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NAVAIR INSTRUCTION 1245 1.1 CHANGE TRANSMITTAL 1 

From: Commander, Naval Air Systems Command 

Subj: AWARDS AND RECOGNITION PROGRAM 

Encl: (1) Awards Handbook 

1. Pumose. To transmit pen and ink changes to enclosure (l), of the basic instruction. 

2. &. Please make the following changes to enclosure (1): 

a. Replace the following table of information on page 7, item 4, “Approval 
Guidance” with the following updated information: 

Auuroval Official Maximum approval authority 
Local competency managerdsupervisors $2,500 per individual 
National Level 1 Competency Leader $5,000 per individual 
COMNAVAIRSY SCOMPEOs $10,000 per individual 
Secretary of the Navy (SECNAV)* $25,000 per individual 
Department of Defense (DoD)/ greater than $25,000 per 
Office of Personnel Management (OPM) individual 
via SECNAV 

b. On page 6, change approval amount for Special Act Award and Sustained 
Excellence Award from PEO*<= $7,500 to /PEO*<= $10,000. 

*y< SU NL.KEEN 
By direction 

NAVAIRHQ Directives Web Address: httu://directives.navair.navy.mil or locally on 
httus://wingsuan.navair.naw.mil 

S N :  0808LD1025394 
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MEMORANDUM 

From Commander, Naval An Systems Command 

Subl: AWARDS INSTRUCTION IMPLEMENTATION GUIDANCE 

Encl. (1) Subject Instruction 

1. The new TEAM-wade Awards Instructron, enclosure (1). documents our pohcy in 
rmplementmg an awards program under Navy’s two level performance management process. 
The elnnination of annual performance awards, based on the rating of record, is the most 
agmficant change in this process. As a result of this change, supervisors and managers must 
transition to a pattern of rewardmg employees at the time of achievement rather than at the end 
of the performance year. 

2. Under the two-level performance management process the responsibility for identifymg our 
Command’s top performers for development and promotional opportunitres is shifted from the 
performance management program to the awards program, It is for this reason that on-going and 
active recognition and documentation of our employees’ achievements through a fan and 
equitable awards program has become more important than ever. This mstruction encourages the 
use of all awards including honorary awards as the Command’s means to recognize and 
dtstmgmsh its top performers. 

3. I encourage you to use the positrve aspects of this new award process to recogmze and 
reward employee achievements and contnbuttons on a contmual basis and to use the process as 
an addmonal tool to accomplish our corporate goals and objectives. 

Distrlbutton: 
All Level l/2/3/4 Competency Managers and Admm Officers. 
(NAVAIRSYSCOM (includes PEO’s)/NAVAIRWARCENACDIV/ 
NAVAIRWARCENWPNDIV/NAVAVNDEPOTS/NATEC) 
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NAVAIR INSTRUCTION 1245 1.1 

From: Commander, Naval Air Systems Command 

Subj: AWARDS AND RECOGNITION PROGRAM 

Ref (a) 5 CFR 451 
(b) DOD 1400.25-M, Subchapter 451 of Dee 96 
(c) NAVAIRINST 165O.lA 
(d) SECNAVINST 12451.3 
(e) Navy Implementation Guidance 45 l-01 of 2 Jun 98 
(0 5 CFR 53 1, Subpart E 
(g) NAVAIRINST 12430.5 

Encl: (1) Award Handbook 
(2) NAVAIR 12451/l (S/98), Award Nomination 

1. Purpose. To establish policy and issue guidelines and procedures for management of the Naval 
Aviation Systems Team (TEAM) Awards and Recognition Program in compliance with references 
(4 through 63). 

2. Cancellation. This instruction cancels NAVAIRINST 5305.3C of 9 July 1992 and 
NAVAIRINST 5305.1D of 14 August 1992. Since this is a major revision, changes are not 
indicated. 

3. b. This instruction covers the TEAM, including its Program Executive Office (PEO) 
personnel. Within the limitations of applicable laws and regulations, this instruction also applies 
to the following employees with the specific provisions outlined below: 

a. members of the Armed Forces are only eligible to be paid monetary awards for suggestions, 
inventions, and scientific achievements. References (b) and (c) provide additional guidance, 
references, limitations and reporting requirements; 

b. non-Navy federal employees are eligible for awards and recognition; 

c. employees paid with Non-Appropriated Funds (NAF) are not eligible to receive monetary 
awards paid from appropriated fimds but may receive non-monetary awards under this program; 

S/N: 0808-LD-021-4930 
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d. members of the Senior Executive Service (SES) are eligible for all awards in tbis instruction 
with the exception of Quality Step Increases (QSIs) and Sustained Excellence Awards; 

e. employees covered under the demonstration project are eligible for all awards contained in 
this instruction with the exception of QsI8 and Sustained Excellence Awards; 

f private citizens and orgamzations may only be recognixed for signiScant contributions with 
non-monetary awards, i.e., Honorary Awards. Individuals or organimtions having a commercial 
or profit-making relationship with the TBAM shall not be granted monetary awards through this 
instruction; and 

g. employees covered by an existing collective bargaining agreement containing provisions that 
diier from this instruction shall be governed by the existing agreement until superceded. 

4. policv. It is the policy of the TBAM to encourage and reward innovation, dedication and 
excellence by motivating individuals and teams to contribute to the accomplishment of it’s 
corporate mission and goals. 

a The TEAM will ensure that incentive awards are budgeted and administered fairly and 
equitably. Navy requires activities to budget for awards at a minimum of 1.5 percent of aggregate 
base salsries of covered employees. It is the policy of the TBAM to budget to the 1.5 percent 
level and execute award tbnds to the tbll amount budgeted. 

b. A successfbl awards program depends on early planning and continuous collaboration 
between competency managers and team leaders throughout the performance cycle. Using a 
framework of monetary and non-monetary award toolq competency managers and team leaders 
will reward and recognixe individuals and teams for their outstanding contributions in a 
meaninglid and timely manner. These award tools are to be used for recognizing actions beyond 
normal expectations and for clearly identi@ing and distinguishing sustained top performers. 

5. Author&v and Resnonsibility 

a. Commander. Naval Air Systems Command (COMNAVAIRSYSCOM). 
COMNAVAIRSYSCOM is responsible for establishing an awards and recognition policy, 
assigning responsibilities at appropriate levels within the TBAM, providing leadership and 
management support, and reviewing program results. The COMNAVAIRSYSCOM is 
responsible for assigning members to the Naval Ah Systems Command (NAVAIR) Awards 
Board. With the assistance of the NAVAIR Awards Board, the COMNAVAIRSYSCOM will 
approve/recommend awards per enclosure (1). 

b. Proaram Executive Offices (PEOs). PEOs will use the policies and procedures outlined in 
this instruction to award employees within their organization. The process for granting awards to 
competency employees who support PEOs is outlined in section 5f(l) and (2). 

2 

-. 



NAVABUNST 1245 1.1 
9 Feb 00 

c. Business Units. Business units will prepare budgets per the policy contained in this 
instruction regarding the percentage of salary pool to be allocated for awards. Business units will 
exercise 5duciary responsibility for the 5mds utilized in carrying out the awards program within 
their wpnizance. Business units, in collaboration with National Competency Leaders, are 
responsible for ensuring that adequate 5rnds are available consistent with the policy outlined in 
this ins&t&ion and limits set by law and/or regulation. It is also the responsibility of the business 
unit to ensure that any and all collective bargaining obligations related to awards are 5d5lled. 

d. National Comuetencv Level 1 Leaders. National Competency Leaders may establish team- 
wide awards policy implementation guidance, in collaboration with business units, for all local 
competency leaders, managers, and supervisors to follow. National Competency Leaders will 
annually review and evaluate the effectiveness of the awards program within their competency and 
may submit recommendations for policy changes to Assistant Commander for Corporate 
Operations (AIR-7.0). 

e. Local Comoetencv Mananers/Supervisors. Local competency managerakupervisors 
execute the Awards Program per the policy contained in this instruction and any National 
Competency Leaders’ awards policy implementation guidance. Local competency 
managers/supervisors are responsible for recognizing and rewarding deserving individuals and 
teams. Local competency managerskupervisors will consider award recommendations made by 
team leader% taking into wnsideration the amount of time the employee spent working on teams. 
Local competency managers/supervisors must review all awards for approval. Spe&cally, local 
competency managers/supervisors are responsible for: 

(1) ensuring the award/recognition is based solely on merit and granted wmmenstkate with 
the value of the employee’s contribution or accomplishment; 

(2) selecting the most appropriate form of recognition and awarding it on a timely basis; 

(3) ensuring equity of consideration for awards/recognition within their organization; and 

(4) preserving the program’s credibility by documenting the justitication for the 
award/recognition. 

f Team Leader. The leader of an Integrated Program Team (WI), an Externally Directed 
Team (EDT), an Enterprise Team (ET), or a Product Support Team (PST) should recommend 
team members to their appropriate competency manager/supervisor for awards. Team leaders 
have the responsibility to provide direct input to competency managers/supervisors regarding a 
team member’s performance and to recommend either non-monetary or monetary awards, when 
appropriate. Team leaders and competency managers/supervisors should engage in early planning 
and continuous collaboration on awards throughout the performance cycle. 

(1) The normal process for granting cash awards will be that team leaders will recommend 
and competency managers/supervisors review the recommendation for approval and funding. 
However, in rare instances, and within the limitations outlined in paragraph 6c of this instruction, 

3 
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team leaders may provide awards to team members using award fimds orightally allocated to the 
team leader’s organizational unit. Approval of the team member’s competency 
manager/supervisor and the manager who has fiduciary responsibility for the funds used is 
KXplid 

(2) Team leaders are encouraged to use non-monetaty/iirmal recognition awards such as 
coffee mugs, plaques or T-shirts to recognize team accomplishments. 

g. NAF’AIRA a&P o=amb ‘Ii stm or (PA). 
by the Human Re&rces &ice (HRO), (AIR-7.3). 

The NAVAIR Awards PA is designated 
The NAVAIR Awards PA will act as the 

liaison between NAVAIR and higher-level authorities, outside professional organizations, 
business units, and various groups within headquarters. This includes issuing and managing 
Quarterly Honorary Award Calls throughout the TEAM. The NAVAIR Awards PA will also 
monitor the awards and recognition programs throughout the TEAM, providing feedback and 
quarterly metrics to senior management as appropriate. 

h. m A local awards PA designated by the area commander is the day-to-day 
point of contact for the administration of the local awards program. The local awards PA will: 

(1) ensure regulatory correctness and compliance with law, in consultation with the servicing 
HRO; 

(2) PfOVide guidance t0 v supetvisora!~ managers, team leaders and 
covered employees on program requirements, award alternatives, procedures, documentation and 
related awards issues; 

(3) prepare and maintain records, reports and Sles; 

(4) ensure the availabiity of certilicates, plaques and appropriate informal recognition items; 

(5) solicit nominations and coordinate the selection process for honorary awards and forward 
recommendations for command-wide and above awards; 

(6) ensure the proper approvals, authorizations, endorsements and timefhunes are met; and 

(7) coordinate the processing of awards with the servicing HRO and the applicable Human 
Resources Service Center (HRSC). 

i. NAVAIR Awards Board. The NAVAIR Awards Board will screen nominations for awards 
that require COMNAVAlRSYSCOM’s approval, endorsement, or presentation. AIR 7.0 will 
recommend Awards Board membership to COMNAVAIRSYSCOM. 

4 
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a. Budeetine and Execution PO@. Navy requires activities to budget a minimum of 1.5 
percent of aggregate base salaries of covered employees for all types of monetary awards (i.e., 
Special Act Awards, On-the-Spot Awards, Sustained Excellence Awards, Invention Awards, 
Benegeiai Suggestion Awards). Funds for QSIs and Tihne-omesff Awards are budgeted for and paid 
f&n salary dollars. The amount budgeted should be determined through collaboration between 
business unit and National Competency Leaders. It is the policy of the TEAM that business units 
allocate award t&is to the titll amount budgeted. Business units who are unable to allocate 
award fbnds to at least 1.5 percent shall present the business-based reasons to, and obtain 
approval from, the NAVAIR Executive Steering Committee (ESC). 

b. Metrics. The NAVAIB Awards Program Administrator will provide quarterly metrics to 
the NAVAIR ESC to monitor award fund budgeting and expenditure throughout the fiscal year. 

G. Annromiation and Authorization. Awards, including non-monetary awards such as plaques 
and similar forms of recognition, are expense costs tbnded out of activity operating timds. For 
Naval Air Systems Command Headquarters (NAVAIRHQ), Naval Air Technical Data and 
Engine&g Service Command (NAVAIRTECHDATAENGSERVCOM) and the Training 
System Division of the Naval Air Warfare Center AircratI Division (NAVAlRWARCENACDIV) 
personnel, cash awards are paid out of the Operation and Maintenance, Navy (O&MN) Expense 
Operating Budget (EOB) or other appropriate accounts as applicable for reimbursably tbnded 
personnel (as indirect costs). For employees supporting Major Range and Test Facility Base 
(MRTFB) workload, awards are thnded Born MRTFB institutional Research and Development 
(R&D) funding. For employees suppotting Navy Working Capital Fund (NWCF) workload, 
awards are charged to indirect operations overhead of the cost center of the employee receiving 
the award. 

d. Within the TEAM, IPTs are often comprised of both business unit and headquarters 
personnel. The former may be O&MN, MRTFB, or NWCF financed employees and the latter are 
timded out of the Headquarters O&MN. Any TEAM official (e.g., team leader or competency 
manager/supervisor) may recommend an employee for an award, but approval of the tinancing 
depends on the tkds sought to be charged and the organization having fiduciary responsibility for 
the cited timds. Organ&ions desiring to fund awards outside their competency and/or activity 
(i.e., outside the realm of their fiduciary responsibility) shall transfer kmds prior to granting the 
award. 

(1) NAVAlBHQ officials may recommend and tbnd an award for a NAVAIlZ business unit 
employee out of the O&MN awards tbnds allocated to the headquarters competency to which the 
official is assigned. Since NWCF activities awards are charged to indirect operations overhead of 
the cost code of the employee receiving the award, the NAVAIRHQ official shall submit a 
funding document to the employee’s cost code prior to granting the award. 

(2) NAVAIRHQ officials may also recommend an award to a NAVAlR business unit 
employee to be paid out of the operating hmds of the activity to which the employee is assigned. 

5 
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In this instance, approval and subsequent Snancing of the award must reside with the official of 
the organization who has fiduciary responsibiity for the cited fimds. For example, if a 
NAVAJRHQ official recommends n Naval Air Warfare Center (NAVAJRWARCEN) employee 
for an award to be paid out of NWCF, n NWCF official must ultimately approve the award and its 
subsequent payment as a NWCF indirect overhead expense. 

(3) NAVAJR business unit officials may also recommend NAVAJRHQ employees for 
awards. However, the distinction to be made is that, NAVAIR business unit npproptintion&mds 
cannot be used to finance cash nwards for NAVAIRHQ employees. Jn this case, approval of the 
O&MN cash award would be required from a NAVAJRHQ official who has fiduciary 
responsibility for the cited tbnds. 

(4) Joint service team leaders may recommend awards for other service personnel; however, 
&mate approval and Snancing for the awards remains the responsibility of the service to which 
those persons are assigned. 

7. Anvroval Authority. Enclosure (1) provides approval authorization designations. Jn the 
interest of ensuring awards program integrity, two different signatures (nominating and 
approving) are required. Approving officials should be aware that the approving signature 
authorizes and designates nccountabiity for the expenditure of government tlmds. 

8. m. NAVAIR 12451/l (S/98), Award Nomination (enclosure (2)) can be reproduced 
locally and is electronically accessible. 

9. Review. The Civilian Personnel Programs and Plans Division (AIR-7.3.1) shall annually 
review the contents herein and recommend changes, additions or deletions to the 
COMNAVAIRSYSCOM. 

Distribution: PKAlA (established quantity); others 2 copies 
SNDL: PKAlA (Deputy Commanders, Assistant Commanders, Comptroller, Command Special 
Assistants, Designated Program Managers, Administrative Othcers, Competency Team Leaders, 
and Department Heads and Division Heads); PKR 

Copy to: (2 copies each unless otherwise indicated) SNDL: PKAlA (AIR-7.5 (1 copy); AIR- 
7.1.1.2 (5 copies), AIR-7.3.1 (5 copies)) 

6 
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Stocked: Defense Distribution Depot Susquehanna Pmnsylvani~ Bldg 05,545O Carlisle Pike, 
Mechanicsburg, PP. 17055-7089 

NAVAIRHQ Directivea Web Address: 
http://www.nalda.navy.mil/instructions/default.cfm 
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AWARD 
HANDBOOK 

Enclosure (1) 
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INTRODUCTIQN 

The policy of the Naval Aviation Systems Team (TEAM) is to encourage and reward innovation, 
dedication and excellence by incentivixing individuals and teams to contribute to the 
accomplishment of the TEAM’s corporate mission and goals. 

Using the fhnnework of monetary end non-monetary award tools contained herein, competency 
managers/supetvisors and team leaders will fairly and equitably reward and recognixe high 
performers during the course of the pet%ormance year. These award tools are to be used for 
recognizing actions beyond normal expectations and for clearly identi@ing and distinguishing 
sustained top performers. 

USE OF AWARDS 

Using nwards to motivate individuals and teams is crucial. Active and fair incentive awards 
programs help motivate individuals and groups to achieve their greatest potential. Improperly 
used programs may adversely affect morale, inhibit initiative, and undermine confidence in 
management. Listed below are some timdamentals for successllly using the awards tools: 

* Ident@ employees deserving of awards. Avoid showing favoritism and/or singling out 
one or more individuals, when the achievement was a team effort. 

* Select the most nppropriate award tool(s). Recognition and rewards should be 
appropriate and suitable for the value of the employee’s contribution. 

* Reward outstanding performance at the time it occurs to provide strong motivation for 
employees to maintain their high performance level. Except for several honorary awards, all 
awards cited in this document may be given at any time during the performance year. 

* Prepare a strong award justification describing the achievement or contribution and linking 
the outstanding behavior to the award. In many cases, a copy of this document may serve as a 
lifelong reference or record for the employee’s career file. Failure to explain how an individual or 
group earned an award undermines the credibility of awards to the individual as well as to the rest 
of the work group. 

* Avoid overemphasis on awards for retiring employees. Managers should focus on 
rewarding people throughout their careers to emphasize management’s appreciation of their 
special contributions, and to encourage continued initiative. 



SELECTING AWARDS 

The choice of award should appropriately match the contribution. More than one nward may be 
appropriate, or n single nward may match the accomplishment perfectly. The summary below and 
the awards chat are quick reference guides to selecthrg the right nward for the contribution. 
Additional and more specigc p~ocxdud and approval requirements follow in sections dedicated 
to each award type. 

Special Act Awards recognixe one-time special contributions or accomplishments made by 
employees. They usually acknowledge so-hat signiticant acts over and above the employee’s 
normal position requirements. This type of nward would be appropriate for the successiid 
accomplishment of a significant program or projeot. The amount of the cash award is based on 
the contribution’s benefit (either tangible or intangible) to the orgamxation. 

On-the-Spot Awards are designed to recognize one-time notable achievements which are 
somewhat less significant than those recognized by n Special Act Award. These awards range 
t?om $25 to $750. On-the-Spot Awards are particuhuiy appropriate for rewarding employee 
effolts that might 0theFwise go unFeGognized. 

Quality Step Increases (QSIs) are General Schedule (GS) step increases given in recognition of 
continued excellence in petformance and in the expectation that the high quality performance will 
continue in the thture. The funds for this award are derived &om tbture salary &nds rather than 
fiscal yew award timds. 

Sustained Excellence Awards are nwards given in recognition of outstanding sustained excellent 
performance. The size of the award can be small OF up to 10 percent of salary (20% with Navy’s 
approval). Strong detailed award documentation is required to justify this award. 

Honorary Awards provide a means for the command to recognize and distinguish it’s top 
performers. These are excellent tools to recognize employees who make major contributions to 
the goals and mission of the TEAM or to their career field. An extremely large number of 
honorary awards exist. In addition to a variety of standing honorary awards, which may be 
awarded at any time, there are numerous honorary awards, which have specific nomination due 
dates. Requests for nominations for these awards are announced every quarter via the Human 
Resources Office (HRO) Home Page at http://hro.navair.navy.mil. 

The Commander’s Awnrd is Commander, Naval Air Systems Command 
(COMNAVAIRSYSCOM’s) distinguished annual recognition award for teams. Selection is 
based on the team’s contribution to the command’s goals and mission. 

“You Made a Difference Award” is a TEAM-wide peer recognition award program designed to 
allow employees to recognize other employees who helped them accomplish a significant task. 

4 



TimHMf Awards are awards of time-off without loss of pay or charge to leave. These awards 
are an aitemative to monetary or non-monetary nwsrds or, they may be used in addition to such 
awards. Various limitations on the use of these awards apply. 

hngth of Service Awards are designed to give recognition to an employee’s years of federal 
service. 

Area Specific Awards are developed and administered by the business unit. They may include 
tiormai recognition awards, honorary awards, speciai act, time-off, or any combination thereof 

Informal Recognition Awards are non-monetary awards, e.g. coffee mugs, pen and pencil sets, 
paperweights, tee shirts etc. 

Invention Awarde are given to employees whose inventions are adopted for implementation. 

Suggestion Awards are given to employees who identity and have adopted for implementation a 
suggested improvement OF cost reduction that benefits the organization in a tangible or intangible 
way. 

5 
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* LCM/S= Local Competency Manager/Supervisor 
NCL= National Level 1 Competency Leader 
COMNAVAIRSYSCOM = Commander, Naval Air Systems Command 
OOCMC= NAVAJRHQ Command Master Chief 
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SPECIAL ACT AWARDS 

1. Descriotion 
Special Act Awards are monetary awards used to recognize non-recurring contributions by an 
individual or a group of employees for efforts that exceed expeoted job performance. Special Act 
Awards may also provide htdividual or group recognition for contributions outside normal job 
responsibilities, such as an exemplary accomplishment, s&ntitIc or research achievement, act of 
heroism, or courageous handling of an emergency situation related to oSicial employment. 

2. Determininn Award Amount 
The appropriate amount of award is based on the tangible and intangible benefits charts outlined 
on the following two pages. 

3. Procedure 
Team leaders or local competency managers/supervisors wig nominate and a higher level manager 
with fimding authorization will review and approve worthy award nominations. Enclosure (2), 
NAVAlR 1245 l/l (S/98), or a local equivalent, will be used to document tbis award. This 
monetary award may be presented at any time. 

4. Aouroval Guidance 
Within the hmitations of the tangible and intangible benefits charts outlined on the following two 
pages, approval guidance is specified below: 

Approvinn Official 
Local competency managers/supervisors 
National Level 1 Competency Leader 
COMNAVAIRSYSCOM/ PEOs 
Seoretary of the Navy (SECNAV)* 
Department of Defense (DOD)/ 
Office of Personnel Management (OPM) via SECNAV 

$5,000 per individusl 
57,500 per individual 
$10,000 per individual 
greater than $10,000 per 
individual 

*SECNAV approval requests must be routed through COMNAVAIRSYSCOM, the Department 
of the Navy Awards Review Panel (DARP), the Office of the Deputy Assistance Secretary of the 
Navy (Civilian Personnel/Equal Employment Opportunity) @ASN(CP/EEO)), and the Executive 
Personnel and Leadership Development Division (DP6). 

1 



SCALE OF AWARD AMOUNTS BASED ON INTANGIBLE BENEFITS 

VALUE 
OF 

BENEFIT 

MODERATE 

alange or 
modification ofaa 
Jplwiag principle 
Mpmcedurewitb 
limiteduaeor 
impaa. 

SL?ESTANTh4L 

substantial chaage 
II modification of 
,rocedures. 
ullpmant 
Unpmvements to the 
dae ofapmduct, 
lctivity, program, or 
;ervice to the public. 

HIGH 

zomplete revision of 
I basic principle or 
~rccedure; a highly 
dgnificaat 
mprovement to the 
ahe of a product of 
mvice. 

#%UITW 

eliwltof 
w-. 
At%olasmallama 
ofmienceor 
teclmology. 

$25 - $Soo 

Ssol- $793 

$751 - Sl,ooo 

BXTENT OF APPLICATION 

$501- $750 

s751 -$l,ooo 

$1,001 - $l,Soo 

DralAeatim 
~&T 
maofadenceor 
teohnolOgy. 

$7Sl- $1.ooo 

$1,001 - 1,500 

$l,SOl - $3,150 

GENERAL 

Affecta flmctions, 
miaaioa, or 
pemomel of more 

L$YiLtOr 
ageacy,0riEiOthe 
publiciotemst 

i!ilz%z”” 
bO& 

$1,001 - $1,500 

Sl,SOl - $3,150 

$3,151 - $6,300 
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I VALUE EXTENT OF APPLICATION 
OF 

BENEFlT 

EXCEPTIONAL 

hitiationofaaew 
priacipleormajor 
pmcedm; a superior 
improMmenttothe 
qualityofacritical 
product, activity, 
pmgmm,orswvice 
to the public. 

$1,001 - $1,500 $1.501 - $3,150 $3,151 - $6,300 $6,301 - $10,000 

SCALE OF AWARD AMOUNTS BASED ON 
TANGIBLE BENEFITS 

BENEFITS AWARD 

Estii Fist-Year Benefits Am v 

Up to $10,000 in benefits 10 percent of benefits 

Between $10,000 and $100,000 $1,000 plus 3 percent to 10 percent 
in benefits of benefits over $10,000 

More than $100,000 in benefits $3,700 to $10,000 for the first $100,000 in 
benefits, plus 0.5 percent to 1 percent of 
benetits above $100,000 up to $25,000, 
with the approval of the OPM via the 
Office of the Secretq of Defense (OSD). 
Presidential approval is required for all 
awards of more than $25,000. 
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ON- TEE - SPOT AWARDS 

1. Descriotion 
An On-the-Spot Award is given for a one-time achievement designed to quickly recognize 
employee et%xts that result in service of an exeptionaily high quality or quantity. This award is 
particularly appropriate for rewarding employees’ etTorts that might otherwisa go unrecog&ed. 
On-the Spot Awards range fkom $25 to $750 commensurate with the nature of the service or act 
being recognized. Examples of achievements that may be considered for an On-the-Spot Award 
are: 

a. making a high quality contribution involving a ditXcuh or important project or assigmnent. 

b. accomplkhing a specitk, one-time, or special assignment that required extra effort or 
resulted in the organization receiving recognition for responsiveness to unplanned requirements. 

2. Determininrz Award Amount 
The appropriate award amount is based on the tangible and intangible benefits charts outlined on 
the following page. 

3. Procedure 
NAVAIR 12451/l (S/98) enclosure (2), or a local equivalent, should be used to nominate and 
process On-The-Spot Awards. Local competency manageraksupervisors or team leaders may 
rumbate employees and a higher-level competency managerkupenkor with Cuniing 
authorization will approve worthy award nominations. 

4. Aaaroval Guidance 
Within the limitations of the tangible and intangible benefits charts outlined on the following page, 
approval is specitied below: 

ADDrOVillQ OffiCid Maximum aoproval authority 
Local competency managers/supervisors $750 per individual 



SCALE OF AWARD AMOUNTS BASED ON INTANGIBLE BENEmS 
FOR ON-TEE-SPOT AWARDS 

VALUE 
OF 

BENEFIT I 

MODERATE 

zbange or 
noditicatioaofan 
qmatiag principle 
II plucedum with 
imiteduseor 
m. 

SURSTANlTAL 

hdwtantial cbaage 
jr modiiication of 
mc%drea. 
inwrtaat 

raise of a product, 
Lctivity, pmgram, or 
wvice to the public. 

EXTENTOFAPPLXATION 1 

LiXflTW 

SSOl- $750 

EXTENDW 

Amts fanctioas, 
lIlishn,orpersonuelof 
aaentimregioaalama, 
commaad, orb-. 
Aeasallimportantama 
ofscience or tecboology. 

SOI- s750 

SCALE OF AWARD AMOUNTS BASED ON TANGIBLE BENEFITS 
FOR ON-TRE-SPOT AWARDS 

BENEFITS AWARD 

Estimated Fist-Year Benefits Amount of Award to Emolovee 

Up to $7,500 in benefits 10 percent of benefits 
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QUALITY STEP INCREASES (QSIs) 

1. Descriotion 
A QSI is a permanent itmrease by one step within the recipient’s grade level. QSIs may be 
grantai to employe43a covered under the OS in recognition of high quality sustained perfmmance 
above and beyond that which is normally expected. Employees are eligible for only one QSI 
within any 52-week period. 

2. Selection Criteria 
Since a QSI is a permanent increase and will impact tbture salary projections, careful 
consideration should be given before it is granted. To be eligible for a QSI, GS employees must 
meet all of the following criteria: 

a. the employee’s last rating of record must be “Acceptable” or higher, 

b. demonstrated sustained performance of high quality signigcantly above that expected at the 
“Acceptable” level (i.e., exceeded the “Acceptable” criteria depicting unusually good or excellent 
quality or high quantity of work provided ahead of schedule and with less than normal 
supervision); 

c. made a sign&ant contribution to the organization’s mission; and 

d. there is an expectation that the high quality performance will continue in the Mure. 

3. Procedure 
The local competency manager/supervisor must justify the nomination using NAVAIR 12451/l 
(8198) enclosure (2) or a local equivalent. The next level competency manager with fiduciary 
authority will review and approve worthy nominations. In addition to the award form, a 
persomrel action must be initiated to atliect this award. Business units may establish additional 
approval requirements in collaboration with National Level 1 Competency Leaders. 

12 



SUSTAINED EXCELLENCE AWARDS 

1. BesCriDtiOQ 
Sustained Excellence Awards may be granted for demonstrated, sustained, and excellent 
performance. Typically this award is granted to individuals, however groups or teams are also 
eligible to receive this award. This type ofrecognition is appropriate when an employee(s) 
consistently performs substantially beyond exp&ations. Sustain& Exr~JIence Awards are a one- 
time cash award and will not alter the employee’s rate of pay. Gnly the GS or the Federal Wage 
System employees may be granted a Sustained Excellence Award. Demonstration Project 
Employees and members of the Senior Executive Service (SES) are ineligible for this particular 
award. 

2. Selection Criteria 
Employees must meet the following criteria to receive a Sustained Excellence Award: 

a. the employee’s last rating of record must be “Acceptable” or higher; 

b. demonstrated sustained performance of high quality, signiticantly above that expected at the 
“Aoreptable” level (i.e., exceeded the “Acceptable” criteria depicting unusually good or excellent 
quality or high quantity of work provided ahead of schedule and with less than normal 
supervision); and 

c. the performance resulted in a sign&ant contribution to the organization’s mission or a 
continuously high quality product or service to customers. 

3. Procedure 
Sustained Excellence Awards may be granted at any time during the performance year. The local 
competency manager/supervisor or team leader may nominate the employee(s) using NAVAIR 
12451/l (g/98) enclosure (2). or a local equivalent. The nominating official must provide substantial 
written documentation to justify the basis and the award amount. The next level competency 
manager/supervisor with fiduciary authority will review and approve worthy nominations. 

4. .baroval Guidance 
The amount of a Sustained Excellence Award may be determined using a specific dollar amount 
or a percentage of basic pay. Basic pay is determined without taking into account any locality- 
based comparability, interim geographic adjustment, or special law enforcement adjustment. 
Managers may grant Sustained Excellence Awards within the dollar thresholds below: * 

ADDrOVinQ OffiCid Maximum aonroval authority 
Local Competency Managers/Supervisors $2,500 per individual 
National Level 1 Competency Leaders $5,000 per individual 
COMNAVAIRSYSCOMI PEOs S7,SOO per individual 
SECNAV* SlO,OOO per individual 
DoD/OPM via SECNAV greater than $10,000 per individual 

I3 



*Awards exceeding 10 percent, and up to 20 pz%nt ofan employee’s annual rate ofbasic pay, must be appd 
bythe%mtaxyoftheNavy. 
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GOVERNMENT-WIDE, DON-WIDE AND DOD-WIDE HONORARY AWARDS 

1. Descriation 
Honorary awards provide a means for the TEAM to recognize and distinguish it’s top civilian and 
military patfonners. These are excellent tools to recognize employees who make major 
contributions to the goals and mission of the TEAM or to their career field. 

2. Criteria 

a. There are numerous honorary awards available that include a broad range of awards for 
signiticant contributions. Some are designed to recognize a specitbz kind of contribution, e.g., 
s&&tic achievement, inventions, and public safety. 

b. The following pages provide a partial listing of noteworthy govermnent-wide, DON-wide 
and DOD-wide Honorary Awards and associated criteria. AU currently available honorary awards 
and their associated criteria may be obtained from the HRO Home Page at 
http:/lhro.navair.navy.mil. 

3. Procedure 
Each quarter the NAVAIR Awards PA wig issue an updated, web-based awards call for honorary 
awards nominations. This quarterly call will contain a brief description of the award, the approval 
process and the nomination deadhne. Local competency managers/supervisors and team leaders 
should regulerly scan this web-site to stay abreast of appho&e honomry awards. The team leader 
or local competency manage&upervisor will submit the nominatiins to the designated higher- 
level competency manager/supervisor for concurrence using the appropriate nomination 
format/form. Nominations are forwarded following the outlined approval process for that 
particular award and submitted through the local awards PA to the NAVAlR Awards PA The 
NAVAIR Awards PA wig ensure nominations are accurately tracked, reviewed for completeness, 
and forwarded to the appropriate competency for Snal review and endorsement. 

Note: 

. Priority processing at all levels is required to ensure nomination packages are submitted 
timely. 

l Avoid overemphasis on granting awards to retiring employees. 

IS 



AWARDTYPE 
Letter of 
9ppreciation 
3oN Civilian 
3ervice Awards* 

Meritorious 

Zuperior 

)oN Public 
lervice* 
)utstandmg Federal 
imployee With 
Xsabilities 

GRANTED FOR 
Any Noteworthy 
Contributions 

Service or 
contributions high in 
value and/or beneSts 
to DON, such as at 
the local activity 
level 

Service or 
contributions 
exceptional in value 
and/or benefits to 
DON such as at the 
command level 

Extraordbnuy 
service or 
contribution of 
major significance to 
DON, including 
great courage and 
personal risk 

See Program 
Administrator 
Recognizes 
employees with a 
disability who have 
displayed 
exceptional job 
performance despite 
disabling factors. 
Must be involved in 
one or more 
community 
activities. 

GRANTED TO 
Ch4ianorMiUary 
Employees 
Civilian Employees 

‘rivate citizens 

3vilian employees 
vith disabilities 
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GRANTED BY 
AU Management 
levels 

Competency Level 1 
Leader/Area 
Commander/ 
commanding 
Officer 

COMNAVAIRSYS- 
COhUPEOs 

SECNAV 

COMNAVAIRSYS 
COM/PEO 
Assistant Secretary 
>f the Navy for 
%tnpower and 
kesefve Affairs 



AWARD TYPE 
DOD Civilian 
Service Award* 

DOD public service* 

SECDEF Letter of 

SECDEF Award for 
Productivity 
Excellence 

GEICO Public 
Service 

Careers that reflect 
extremely 
significant, broad 
contributions to 
DOD economy, 
eflkiency, or 
operations. 
See Program 
Administrator 
A single suggestion, 
special act, or 
productivity 
initiative that 
resultedinglOOKor 
more first year 
savings. Initiative 
mustbeoverand 
above job 
requirements. 
Same as above, 
except that initiative 
resulted in $1 
million or more in 
first year savings. 
Excellence, 
dedication, and 
accomplishment in 
public service on 
one of four 
categories: 
- Fiie prevention/ 
safety 
- TraflWsafetyl 
accident prevention 
- Physical 
rehabilitation 
- Substance Abuse 
Prevention 

DOD Civilians 

Private Citizens 

Individuals or 
Groups 

GBANTED BY 
Secretary of Defens 
(SECDEF) 

SECDEF 

SECDEF 

SECDEF 

GEICO 
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~ AWARD TYPE 1 GRANTEDFOR 
Prasidantial awards 1 Ranognizas 10 
for 0utstanding f* employees 
Federal employees with disabiities who 
with dimbilities have displayed 

axceptional job 
parformam% despite 
disabling factors, 
and who have made 
contributions 
through wmmllnity 
involvement. 

President’s Volunteer activities 
volunteer action of ban&it to the 

community, state, or 
nation. 

Letter of Suggestion, 
Commendation from invention or other 
the Office of the act whish produced 
President* tangible savings for 

S25OK or more. For 
6iviumtnomineos, 
musthavekbm 
recognized by a 
Civilian Incentive 

1 Award. 
Presidential 1 Must have received 
Management 
Improvement Award 

a Presidential Letter 
of Commendation. 
This award is for 
extraordii 
contributions toward 
cost savings and 

improvement. 

, GRANTEDTO GRANTED BY 
Civilian employees Office of the 

President 

+ 

Civilian or Military Office of the 
President 

Civilian or Military Office of the 
President 

*These awards may be given at any time. 
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NAVAIR COMMAND ER’S AWARD 

1. Descriotioo 
The Commander’s Award is designed to recognize team contributions which most significantly 
supported the TEAM% mission, goals and objectives. This award is a distinguished command 
honorary award which includes a cash award, as appropriate. 

2. se* 
Awards wilt be presented annually to the teams who most significantly supported the TEAM’s 
mission, goals and objectives by promoting innovative ideas and concepts resulting in substantial 
tangible or intangible benetits. Specitk selection criteria wifl be developed by the 
COMNAVAJRSYSCOM on an annual basis. 

3. m 
It is the NAVAIR Award Board’s responsibility to determine the appropriate award amount using 
the tangible and intangible bene&s charts outlined on the following two pages. 

4. Procedure 
Requests for nominations wilI be announced in January through the NAVAIR Quarterly Honorary 
Awards call. Competencies, business units and PEOs may submit their nominations for the prior 
year’s awards to the NAVAIR Awards PA Nominations must include specifics about the team 
members (names, duty stations, tides, grades/ranks, competencies, and social security numbers) 
and details of the team’s ape&k achievementkontribution. Nominees will be reviewed and 
ranked by the NAVAJR Awarda Board, with l*, 2ti and 3” place recommendations being 
forwarded to the COMNAVAIRSYSCOM for selection. 

All nominees, as well as recipients, will receive a ietter of acknowledgement fkom the 
COMNAVAIRSYSCOM. The awardees will be ceremoniously presented with certificates, 
plaques and a cash award as appropriate. 
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I I 1 tEolulology. I 
MODERATE $25 - $500 S5bl - 9750 I ml- $l,ooo $1,001 - $1,500 

HIGH 
s751- Sl.ocm 51,001- $1,500 $1,501 - $3,150 $3,151 - $6,300 

Complete rwislon of a 
basic principle or 
procedure a k?JllY 
sigoiflcaat 
mpmv.?ment to the 
vdueofaprcductor 
senrice 

EYCEFTIONAL 

Jnitiatim of a new 
principle or major 
PIwed% a supxior 
improvement to the 
quality of a critical 
jxcdwt, actiVlty, 
program,orservicetn 
the public. 

$1,001 - Sl,SM) Sl,SOl - 53,150 $3,151 - $6,300 $6,301- $10,ooo 
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SCAJJ? OF AWARD AMOUNTS BASED ON 
TANGIBLE BENEFITS 

BENEFITS AWARD 

Estimated First-Year Benefits Amount of Award to team 

Up to $10,000 in ben&ts 10 percent of benefits 

Between $10,000 and $100,000 $1,000 plus 3 percent to 10 percent 
in benefits of belle&s over $10,000 

More than $100,000 in benefits $3,700 to $10,000 for the tirst $100,000 in 
benefits, benefits above $100,000 up to 
$25,000, with the approval of the Office. of 
Perso~el Management via the OSD. 
Presidential approval is more than $25,000. 
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“YOU MADE A DIFFERENCE” AWARD 

1. Descriotioa 
The “You Made a DifFerence Award” is a peer-recognition award that allows military and civilian 
employees to recognize a w-worker who helped them accomplish a sign&ant task in support of 
the TEAM’s mission. Award recipients receive an official NAVAIR coin to commemorate their 
acts. Each coin will be inscribed with the NAVAIR seal and the words “You Made a Diierence.” 

2. Procedure: 
This TEAM-wide award is administered through the Command Master Chief’s office (AIR- 
OOCMC). Nominations may be submitted by email directly to wnnorii&avair.naw.mil and must 
include the nominee’s name, organization, point of contact name and telephone number and a 
detailed description of the award-deserving service. Submissions are collected throughout the 
month and reviewed by the Vice Commander and the Command Master Chief. Awards will be 
presented the following month. 
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TIMEOFFAWARDS 

1. Descrktion 
Tiff from duty may be granted, without loss of pay or charge to leave, in recognition of 
superior accomplishments or other perswal ef%orts that contribute to the quality, &ciency, or 
economy of government operations. Tiie-OlTAwsrds can be usedalone or in wmbiion with 
monetary or non-monetary awards to recognize the wntributions by the same employee. 
Examples of achievements that may be considered for a Time-OtT Award are: 

a. making a high quality contribution involving a diicult or important assigmnent; 

b. displaying special initiative and skill in completing an assigmnent or project before the 
deadline; 

c. using initiative and creativity in making improvements in a product, activity, program, or 
service; 

d. ensuring the mission of the unit is accomplished during a dit%cult period by successfully 
wmpleting additional work or a project assignment while maintaining the employee’s own 
workload, and 

e. accomplishing a specitic, one-time, or special ass@nent that required extra effort or 
resulted in the organ&&n reoeiving recognition for respomiveness to unprogrammed 
requirements. 

2. Determining Award Amount 
The appropriate amount of time-off to grant as an award should be determined using the attached 
Tiie-Off Awards Scale. Use of this scale will ensure that the amount of time-off granted is 
wmmensurate with the individual’s contribution or accomplishment. The following limitations 
and guidelines apply: 

a. The total amount of timeoff that may be granted to a civilian employee during one leave 
year is 80 hours. For part-time employees or those with an uncommon tour of duty, the total time 
that may be granted during any calendar year is the average number of hours of work in the 
employee’s biweekly scheduled tour of duty. 

b. The maximum amount of time that may be granted for any single contribution is 40 hours. 
For part-time employees or those with an uncommon tour of duty, the maximum award for any 
single contribution will be one-half the maximum amount of time that could be granted during the 
year. 

c. Tie-off granted as an award must be scheduled and used within one year after the award 
is granted. Any unused amount remaining after that time will be forfeited without further 
compensation to the employee. 
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d. A Tii Award does not convert to cash under any circumstances. 

e. Thne-CJff Awards shall not be granted to create the e&ot of a holiday or treated as an 
administrative excusal or leave. 

f. The Time-Off Award can be transferred within the DON. However, ifthe employee is 
transferring to another DOD activity or outside DOD, the time-off cannot be transferred. In this 
case, the employee should be allowed to use the award prior to the tram&r. 

3. Procedure 

a. NAVAIR 1245 l/l (8/98), enclosure (2), or a local equivalent, shall be used to nominate 
and process Tie-Off Awards. Team leaders or wmpetency manager&upervisors will nominate 
employees for Tie-Off Awards. 

b. The employee’s Leave and Earnings Statement (LES) will reflect the time--off balance 
available to the employee. Employees should request the time-off in the same manner as they 
request anmral leave. 

4. .borovat Guidance 
Full consideration ofwage costs and productivity loss should be given when approving and 
grant@ Time-QtTAwards. A wmpetency manager/supervisor may approve a Time-Off Award 
of up to one work day. A higher level wmpetenoy manager/supervisor may approve Tie-Off 
Awards not to exceed 40 hours for a single contribution or 80 hours in one leave year. 
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TIME-OFF AWARDS SCALE 

Value to Orwnixation 

Moderate 

(1) A contribution to a product, activity, program, 
or service to the public, which is of sufficient value 
to merit formal rewgnition. 

(2) Beneticiai change or moditkation 
of operating principles or procedures. 

SubstantiaJ 

(1) An important contribution to the value of a 
product, activity, program, or service to the public. 

(2) Sign&ant change or modhication 
of operating principles or procedures. 

Hi.& 

(1) A highly signi6cant contribution to the value 
of a product, activity, program, or service to the public. 

(2) Complete revision of operating principles or procedures, 
with considerable impact. 

Exceotiona) 

(1) A superior contribution to the quality of a critical 
product, activity, program, or service to the public. 

(2) Initiation of a new principle or major procedure 
with significant impact. 

Number of Hours 

1 to 10 

11 to20 

21 to30 

31 to40 
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LENGTH OF SERVICE AWARDS 

1. &.9criation 
Length of Service Awards are granted in recognition of years of federal service. These awards 
recognize s&pi&ant milestones in employees’ careers. The award is based on total years of 
federal service rather than service to a particular agency or department. When a length of service 
is computed employees should receive credit for total federal service, including civilian and all 
honorable military service. This type of recognition of employees is enwursged but not required. 

2. Proeedurea 
Local awsrd procedures apply; howevex the 40,45, and 50 year setice awsrds consist of a 
certikicate signed by the SECNAV and a pin. 
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INFORMAL RECOGNITION AWARDS 

1. Descrlation 
Informal Recognition Awards are non-monetary awards, e.g. wffee mugs, pen and pencil sets, 
paperweights, tee shirts, etc. OPM wnsiders hrformal recognition awards an appropriate method 
of providing recognition for employee and group wntributions. Informal reoognition awards are 
normally adminktered by the business unit and, although they have less formsl approval 
procedures and presentation settings than other awards, the following conditions must be met: 

a. The act or service recognized must be related to the employee’s official employment. This 
must be acknowledged as part of any presentation, however informal. 

b. The award must be of nominal value and the value should be commensurate with the 
contribution being recognized. Items purchased shall not normally exceed $50 per employee 
recognized and shall avoid the appearance of replacing cash (e.g. gifl certiticates and savings 
bonds). 

c. The items bestowed must be appropriate for use in the public sector and must be purchased 
with the t%nds wmpetencies and PEOs are authorized to use for awards. The selection of the item 
must demonstrate good judgement, avoiding public disapproval and embarrassment to the DON 
and/or the command. 

d. An award form (NAVAIR 1245111 (8/98), enclosure (2) or a local equivalent) or a memo 
for the record must be completed and retained with the local accounting documentation to just@ 
and document the granting of the award. 

2. Procedure 
Any local competency manager/supervisor or team leader may purchase informal recognition 
awsrds or wnduct award recognition ceremonies to recognize outstanding employee 
achievements. Limitations and documentation requirements are mentioned above. 
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AREA SPECIFIC AWARDS 

1. Descriotion 
Business units may establish, disestablish and control awards specitlc and unique to their business 
units withh the guidelines of law, re.gulation and authority. Any wmbiion of award 
alternatives descxibad in this instruction may be used to create these area-specific awards. 

2. Selection Criteria and Proced re 
The selection criteria, as well as dnomination and approval procedures are established and 
admhistered within the business unit. 
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INVENTION AWARDS 

1. DC~W~LI~~OQ 
An invention is any patentable orightal design, or improvement of existing design for a machine, 
procesq or manufactured item. 

2. Criteria 

a. Individual civilian and military employees and groups of employees are eligible to receive 
Invention Awards. To be considered for an award, an invention must: 

(1) identity an improvement in the quality of operations, a cost reduction opportunity, or an 
improvement in the timeliness of service delivery that results in ,tangible or intangible benefits to 
the U.S. Government; and 

(2) be adopted in whole or in part for implementation. The invention should set forth a 
specitic proposed course of action to achieve improvement or cost reduction. 

b. If the wnditions above are not met, but the invention is determined to be of value to the 
DON or DOD and the inventor wnsents to wnsideration of sn award, the inventor will be 
required to sign a claim waiver agreement in order to be paid an award. 

3. Award Pm 
An initial moaetmy awerd may be paid when the patent applioation is filed and an additional 
monetary award may also be paid when the patent covering the invention is grsnted. Ifan 
application for a patent is placed under a secrecy order, the additional award will be paid when the 
U.S. Patent Of&e issues a Notice of Allowability. Awards under this section are not authorized 
if a monetary award has been paid for the same contribution as a Beneficial Suggestion. 

4. Procedure 
The local awards PA and the local office of the Associate Counsel for Intellectual Property 
(Patent Counsel) may be contacted for additional invention award information. The local Patent 
Counsel provides guidance and direction on applying for a patent. Invention Awards will be 
granted based on the Patent Counsel’s recommendations. 
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SUGGESTION AWARDS 

1. Descriutiog 

a. The Beneficird Suggestion Awards Program provides a formahzed process to present ideas 
for improvement to management. The program was established to encourage and stimulate the 
submission of ideas that will improve operations and/or decrease costs. A suggestion is an idea 
that originates on the job and benefits the government, but carmot be implemented by the 
suggestor. Employees whose suggestions are adopted are given recognition and, if appropriate, 
monetary awards. To be wnsidered for an award, a suggestion must: 

(1) identify an improvement in the quality of operations, a cost reduction opportunity or an 
improvement in the timeliness of service and delivery that result in tangible or intangible benefits 
to the government; and 

(2) be adopted in whole or in part for implementation. The suggestion should identify a 
specitic proposed wurse of action to achieve the improvement or cost reduction. 

b. Ideas or suggestions that identify the need for routine maintenance work, recommend 
enforcement of an existing rule, propose changes in housekeeping practices, recommend changes 
to instructions or manuals, call attention to errors or alleged violations of regtdations, or result in 
intangible benefits of “good will” are not eligible for consideration. Ideas for changes or 
improvementa that cleiwly fsll with&l the employs&job es do not wnstitute 
suggestions. 

2. Evaluatine Suggestion Awards and DeterminingAward Amount 

a. It is the evaluator’s responsibility to calculate the first year savings/benefits to the Navy and 
to determine award amounts to be granted using the tangible and intangible benefits charts 
outlined on the following pages. In some instances, when contributions are extraordinary and 
savings to the government considerable, suggesters may be eligible for an honorary award in 
addition to a monetary award. 

b. Evaluators are also responsible for preparing recommendations for non-adoption of 
suggestions, including explanations informing the employee of the reasons for not adopting the 
suggestion. Evaluations and fmal determinations should be made at the lowest reasonable level. 

c. It is also the evaluator’s responsibility to take action that will implement the proposed 
change if approved. This includes gaining the program timding commitment to implement the 
suggestion, when applicable. 

3. Procedure 
Any civilian employee or military member interested in contributing their ideas to management 
under the Beneficial Suggestion Award Program should contact their local awards PA for further 
guidance on the submission and approval of these awards. 
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4. Reconsideration/Resubmission 
Requests for reconsideration may ba submitted in writing to the NAVAIR PA within 90 days of 
receipt of the action. The request must include subatantiatiug reasons for the reconsideration. A 
NAVAKRHQ manager will make the final determination on the reconsideration. 

SCALE OF AWARD AMOUNTS BASED ON INTANGIBLE BENEFITS 

VALUE 
OF EXTENT OF APPLICATION 

BENEFIT 

LImlTrn RXTA?3hVWD IMaiD GENEI&iL 
Affktsfoncti~ -functions, Affeds funciiou8, Affeas fbwtions, 
missioq, or permwel missto4orpermMel lnislo&orpersuIlwl missiou, or pel-sonnel 
of one facility, ufsu entire lv@mal ofseved regional OflUOffithlOIlO 
llla&tioa, lP&ioMl -=-=lUdor sreasorconnurm~ department or agency, 
srea,oraa bureau. Affectsan 0rSOCnti OIiSintb.SpUbliC 
Organizstional lmportantarcaof 
olemeot uf science or teebnology. 

~g-wY. iutemst throughout 
the Nation and 

boadqoaners. Affects alwaoff&eienceor beyona 
sma8armufsciwce t6chnology. 
or tecbn~logy. 

MQDERATE sas - $500 $501 - $750 $751- $l,ooo $1,001 - $1.500 
change or 
Umdt6cstimlQfau 

pA?c 

hit%luSe0r 
mpact. 

SVBSTANTUL 
bbsiantial change 
,r modi6catioa of 
WOWdreS. 
mpmtaut 
mprovements to the 
rableofaproduct, 
lctivity, program, or 
wvicc. to the public. 

$501- $750 $751 -Sl,ooo $1,001 - 1,500 $1,501- $3,150 

HIGH 
kmplete revision of 
I basic principle or 
uocedure; s highly 
@iflcant 
mprovement to the 
mlue of a product or 
ervice. 

$751 - $1,000 $1,001 - s1,500 $1,501 - $3,150 $3,151 - $6,300 
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ldationofanew 
prbciplsor~or 

produq adivity, 
pmgraat,orservice 
to tbe public. 

LXCEPTIONAL 
$1,001 - $1,500 $1,501 - $3,150 $3,151 - $6,300 $6,301- $lO,ooo 

J- 

SCALE OF AWARD AMOUNTS BASED ON TANGIBLE BENEFITS 

BENEFITS AWARD 

Estimated First-Year Benefits Amowt of Award to Emdoyee 

uptoslo,OOOinbf&its 1Opercentof~ts 

Betwew $10,000 and $100,000 $1,000plus3percentto10percent 
in benefits of be&its over $10,000 

More than $100,000 in benefits $3,700 to $10,000 for the first 
$100,000 in be&its, plus 0.5 percent 
to 1 percent of beaetits above $100,000 
up to $25,000, with the approval of the 
OPM via the OSD. Presidedal 
approval is required for all awards of 
more than $25,000. 
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AWARD NOMINATION 
TO: ADMINISTRATOR, AWARDS PROGRAM 

1.5ECOMMENRJTlON FOR A!#.%RD 
EMPLOYEE NAME SOCIAL SECURITY NO POSITION GRADE CODE B ORGANIZATION 

CODE OF COMPETENCY RESPONSIBLE FOR AWARD PAYMENT. JON: 

2. NPF OF AWARD 

q 0 AMOUNT OF RECOMMENDED 
SPECIAL ACT/SERVICE QSI AWARD AWARD ($ AMOUNT/HOURS OFF): 

q ON-THE-SPOT AWARD 0 TIME-OFF 

q q PERIOD OF ACCOMPLISHMENT: 
SUSTAINED EXCELLENCE OTHER 
AWARD 

IESCRIPTION OF ACCOMPLISHMENT: 

ITS ICOMPI RF A AI!WOR B FOR SPFCIAL ACT AND Qf!iItE - _ SPOT AWARDS) 

\. INTANGIBLE BENEFITS: 

‘ALUE q MODERATE q SUBSTANTIAL q HIGH q EXCEPTIONAL 

lXTENT OF 
,PPLICATION q LIMITED q EXTENDED q BROAD q GENERAL 

I TANGIBLE BENEFITS, COMPUTE LABOR SAVINGS AT ACTUAL COST FOR FIRST YEAR OF APPLICATION IF 
APPLICABLE. COMPUTE SAVINGS AND ATTACH SEPARATE SHEET 

IOMINATING OFFICIAL 
3ESPONSIBLE FOR COORDINATION WITH EMPLOYEE’S SUPERVISOR) AWARD AMOUNTITIME-OFF 

IAME/SIGNATURVCODE/PHONE EXT: 

DATE. 

.PPROVING/AUTHORIZING OFFICIAL DATE: 
IAMEKIGNATUREKODEIPHONE EXT. 

IPPROVING SIGNATURE AUTHORIZES AND DESIGNATES 
ICCOLJNTASIL~TY FOR JtiE EXPENDITURE OF GOVERNMENT FUNDS 

“FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE” 

S/N 0102-LF-985-0800 EllClOSUl-e 




