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3 September 2003

MANAGEMENT OPERATING PROCEDURE 5 (MOP 5)

SUBJECT:  DCC-W Awards Program

1.  PURPOSE:
     This operating instruction establishes procedures and assigns responsibilities for a viable incentive awards program for all employees of the Defense Contract Command-Washington (DCC-W), and supplements formal awards policies established throughout the Army.  The goal of this awards program is to recognize actions that reflect high levels of performance and service.   

2.  REFERENCES:
     a.  5 USC 4503, Agency Awards 

b.  5 CFR, 451, Awards

c.  AR 600-8-22, Military Awards

d.  AR 672-20, Incentive Awards

e.  DA Pam 672-20, Incentive Awards Handbook

3.  DEFINITIONS:
     a.  Internal Awards:  Those awards specific to DCC-W – identified as “DCC-W Specific Awards” in the Awards Matrix.  Nominations and recipients of these awards are employees of DCC-W. 

     b.  External Awards:  Any awards not categorized as internal awards.  Generally these are awards included in the Army's formal civilian and military awards programs.

4. POLICY:


a.  All internal awards will be submitted using the prescribed form shown at Enclosure (2), DCC-W Award Nomination form.  Nominations for internal awards will be processed through the DCC-W Awards Board, which will meet on a monthly basis, or more frequently if determined necessary by the Chairperson.


b.  All external awards will be submitted in accordance with the appropriate Army Regulation, using the prescribed forms shown at Enclosure (4) DA Form 1256, Incentive Award Nomination and Approval and Enclosure (6) DA Form 638, Recom-mendation for Award.  Those nominations for Army-level awards will not be processed through the DCC-W Awards Board; rather they will be forwarded through the super-visory review chain to the appropriate approval authority as required in applicable Army regulations. 

c.  The awards board will consist of three members.  The Executive Officer (XO) is   a permanent member, and is the Chairperson of the awards board.  Two rotating members will be selected.  Members will be selected randomly from among the Contract Business Divisions, Command Support Division, the Small Business Office, the Customer Education Support Division, the Plans and Policy Division, and the Purchase Card Division.  Also, there will be three alternate members, selected from the same rotational pool as the regular members.  Each primary member, along with the Chairperson, will have a designated alternate in the event that the primary member or the Chairperson is not available. The rotating member and alternates will be appointed for a period of one year.  Ordinarily, each rotational member will become a regular member of the board once the one-year term as an alternate has been completed.  The board will meet once a month, unless there have been no nominations submitted during that period.

     d.  Nominations for internal awards will be submitted to the Chairperson of the Awards Board either electronically or on paper using the form shown at Enclosure (2), DCC-W Award Nomination form.  The nominations will be entered into a register and the chairperson will notify the nominee's first-line supervisor.  The nominations will be held in confidence by the Chairperson until submitted to the board for review prior to the next regularly scheduled monthly meeting of the board.  The board will recommend either approval or disapproval of the proposed award before forwarding to the Commander for final action.  The board's recommendation will represent the simple majority vote on the proposed award nomination.  

     e.  The Commander will review the recommendation from the board and take final action on the proposed award.  The Commander will return the nomination form to the Chairperson as either approved or disapproved.  The Chairperson will notify the person(s) who made the nomination, as well as the first-line supervisor of the nominee, on the final status of the award.

     f.  The Chairperson, an awards board member, will publish and email a monthly bulletin listing the names and type of awards approved during that period.  The Chairperson will ensure that the appropriate award item(s) are available and will coordinate the formal presentation to the award recipient based on the awards matrix.   The enclosed awards matrix, Enclosure (1), gives a description of the award, eligibility requirements, who may nominate, approval authority, and any time parameters that might apply.


g.  This procedure is effective immediately.

5.   RESPONSIBILITIES:
     a.  Commander:
          (1)  Support and promote the DCC-W Awards Program internally and externally.

          (2)  Serve as approving authority for nominations submitted by the DCC-W Awards Board.

          (3)  Has the authority to remove any board member from their position if deemed necessary.

          (4)  Assess the effectiveness of the board, in part by considering written and verbal comments from DCC-W employees and those outside the agency.

          (5)  Appoint the primary and alternate member of the board through a delegation of authority letter.

     b.   Plans and Policy Division:
          (1)  Prepare delegation of authority letters for the prime and alternate voting members of the awards board.

          (2)  When the period of membership is going to expire among the rotating primary and alternate members, prepare delegation letters for new primary and alternate members.

     c.  Chairperson (XO), DCC-W Awards Board:

(1)  Receive nominations for internal awards either electronically or in paper on the form shown at Enclosure (2) DCC-W Award Nomination form.  Maintain a register tracking each award nomination and its status.  

          (2)  Insure the nominee’s first-line supervisor is informed of each nomination and the approval or disapproval of the award.

          (3)  Initiate corrective action to include possible removal from the board, subject to Commander’s approval, in case a member of the board is not effectively discharging his or her responsibility.  

          (4)  Schedule awards boards meetings as deemed necessary and ensure they are run effectively and efficiently.

          (5)  Ensure that the entire review process for award nomination and approval is made in a timely manner.

          (6)  Publish and email as necessary, a bulletin listing the names and type of award approved during that period.  

          (7)  Ensure that the appropriate award item(s) are available and coordinate the formal presentation to the award recipient based on the awards matrix.

          (8)  Solicit comments at least annually from the workforce on ways to improve the awards program.  Based on these comments, and individual observations, develop and submit recommendations to the Commander for review.

(9)  Prepare and submit a budget estimate for the awards program to the Commander in July or when the budget projection call is announced  each year for the following fiscal year.

     d.  Members, DCC-W Awards Board:

          (1)  Advertise and promote the awards program (e.g. periodic email to all personnel in your directorate or presentations at staff meetings).

          (2)  Educate employees on the awards program and procedures for submitting nominations.

          (3)  Attend awards board meetings when called by the Chairperson.  Review and make an independent assessment and recommendation on the proposed awards.  Treat discussion and the board's final recommendation as confidential.

          (4)  Assist in drafting nominations or citations for internal awards.

          (5)  Primary board members must notify the Chairperson if they will be absent to try to insure that each directorate is represented during the board meeting.  

          (6)  Assist the Chairperson in every way to insure successful execution of the awards program.

6.  EFFECTIVE DATE:  1 October 2003.
7.  PROPONENT:

     Point of contact for coordinating the updating of this action is Mr. Jack Shifflett, Plans and Policy Division (703) 697-0100.



//signed//



Joe E. Conley



COL, QM



Commanding

Enclosures:

Enclosure 1 - DCC-W Internal Awards Matrix

Enclosure 2 - DCC-W Award Nomination Form

Enclosure 3 - Civilian External Awards Matrix

Enclosure 4 - DA 1256 Incentive Award Nomination and Approval

Enclosure 5 - Military External Awards Matrix

Enclosure 6 - DA Form 638, Recommendation for Award

	DSS-W Internal Awards
	
	
	
	

	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Carrie Harley Helpful Co-Worker Award
	Recognizes an individual, dis-playing a positive attitude, who has gone out of their way to be helpful to their co-worker(s).
	Anyone can nominate; reviewed by awards board; Commander final approving official.

This award is only done once a year.  
	All DCC-W employees and others supporting DCC-W (Including Military).
	Nominations may be made at any time.  Commander presents the award to the individual at a time coordinated with the division.  Recipient is given a certificate, and a teamwork pen.  (Military cannot receive the teamwork pen).
	

	Customer Service Award
	Recognizes an individual for outstanding customer service:

This individual has been either:           -Courteous

       -Proactive

       -Timely

       -Innovative

       -Gone the extra mile
	Nominations can come from both inside and outside of the organization; Reviewed by awards board.  Commander is final approving official.
	All DCC-W employees and others supporting DCC-W (Including Military).
	Nominations may be made at any time.  Recipient is given a "Whatever it Takes" lapel pin.
	

	Employee of the Quarter
	Recognizes an individual who has gone above & beyond the call of duty to support internal & external customers
	Nominations can come from both inside and outside of the organization; Reviewed by awards board.  Commander is final approving official
	All DCC-W employees and others supporting DCC-W (Including Military).
	Nomination may be made quarterly and presented at the commander’s call.

Recipient is given a certificate and possible time off award.  (Civilian employees may receive monetary and time off awards processed through normal external awards process).
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	Army Superior Accomplishment & Performance Awards (AR 672-20)
	
	
	
	

	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Special Act or Service Award
	Cash award given to recognize a meritorious personal effort, act, service or other achievement accomplished within or outside assigned job responsibilities.
	Supervisor.
	All Army civilian employees paid from appropriated funds.
	Ranges from $25 to $25,000 depending on the achievement being recognized.  Army is delegated approval up to $10,000.  Awards over $10,000 go through the Army Incentive Awards Board to DoD and OPM.  The amount of the award is determined by using the criteria listed in Tables 7-1 and 7-2 of AR 672-20. Nominations will be made on DA Form 1256 with justification paragraph attached.


	As soon as possible, but should be within 60 days of the act

	On-the-Spot Cash Award
	Small special act or service awards ($25-250) which may be given by a supervisor for the day-to-day accomplishments of subordinate employees.
	Supervisor.
	All Army civilian employees paid from appropriated funds.
	Used to recognize superior accomplishments.  Nominations will be made and approved on DA Form 1256 with justification paragraph attached.
	As soon as possible.  Preferably within 15 days of the act.

	Time Off Award
	Employees may be granted up to 80 hours of time off during a leave year without charge to leave or loss of pay as an award for achievements or performance contributing to the Army mission.  The TOA can be used alone or in combination with monetary or nonmonetary awards.
	Anyone may nominate through supervisory chain.
	All Army civilian employees paid from appropriated funds.
	Employees' contributions must directly support the Army mission or result in benefits to the Government.  The extent of the employee's contribution will be considered when determining the amount of time off that is approved.  Table 7-3 of AR 672-20 should be used to determine the amount of time off, if in excess of one day.  If granted as a SA/SA, the DA Form 1256 will be used.  The TOA may be granted in amounts up to 40 hours for a single contribution and up to 80 hours in a one-year period.  It must be scheduled and used within one year of the approval date.
	

	Contribution Award
	Monetary performance award.
	Pay Pool.
	All Demo Employees.
	Paypool makes recommendation and approval based on employee contribution rating.


	Oct-Sep


	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Performance Award
	Monetary and/or time off award given in recognition of high-level performance in a specific rating period.
	Supervisory Chain.
	All Non-demo employees.
	Employees with successful levels 1 and 2 ratings of record for the most recent rating period may be nominated for this award.  Employees who exceed the minimum requirements for a Successful Level 3 rating are also eligible.  Base system non-supervisory employees rated Level 3 may receive performance awards.  Employees will be nominated and approved for performance awards using a copy of the completed appraisal form.  A monetary performance award will be computed as a percentage of the employee's base pay, with a maximum award of 10 percent.  Unusually exceptional employees may receive awards up to 20 percent if approved by the major Commander.  Generally within the same organizational element employees with higher ratings should receive larger dollar awards.  Employees may not receive more than 40 hours as a time off performance award.
	

	Army Honorary Awards (AR 672-20)

(listed from highest honor to lowest honor)

	Decoration for Exceptional Civilian Service
	Highest Department of the Army honorary award granted by the Secretary of the Army.  This award must be processed through the chain of command to the Army Incentive Awards Board (AIAB).
	Chain of Command to the AIAB.
	All Army civilian employees paid from appropriated funds.
	With the exception of nominations for bravery, nominees for this award must have established a pattern of excellence and achievements which normally have been recognized by previous honorary awards up to and including the Meritorious Civilian Service Award. DA Form 1256 with justification attached.
	


	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Meritorious Civilian Service Award
	Second highest DA honorary award and may be granted by the Secretary of the Army or a major commander.
	Chain of Command to the AIAB or major Commander.
	All Army civilian employees paid from appropriated funds.
	Nominees for this award must have established a pattern of excellence, normally demonstrated by the receipt of lower level awards, except nominations for courage and competence in an emergency.  DA Form 1256 with justification attached.
	

	Superior Civilian Service Award
	Third highest DA honorary award granted by a Commander (Major General and above) or civilian equivalent.
	Chain of Command to Mr. Joel B. Hudson.
	All Army civilian employees paid from appropriated funds.
	With the exception of nominations for bravery, nominations for this award will reflect superior service or achievement, or heroism of a lesser degree than that recognized by the Meritorious Civilian Service Award. DA Form 1256 with justification attached.
	

	Commander's Award for Civilian Service
	Fourth highest DA honorary award and may be given by any Commander (Colonel and above) or civilian equivalent.
	Chain of Command to Mr. Joel B. Hudson.
	All Army civilian employees paid from appropriated and non-appropriated funds and direct/indirect foreign nationals.
	With the exception of nominations for bravery, nominations for this award will reflect demonstrated initiative and skill in devising new or improved equipment or work methods; leadership in performing assigned duties; or professional or public relations service which resulted in considerable favorable publicity in the local area.  DA Form 1256 with justification attached.
	

	Achievement Medal for Civilian Service
	Fifth highest DA honorary award and may be granted by any Commander (LTC and above) or civilian equivalent.
	Chain of Command to Mr. Joel B. Hudson.
	All Army civilian employees paid from appropriated and non-appropriated funds and indirect-hire foreign nationals.
	Nominations for this award must cover either a period of sustained superior service, or a level or achievement sufficient to warrant this recognition, or both.  DA Form 1256 with justification attached.
	


	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Certificate of Appreciation for Patriotic Civilian Service
	Recognizes patriotic civilian employees for services provided to the Army elements.
	Granted by the Secretary of the Army or by any commander (LTC or above).
	Civilian employees.
	Nominations will recognize patriotic civilian service that contributes to the mission of an Army activity, command, or staff agency, or to the welfare of Army personnel.  This award may be used to recognize civilian employees for community service that reflects favorably on an Army activity or installation.
	

	Civilian Award for Humanitarian Service
	Recognizes individuals who have distinguished themselves by meritorious direct "hands-on" participation in an act or operation of a humanitarian nature directly to an individual or group of individuals.
	Any commander at the MACOM level or higher may approve this award.  Through chain to Mr. Joel B. Hudson.
	All Army civilian employees paid from appropriated and non-appropriated funds and indirect-hire foreign nationals.
	Documentation must provide evidence, which substantiates on site participation in a humanitarian act or operation.  Nominations should cover a period of service during which the individual performed significant humanitarian actions, deeds, or achievements.
	

	Certificate of Achievement
	Recognizes DA employees who have performed in a commendable manner.  
	Initiated by immediate supervisor through chain to Commander.
	All Army civilian employees paid from appropriated and non-appropriated funds and indirect-hire foreign nationals.
	Accomplished assigned duties in a commendable manner, demonstrating skill and initiative in devising and improving work methods and procedures; significantly affected employee's morale resulting in improved work performance and esprit de corps; and used personal diligence or initiative. DA Form 1256 with justification attached.
	

	Certificate of Appreciation 
	Recognizes accomplishments when monetary or other higher honorary awards are not appropriate.
	Through chain to Commander.
	All Army civilian employees paid from appropriated and non-appropriated funds and indirect-hire foreign nationals.
	Recognizes accomplishments of employees when a monetary or higher level honorary award is not appropriate.
	


	Awards by Non-Federal Organizations

	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	Arthur S. Flemming Award
	Honors outstanding young men and women in the Federal Government.  Ten separate awards will be made.  Five to individuals in scientific or technical field and five to individuals in administrative or executive field.
	Any career Federal employee of the Executive Branch or member of the uniformed services whom ha not reached his or her fortieth birthday before January 1, 1996, and who has or will have a total of thirty-six months of government service by that date.
	Administrative nominees should have demonstrated exceptional ability in administration, for example, personnel, finance, labor or law.
	

	DoD and Presidential Awards
	
	
	
	

	President's Award for Distinguished Federal Civilian Service
	Highest honorary award that the Federal Government can grant to career employees.
	All career Federal employees may be considered for this award.
	This award is given to recognize exceptional achievements that are of unusual benefit to the Nation.
	

	Department of Defense Distinguished Civilian Service Award
	Highest award given by the Secretary of Defense to career employees.
	Through chain to Secretary of Defense.
	A civilian employee must have been awarded the Decoration for Excep-tional Civilian Service to be eligible for this award.
	This award recognizes individuals whose careers reflect exceptional devotion to duty and extremely significant contributions of broad scope to the efficiency, economy, or other improvement in the operations of DoD.
	


	Miscellaneous Awards and Information



	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	John W. Macy, Jr. Award
	Recognizes demonstrated excellence in the leadership of civilians by an Army military or civilian supervisor.  
	Military and civilian leaders COL or GM-15 and below.
	Eligible personnel will be nominated and considered according to the following criteria:  (1) Specific Contribution.  A specific contribution for which the led by the nominee is responsible and which resulted in material improvements in areas such as Army mission support, military-civilian teamwork, customer service, productivity, EEO accomplish​ments, and enhancement of the Army's reputation as an employer.  (2) Sustained accomplishments.  A record of accomplishments which reflect extraordinary leadership of civilian personnel over a sustained period of more than the calendar year of the specific contribution.
	

	OAA Awards and Information
	
	
	
	

	OA22 Meritorious Service Award
	Recognizes individuals who have made noteworthy contributions to the mission of the Office of the Administrative Assistant.  
	Supervisory chain to Mr. Joel B. Hudson for approval.
	Any OAA employee (military or civilian) or organization.
	Eligibility for this award will be determined by measuring contributions against a level of achievement as follows: Supervisory or nonsupervisory duties accomplished in a noteworthy manner; completion of a special project or initiative that resulted in improved productivity or workforce morale; particularly, outstanding logistical, administrative, or service support to mission accomplishment by elements of the Office of the Admin Asst to the Sec Army.  Award consists of a 3" bronze medallion with the likeness of the OAA insignia.  DA 1256 (check "Other" and designate award title) with justification attached.
	


	AWARD NAME
	DESCRIPTION
	WHO NOMINATES
	ELIGIBILITY
	AWARD
	TIMING

	OA22 Distinguished Service Award
	Recognizes individuals who have made significant contributions to the mission of the Office of the Administrative Assistant.  
	Supervisory chain to Mr. Joel B. Hudson for approval.
	Any employee (civilian or military) or organization (internal or external).
	Eligibility for this award will be determined by measuring contributions against a level of achievement as follows: Supervisory or nonsupervisory duties accomplished in an exemplary manner, setting an example of achievement for others to follow; demonstrated initiative and skill in devising new or improved work methods and/or procedures or other actions that resulted in considerable savings in manpower, time, space, materials, improved safety or health of the workforce, or otherwise substantially improved operational performance; demonstrated courage or competency in an emergency, while performing assigned duties; established pattern of excellence over an extended period of time (normally 36 months or longer).  The receipt of earlier citations or performance awards may be used as partial justification.  Award consists of a 3" emblem in the likeness of the OAA insignia mounted on a 9" x 12" walnut plaque with brass plate.   DA 1256 (check "Other" and designate award title) with justification attached.
	



	Military Awards

Individual Decorations (AR 600-8-2)
	
	
	
	

	AWARD NAME
	DESCRIPTION
	NOMINATED BY
	ELIGIBILITY
	AWARD
	TIMING

	Distinguished Service Medal
	Awarded to any person who, has

distinguished himself or herself by exceptionally meritorious service to the Government in a duty of great responsibility. The

performance must be such as to merit recognition for service which is clearly exceptional. 
	Chain of Command.
	Any person while serving in any capacity with the U.S. Army. Persons other than members of the Armed Forces of the United States for wartime services only.
	Certificate, Medal, and Lapel Pin.
	

	Legion of Merit
	Awarded to service member who has distinguished himself or herself by exceptionally meritorious conduct in the performance of outstanding services and achievements.
	Chain of Command.
	Any member of the Armed Forces of the United States or a friendly foreign nation.
	Certificate, Medal, and Lapel Pin.
	

	Soldier's Medal
	Awarded to service member who distinguished himself or herself by heroism not involving actual conflict with an enemy. The performance must have involved personal hazard or danger and the voluntary risk of life under conditions not involving conflict with an armed enemy. 
	Chain of Command.
	Any person of the Armed Forces of the United States or of a friendly foreign nation.
	
	

	Meritorious Service Medal
	Awarded to service member who, while serving in a noncombat area after 16 January 1969, has distinguished himself or herself by outstanding meritorious achievement or service.
	Chain of Command.
	Awarded to any member of the Armed Forces of the United States or to any member of the Armed Forces of a friendly foreign nation.
	Certificate, Medal, Lapel Pin
	


	AWARD NAME
	DESCRIPTION
	NOMINATED BY
	ELIGIBILITY
	AWARD
	TIMING

	Army Commendation Medal
	Awarded to service member Awarded to service member who, while serving in any capacity with the Army after 6 December 1941, distinguishes himself or herself by heroism, meritorious achievement or meritorious service.  
	Chain of Command.
	Awarded to any member of the Armed Forces of the United States or to any member of the Armed Forces of a friendly foreign nation.
	Certificate, Medal, Lapel Pin.
	

	Army Achievement Medal
	Awarded to service member, who while serving in any capacity with the Army in a noncombat area on or after 1 August 1981, distinguished himself or herself by meritorious service or achievement of a lesser degree than required for award of the Army Commendation Medal.
	Chain of Command.
	Awarded to any member of the Armed Forces of the United States, or to any member of the Armed Forces of a friendly foreign nation.
	Certificate, Medal, Lapel Pin.
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