and one-paragraph proposed citation (limited to 50 words) that highlight the individual’s achievement (refrain from the use of acronyms).  Send citation electronically to Holly.Taylor@monroe.army.mil.

b. Nominating officials signs in item 7b of DA 1256.

c. Activity obtains EEO certification on Part III of DA 1256.

d. Activity obtains CPAC certification in Part III of DA 1256 and CPAC finalizes certificate for HQ TRADOC activities.  All other activities are responsible for preparing certificates.  Blank certificates are available from CPAC. 

e. Activity prepares HQ TRADOC Form 30 to obtain approval.

f. Upon approval activity submit Request for Personnel Action in order that the employee receives credit for the award in their OPF.  In remarks on RPA include type of award and date approved.  A copy of the approved DA 1256 needs to be attached to the RPA.

g. Activity responsible for maintaining documentation in accordance with MARKS.

9. Nomination Instructions for DECS and MCSA Honorary Awards:

a. Nominations are prepared in accordance with TRADOC Supplement 1 to AR 672-20 (reference tools attached).

b. Activity obtains nominating officials signature in item 7b of DA 1256.

c. Activity obtains EEO and CPAC certification in Part III of DA 1256.

d. Activity obtains DCS or Commanders signature in Part IV item 11 of DA 1256.

e. Activity submits original and six (6) copies of the complete award package (along with an electronic copy) to HQ TRADOC, Executive Secretary, ATTN:  ATCP-CI, Building 5C, Room 103C, Fort Monroe, VA  23651.  

f. DCSBOS will coordinate with HQ TRADOC Performance Management and Awards Committee and make recommends to HQ TRADOC CofS on award nomination.

g.   DCSBOS will provide finalized certificate.

h. Upon approval activity submits Request for Personnel Actions in order that the employee receives credit for the award in their OPF.  In remarks on RPA include type of award and date approved.  A copy of the approved DA 1256 needs to be attached to the RPA.

i. Activity is responsible for maintaining documentation in accordance with MARKS.

	HONORARY AWARDS
	APPROVAL LEVEL
	TYPICAL OCCASSIONS FOR RECOGNIATION

	Decoration for Exceptional Civilian Service (DECS)
	Secretary of the Army (allow 100 days for approval)
	Retirement of senior level employee who previously received Meritorious Civilian Service Award.

	Meritorious Civilian Service Award (MCSA)
	HQ TRADOC CofS (allow 60 days for approval)
	Retirement of employee who previously received the Superior Civilian Service Award.

	Superior Civilian Service Award (SCSA)
	HQ TRADOC CofS
	Transfer, PCS, or Retirement of an employee with over 10 years of service who previously received two or more honorary or performance awards.

	Commander’s Award for Civilian Service (CACS)
	HQ TRADOC CofS or Post Commander
	Transfer or PCS of employee with 3-10 years of service who previously received one or more honorary or monetary award.

	Achievement Medal for Civilian Service (AMCS)
	HQ TRADOC CofS or Post Commander
	Specific special act or employee with less than 3 years of service who transfers. 

	Certificate of Achievement (CA)
	Directors and Staff Office Chiefs
	Specific act or employee resigning.


