PROCESSING INCENTIVE AWARDS

References:  AR 672-20, Decorations, Awards, and Honors, Incentive Awards, dated 29 Jan 99; TRADOC Supplement 1 to AR 672-20, dated 10 Aug 99.

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 (RPA) 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 provided 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 Superior Civilian Service Award, Commander’s Award for Civilian Service, and Achievement Medal for Civilian Service:

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 in item 8b of DA 1256.

d. Activity obtains CPAC certification in item 8e 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 IAW para 7-3, TM 1-11, to obtain approval (sample Form 30 attached).  At a minimum, the Form 30 will include the following information under Summary:

            (1)  Reason award is being submitted--retirement (include number of years), special act/achievement, performance, change of duty, etc., along with short explanation. 

            (2)  Short statement that the justification meets the criteria for the award being submitted; e.g., Justification (TAB B) meets the criteria for the SCSA.

            (3)  Awardees history of honorary awards; e.g., Name has received the following honorary awards--Achievement Medal for Civilian Service (99) and the Commander's Award for Civilian Service (00).

            (4)  Hierarchical order of the honorary award being recommended and military equivalent; e.g., The SCSA is the third in the hierarchy of honorary award recognition for civilians.  Military equivalent is the Meritorious Service Medal.

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 (detailed guides attached).

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

c. Activity obtains EEO and CPAC certification in item 8 of DA 1256.

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

e. Activity submits original and appropriate copies of the award package (along with an electronic copy) to HQ TRADOC, Executive Secretary, ATTN:  ATBO-C, Building 5C, Room C105, Fort Monroe, VA  23651.  

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

g.   DCSBOS will provide finalized certificate.

h. Upon approval, activity Administrative POCs must submit Request for Personnel Action (RPA) in order that the employee officially receives credit for the award.  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.

AWARDS HIERARCHY AND APPROVAL LEVELS

	HONORARY AWARDS
	APPROVAL LEVEL
	TYPICAL OCCASIONS FOR RECOGNITION

	Decoration for Exceptional Civilian Service (DECS) – comparable to Military Distinguished Service Medal
	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) – comparable to military Legion of Merit
	HQ TRADOC DCG/CofS (allow 60 days for approval)
	Retirement of employee who previously received the Superior Civilian Service Award.

	Superior Civilian Service Award (SCSA) – comparable to military Meritorious Service Medal
	HQ TRADOC DCG/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) – comparable to military Army Commendation Medal
	HQ TRADOC DCG/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) – comparable to military Arch Achievement Medal
	HQ TRADOC DCG/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.


10. Address questions regarding the Incentive Awards process to your Personnel Advisor in CPAC.

INSTRUCTIONS FOR SUBMITTING NOMINATIONS FOR THE 

DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE AWARD

1. Prepare memorandum THRU:  Commander, TRADOC, TRADOC Performance Management and Awards Committee, ATTN:  Executive Secretary, Fort Monroe, VA  23651-5000, FOR:  Executive Secretary, Army Incentive Awards Board, ATTN: DAPE-CPC, 300 Army Pentagon, Washington, DC 20310-0300, Subject:  Nomination for the Decoration for Exceptional Civilian Service Award.

2. Complete DA Form 1256, Incentive Award Nomination and Approval (No abbreviations) and signed by the appropriate Deputy Chief of Staff or Commander.

3. Prepare a biographical data sheet showing the following:

a. Title and Grade

b. Date and place of birth

c. Education and degrees

d. Significant employment record

e. Type of appointment

f. Other significant biographical data pertinent to the award nomination

g. Statement that 1) award is being present at retirement and presentation date is ___ or 2) nominee is receiving award for accomplishments during period ____

4. List significant prior awards with dates (month and year) beginning with the most recent award received.  Employees nominated for this award normally have already received the Meritorious Civilian Service Award.

5. Basis for Nomination:  Prepare the justification for the award (two - five single-spaced pages) referring to specific contributions that are of such significance that recognition by the Secretary of the Army is appropriate (see AR 672-20 for further guidance).  The MACOM commander will endorse nomination to the Secretary of the Army.

6. Submit through the Equal Employment Office and Civilian Personnel Advisory Center for certification on DA Form 1256.  If EEO or CPAC certify NO an explanation must accompany nomination.

7. Submit a photograph (8x10 black and white head and shoulders view).

8. Citation:  Prepare a one-paragraph (NTE 100 words) proposed citation using upper and lower case type.  The citation should highlight the individual’s achievements.  Refrain from the use of acronyms.

The standard opening sentence below is required for all citations:

Name, position title, command, has distinguished himself/herself from (Month/Year) to (Month/Year).  During this period, (name) …

The standard closing sentence below is required for all citations:

(Name) achievements reflect great credit upon himself/herself and the Department of the Army.

9. Allow at least-45 day lead-time at HQ TRADOC and 60 days at HQDA.  Award nominations requesting approval in less than 45 days must be accompanied by a “memorandum of lateness” addressed to the TRADOC Commander, stating specific reason(s) for the late submission.

10. Submit original and ten (10) copies of the complete package along with a diskette containing the nomination to HQ TRADOC, Executive Secretary, ATTN:  ATBO-C, Building 5C, Room C105, Fort Monroe, VA  23651-1048.  

INSTRUCTIONS FOR SUBMITTING NOMINATIONS FOR THE MERITORIOUS CIVILIAN SERVICE AWARD

1. Prepare memorandum TO:  Commander, TRADOC, TRADOC Performance Management and Awards Committee, ATTN:  Executive Secretary, Fort Monroe, VA  23651-5000, Subject:  Nomination for the Meritorious Civilian Service Award.

2. Complete DA Form 1256, Incentive Award Nomination and Approval (No abbreviations) for the DCS’s or Commander’s signature.

3. Prepare a list of significant prior awards with dates (month and year) beginning with the most recent award received.  Employees nominated for this award normally have already received the Superior Civilian Service Award.  If the nomination for this award does not follow the progression of honorary awards, justification must support the higher-level award.

4. Basis for Nomination:  Prepare the justification for the award (at least two single-spaced pages) describing specific contributions.  

5. Submit through the Equal Employment Office and Civilian Personnel Advisory Center for certification on DA Form 1256.  If EEO or CPAC certify NO an explanation must accompany nomination.

6. Citation:  Prepare a proposed one-paragraph (NTE 90 words) citation using upper and lower case type.  The citation should highlight the individual’s achievements.  Refrain from the use of acronyms.

7. Statement that a) award is being presented at retirement and presentation date is ___ or b) nominee is receiving award for accomplishment during the period _______.

8. Subject the complete package (original and 3 copies) along with a diskette containing the nomination to HQ TRADOC, Executive Secretary, ATTN;  ATBO-C, Building 5C, Room C105, Fort Monroe, VA  23651-1048.The standard opening sentence below is required for all citations:

9. Allow at least-45 day lead-time at HQ TRADOC.  Nominations packages requesting approval in less than 45 days must be accompanied by a “memorandum of lateness” addressed to the TRADOC Commander, stating specific reason(s) for the late submission.
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	PURPOSE:  To obtain DCG/CofS approval and signature on nomination (TAB A) for Superior Civilian Service Award (SCSA) for insert employee’s name, organization, HQ TRADOC.

SUMMARY:

1. Short statement regarding reason award is being submitted.  Award is being presented at retirement and presentation date is 29 Nov 01.  Nominee is receiving award for accomplishments during the period Sep00 to Aug 01.

2. Justification (TAB B) meets the criteria for SCSA.

3. History of honorary award:  insert employee’s name received the Commander’s Award for Civilian Service in May 00, the Achievement Medal for Civilian Service in Dec 95, and a Certificate of Achievement in Feb 92.

4. The SCSA is the third highest award in the hierarchy of honorary award recognition for civilians.  Military equivalent to the Meritorious Service Medal.
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