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AWARD PROGRAM

PURPOSE
To annually recognize the outstanding achievements and creative efforts of ARS location and administrative support staff. 

ELIGIBILITY
Nominations may be made of any ARS Location employee in a support (non-scientific) position is eligible.   An employee may be supervisory or non-supervisory. Individual and group nominations will be accepted.  Group nominations should include only those members who played a significant role in the accomplishment of the group and may include persons from other ARS units, other Federal agencies, and non-Federal persons. Nominees must have sustained performance at the Fully Successful level or above and be free of any civil rights or EEO violations (Human Resources Division will confirm).
SELECTION CRITERIA                                                                                                   

Nominations must respond to at least one of the following categories (Administrative or Support Services, Communication, etc.) and two or more of the criteria shown within the category. Nominations must show evidence of achievements reflecting the chosen criteria, and indicate how work performed within the criteria has substantially improved the operation of an organizational:

1. Administrative or Support Services:  

· Excellent customer service delivery

· Outstanding support of administrative activities

· Seamlessly assisted others no matter how difficult the task, which fostered an excellent work environment for all

2. Innovation, Cost Savings, and Adaptation: 

· Instrumental in developing and implementing innovative systems, procedures, and/or techniques that reduced costs, eliminated redundancy, and/or contributed significantly to quality service to customers

· Conceived innovative approaches that provided a positive impact to the Unit/Area/Agency

3. Communication: 

· Established cooperative approaches for resources sharing

· Effective at outreach to and/or acclimating national and international customers

· Outstanding liaison activity coordination, and/or communication with partners and clients

NOMINATION AND SELECTION PROCEDURES

Nominations must address the appropriate selection criteria.  Nominations must fully support the accomplishments, achievements, and impact of the location support staff member.  Clearly provide examples and information on the achievements of the individual, and the outcome/impact.  The nomination format is attached. 

Area Offices must submit one nomination to Headquarters for Agency consideration. 

The Administrator will appoint a selection committee composed of experts to evaluate nominations and make a recommendation on the Agency winner(s). 

NATURE OF RECOGNITION
All award winners will receive a cash award or cash/time-off award. Winners will be formally recognized with an award plaque at the Annual ARS Recognition Program in 2015. 
NOTE: All cash awards are subject to adjustment depending on the selected employee(s) cumulative cash awards for the respective fiscal year.  For example: If an employee receives a performance award of $1,500 he/she will only be eligible to receive a maximum cash award of $3,500 as his/her monetary recognition for the award program if selected.









