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GUIDANCE ON IMPLEMENTING

AWARDS PROGRAMS | N

THE DEPARTMENT OF THE NAVY

1. Purpose

Thi s Qui de provides procedures for establishing and inpl enenti ng awards
prograns throughout the Departnent of the Navy (DON), as required by
SECNAVI NST 12451.3, consistent with the requirenents of 5 CFR 451 and the
Depart nent of Defense (DoD) Directive 1400.25-M Givilian Personnel Mnual,
Subchapt er 451, "Awards".

2. Policy and Program Obj ectives

In the DON, awards are used to notivate enpl oyees to increase productivity by
recogni zing creativity in the workpl ace, and by rewardi ng enpl oyees and groups
of enpl oyees when contributions are made. I n achieving these objectives, award
prograns shoul d be designed to:

a. Encourage full participation of all DON personnel at all levels in
I nprovi ng DON and Gover nment operations;

b. Pay cash awards, grant tinme-off, or incur necessary expenses for the
honorary and informal recognition of DON personnel, either individually or as
a nenber of group, on the basis of:

(1) A suggestion, invention, superior acconplishnent, or other personal effort
that contributes to the efficiency, econony, or other inprovenent of

Gover nment operations or achieves a significant reduction in paperwork; (5 CFR
451.104(a) (1))

(2) A special act or service in the public interest in connection with or
related to official enploynment; (5 CFR 451.104(a)(2))

(3) Exceptional performance as reflected in the enpl oyee's nbst recent rating
of record, as defined by 5 CFR 430.203. (5 CFR 451.104(a)(3))

3. Program Requirenents

Al l award prograns devel oped and inplenented in DON shall provide for:

a. Reviewi ng award recommendations for which approval authority has not been
del egated to officials at lower |evels within the organization. (DoD 1400. 25-
M Subchapter 451, G 1)
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b. Communi cating the relevant parts of award prograns to nanagers,
supervi sors, and enpl oyees. (DoD 1400.25-M Subchapter 451, G 2)

c. Evaluating and assessi ng awards and awards prograns to ensure that they
are:

(1) Used to notivate, recognize, and reward eligible personnel; (DoD 1400. 25-
M Subchapter 451, G 3.)

(2) Exhibit a close, denonstrable |ink between perfornmance, acconplishnment, or
contribution to the organi zation's goals and objectives and the recei pt of the
awar d;

(DoD 1400. 25-M Subchapter 451, G 3.)

(3) Ganted commensurate with the val ue of the enpl oyee's contri bution or
acconpl i shnent. (DoD 1400.25-M Subchapter 451, G 3.)

d. Docunenting all cash and tine-off awards required by 5 CFR 451. 106(e). (DoD
1400. 25-M Subchapter 451, G 4.)

e. Followi ng appropriate DoD financial managenent regul ations on civilian pay
policies for additional requirenments on the processing of awards. (DoD 1400. 25-
M Subchapter 451, G 4.)

f. Ganting Quality Step Increases ((QSlI's) consistent with the provisions of 5
CFR 531, Subpart E. (DoD 1400.25-M Subchapter 451, J.)

g. Docunenting the justification for awards that are not based on a rating of
record under 5 CFR 451.103(c)(2).

4. Definitions

a. Activity. Afield installation, headquarters comrand or office.

b. Award. Recognition for individual or team achievenent that contributes to
nmeeti ng organi zati onal goals or inproving the efficiency, effectiveness, and
econony of the CGovernnment or is otherwise in the public interest. Such awards
include, but are not |limted to, enployee incentives which are based on
predeterm ned criteria such as productivity standards, performance goals,
nmeasur enent systens, award fornulas, or payout schedules. (5 CFR 451.102 and
DoD 1400. 25-M Subchapter 451, C 1.)

c. Contribution. An acconplishnment achi eved through an individual, group, or
teameffort which contributes to the efficiency, econony, cost avoi dance or
ot her beneficial inpact to the general workplace, public welfare or the
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overall DON m ssi on.
d. Initial Award. An initial formof recognition for a suggestion or invention

that may be followed by other forns of recognition at a | ater date. These
awar ds can be nonetary or non-nonetary.

e. Intangi ble Benefit. Savings to the Governnent that cannot be neasured in
terms of dollars and will be eval uated

using the scale of award anounts based on intangi ble benefits, Appendix C.
(DoD 1400. 25-M Subchapter 451, C. 7.)

f. Monetary Award. An award in which the recognition device is a cash paynent
t hat does not increase the enployee's rate of basic pay. (DoD 1400. 25- M
Subchapter 451, C 3.)

g. Non-nonetary Award. An award in which the recognition device is not a cash
paynent or tinme-off but is an award of a honorific value, e.g. a letter,
certificate, nedal, plaque or itemof nom nal value. (DoD 1400.25-M
Subchapter 451, C 4.)

h. Rating of Record. The performance rating prepared at the end of an
apprai sal period for performance over the entire period including the
assignment of a sunmary level. The rating of record is the official rating
used for pay, performance award, and retention purposes. (5 CFR 430.203, DoD
1400. 25- M Subchapt er 430, Appendix A, C 13., and Qi dance on | npl enenti ng
Per f or mance Managenent Progranms in the DON, Gui de No. 430-01)

i. Tangible Benefit. Savings to the Governnent that can be neasured in terns
of dollars and will be evaluated using the scale of award anounts based on
t angi bl e benefits, Appendix D.

(DoD 1400. 25-M Subchapter 451, C. 6.)

j. Tine-Of Award. An award in which tine-off fromduty is granted w t hout

| oss of pay or charge to | eave and for which the nunber of hours granted is
commensurate with the enpl oyee's contribution or acconplishnment. (DoD 1400. 25-
M Subchapter 451, C.5.)

5. Eligibility

a. Enpl oyees

All DON civilian enpl oyees who neet the definition of Title 5, USC 2105, are
eligible to receive awards under the DON Awards Program Performance awards
may be paid to Seni or Executive Service enpl oyees only under 5 CFR 534. 403 and
not on the basis of this guidance. (5 CFR 451.101(c) and (d) and DoD 1400. 25-
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M Subchapter 451, E.1.)

b. Forner Enpl oyees

Awards for contributions nmade by an individual when enpl oyed by the DON may be
paid to a forner enployee or to the estate or

| egal heirs of a deceased enpl oyee, under 5 CFR 451.104(e).
(DoD 1400. 25-M Subchapter 451, E.2.)

c. Non-Appropri ated Fund Enpl oyees

Enpl oyees paid with non-appropriated funds (NAF) are not eligible to receive
nonetary awards paid from appropriated funds but may recei ve non-nonetary
awards under this program DON s NAF enpl oyees are eligible for the foll ow ng
honorary awar ds:

(1) DON s Distinguished Gvilian Service Award,
(2) DON s Superior Civilian Service Award, and
(3) DON' s Meritorious Cvilian Service Award.
(DoD 1400. 25-M Subchapter 451, E.3.)

d. Foreign National Enpl oyees

A direct hire foreign national enployee paid with appropriated funds is
eligible to receive awards under this program Restrictions on enpl oyees paid
wi th non-appropriated funds are covered in paragraph 5.c. An indirect hire
foreign national enployee is not eligible to receive nonetary awards under
this program but nay receive non-nonetary awards. This does not preclude
paynent of nonetary awards under any other locally devel oped awards program
(DoD 1400. 25-M Subchapter 451, E.4.a. and b.)

e. Private Ctizens and O gani zations

Private citizens and organi zati ons may be recogni zed for significant
contributions to the DON with non-nonetary awards only, i.e., DON s Public
Servi ce Awards. Persons or organizations having a commercial or profit nmaking
relationship with DoD or DON shall not be granted recognition, unless the
contribution is substantially beyond that specified or inplied within the
ternms of the contract establishing the relationship, or the recognition is
clearly in the public interest. (See paragraph 10.d. below. ) (DoD 1400.25-M
Subchapter 451, O 1. and 2.)
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f. Oher Agency or DoD Personnel

Awar ds may be approved for enpl oyees of other Governnent agencies or other DoD
conponents and paynent will be made by transferring funds to the individual's
enpl oyi ng conponent or agency. If the administrative costs of transferring
funds exceed the anmobunt of the award, the organization enploying the

i ndi vi dual shall absorb the costs and pay the award. (5 CFR 451.104(d)(1) and
DoD 1400. 25-M Subchapter 451, H 2.)

Non- DON federal enpl oyees are eligible for DON s Public Service Awards as
descri bed in paragraph 10.d.

6. Responsibilities

a. The Secretary of the Navy (SECNAV) or designee wll:

(1) Approve individual awards from $7,501 to $10, 000, and ot her awards, as
shown in Appendi xes A and B. (Title 5, USC, Chapter 45, Subchapter 4502(a))

(2) Make recommendati ons to ot her governnent agencies and the Ofice of

Per sonnel Managenent (OPM on honorary awards and nonetary awards over
$10,000. (Title 5, USC, Chapter 45, Subchapter 4502(b), 5 CFR 451.106(b) and
DoD 1400. 25-M Subchapter 451, E. 4.e.)

(3) Forward individual awards exceedi ng $10,000 to OPM via the Ofice of the
Secretary of Defense, for approval. Presidential approval is required for
awar ds over $25, 000.

(Title 5, USC, Chapter 45, Subchapter 4502(b))

b. Deputy Assistant Secretary of the Navy (G vilian Personnel / Equal Enpl oynent
OQpportunity) will chair the Departnent of the Navy Awards Revi ew Panel .
( SECNAVI NST 12451. 3)

1. The Departnment of the Navy Awards Revi ew Panel (DARP)is

a panel of nine high-1level Senior Executives chartered to review and nake
recommendati ons to the SECNAV on certain top-level DON, DoD, Presidential, and
ot her selected prestigious awards that are normally approved and/or endorsed
by the Secretary, the Under Secretary, or one of the Assistant Secretaries of
the Navy. Each of the followi ng has a representative on the DARP

(1) Assistant Secretary of the Navy (Financial Managenent
and Conptroller)

(2) Assistant Secretary of the Navy (lInstallations and
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Envi ronnent )

(3) Assistant Secretary of the Navy (Manpower and Reserve Affairs)

(4) Assistant Secretary of the Navy (Research, Devel opnent and Acqui sition)
(5) General Counsel of the Navy

(6) Vice Chief of Naval Operations

(7) Assistant Commandant of the Marine Corps

(8) The Navy Research Conmunity

(9) The Systens Conmands

d. Echelon 1 and 2 Commands nmay i ssue gui dance and procedures to their

subordi nate activities for internal program managenent as needed. Maxi mum
flexibility is provided to permt the design of program structure and content
whi ch neet organi zati onal needs. Prograns devel oped for Command-w de

i npl enent ati on shoul d be broad enough to allow | abor- nanagenent partnership

i nvol venent at the |ocal activity. (DoD 1400.25-M Subchapter 451, F.4.a. and
SECNAVI NST 12451. 3)

In addition, Echelon 1 and 2 commands are expected to:

(1) Approve awards for individuals from$5,001 to $7,500, per Appendix A
( SECNAVI NST 12451. 3)

(2) Review and endorse awards that require SECNAV or hi gher approval .
( SECNAVI NST 12451. 3)

e. Activity heads are expected to:

(1) Establish activity organi zati onal goal s and objectives. (SECNAVI NST
12451. 3)

(2) Ensure coverage of enpl oyees under an inplenenting instruction consistent
with the policies and procedures. (SECNAVI NST 12451. 3)

(3) Ensure that an activity awards programis in place and working
effectively. (SECNAVI NST 12451. 3)

(4) Assign financial and award pl anning responsibilities, ensure that adequate
funds are avail able to assure pronpt action on awards, and ensure that awards
are paid within the budgetary limts set by |aw and regul ati on. (DoD 1400. 25-
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M Subchapter 451, F.4.b. and SECNAVI NST 12451. 3)

(5) Determine the review and/ or approval |evels and requirenents for awards.
( SECNAVI NST 12451. 3)

(6) Establish honorary and informal recognition awards. (SECNAVI NST 12451. 3)

(7) Establish awards criteria, such as productivity standards, performance
goal s, neasurenent systens, etc., for granting nonetary or non-nonetary awards
for individual, team or organi zational achievenents or contributions and
ensure that criteria for awards does not discrimnate against individuals on
the basis of race, color, religion, age, sex, national origin, or disability.
(DoD 1400. 25-M Subchapter 451, E. 4.d., G 3, and SECNAVI NST 12451. 3)

(8) Approve individual awards up to $5,000, per Appendi x A. ( SECNAVI NST
12451. 3)

f. Managers, Supervisors, and Team Leaders (where applicable) should notivate,
recogni ze, and reward eli gi bl e enpl oyees' acconplishnments and contri buti ons
t hrough t he awards program

g. Human Resource O fices (HROs) currently served by an operational Human
Resources Service Center (HRSC) are responsible for

(1) Advising managers, supervisors, team | eaders, and covered enpl oyees on
program requirenents and rel ated awards i ssues.

(2) Forwarding approved awards to the HRSC for processing and input to the
DCPDS.

(3) Maintaining award docunentation in the Enpl oyee Performance File (EPF).

h. Additionally, operational HRSCs and HROs not currently served by an
operational HRSC are responsible for

(1) Processing awards and Quality Step Increases accurately and tinely. (5 CFR
531. 506)

(2) Inputting enpl oyee awards data to the Defense G vilian Personnel Data
System (DCPDS). (5 CFR 451. 106(Qq))

(3) Maintaining award records and maki ng them avail able to HROs and
activities. (5 CFR 451.106(f))

7. Award Restrictions

Monetary and tine-off awards will not be granted during a Presidenti al
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el ection period to political appointees or enployees in excepted service
positions of a confidential or policy-determning nature (Schedule C
appoi nt nents). Non-nonetary awards such as certificates, plaques and itens of
simlar nature are permtted provided that the form of the non-nonetary award
avoi ds the appearance of replacing cash. Recognition by non-nonetary award
shoul d create the inherent inpression of synbolic value (an honor being

best owed) rather than nonetary worth (cash value). (5 CFR 451. 105 and DoD
1400. 25-M Subchapter 451, D.1.)

8. Funding Levels

Echelon 1 and 2 Conmands are expected to budget for awards using sound
fi nanci al managenment controls consistent with budgetary limts set by |aw and
regul ati on. The m ni mum f undi ng

level for all awards is 1.5 percent of aggregate base salaries of covered
enpl oyees. The aggregate base salary should be cal cul at ed based on the nunber
of covered enpl oyees as of 1 October of each year. Conmands are responsible
for deciding the award expenditures for their activities and targets may be
set at different levels. (5 CFR 451.103(c)(1), DoD 1400.25-M Subchapter 451,
F.4.b. and SECNAVI NST 12451. 3)

9. Monetary Awards

a. Special Act Awards

These awards may be used to recognize a group or individual effort that goes
beyond expected job performance. Special Act Awards are used to recogni ze
excepti onal acconplishnents, such as an outstandi ng achi evenent, and nay be
given at any tine. The appropriate award anount is based on the tangi ble and
i ntangi bl e benefits scales in Appendixes C and D. (5 CFR 451.104(a)(2) and
SECNAVI NST 12451. 3)

b. On-the-Spot Awards

On-t he- Spot awards are "Special Act or Service" awards designed to quickly
recogni ze and provide i nmedi ate reinforcenent of one-tine achi evenents by

enpl oyees that have resulted in service of an exceptionally high quality or
quantity. This award is particularly appropriate for rewardi ng enpl oyee
efforts that might go unrecogni zed. On-the-Spot awards range from $25 to $750,
commensurate with the nature of the service or act being recogni zed.

( SECNAVI NST 12451. 3)

c. Performance Awards

Awards may be granted to enpl oyees for denonstrated sustai ned perfornmance for
i ndi vidual, team or organizational achievenents of high quality,
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significantly above that expected at the "Acceptable" |evel. This type of
recognition is appropriate when an enpl oyee perforns substantially beyond
expectations on a regular or continuing basis. Acconplishnents may incl ude,
but are not limted to:

(1) Exceptional programor project nmanagenent;
(2) Individual or teamwork that results in a high
qual ity product or service to a custoner; or,

(3) Oher high quality perfornmance significantly above what is expected at the
"Accept abl e" | evel and consistently sustained over a period of tine.

Cash awards may be determ ned using a specific dollar

anount or a percentage of basic pay. Awards granted as a percentage of basic
pay nmay not exceed 10 percent of the enployee's annual rate of basic pay and
are subject to the approval authorities of Appendi xes A and B. The rate of
basi c pay shall be determ ned without taking into account any |ocality-based
conparability, special |aw enforcenent adjustnent, or interim geographic

adj ustnent. Awards between 10 and 20 percent of an enpl oyee's annual rate of
basi ¢ pay nust be approved by the Secretary of the Navy. (5 CFR 451.104(q),
DoD 1400. 25-M Subchapter 451, 1.2. and SECNAVI NST 12451. 3)

d. Quality Step |Increases

The purpose of Quality Step Increases (QSI) is to provide appropriate

i ncentives and recognition for excellence in performance by granting faster
than normal step increases; therefore, careful consideration should be given
before granting a QSI. An enployee is eligible for only one quality step
increase wthin any 52-week period. To be eligible for a @I, General Schedule
enpl oyees nust neet the following criteria required by 5 CFR 531.504(b) (2):

(1) Received a rating of record of "Acceptable";

(2) Denpbnstrated sustained perfornmance of high quality significantly above
t hat expected at the "Acceptable” level (i.e., exceeded the "Acceptable"
criteria depicting unusually good or excellent quality or high quantity of
wor k provided ahead of schedule and wth | ess than normal supervision); and

(3) Made a significant contribution to the organi zation's m ssion; and

(4) There nust be an expectation that the high quality performance wl |
continue in the future. (DoD 1400.25-M Subchapter 451, J.2.)

e. Suggestions
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To be considered for an award, a suggestion nust:

(1) lIdentify an inprovenent in the quality of operations, a cost reduction
opportunity or an inprovenent in the tineliness of service delivery that
results in tangible or intangi ble benefits to the U S. Governnent;

(2) Be adopted in whole or in part for inplenentation. The suggestion should
identify a specific proposed course of action to achieve the inprovenent or
cost reduction; and

(3) Be based upon tangible or intangible benefits, as provided in Appendi xes C
and D, or a conbi nation thereof.

| deas or suggestions that identify the need for routine nmaintenance work,
reconmend enforcenent of an existing rule, propose changes in housekeepi ng
practices, call attention to errors or alleged violations of regulations, or
result in intangible benefits of "good will" are not eligible for
consi der ati on.

When a suggestion is adopted by anot her organi zation, the benefiting

organi zation shall share in the cost of the total award conmensurate with the
benefit. The suggestor's organization will notify the benefiting organization
(s) of the ampbunt due and the benefiting organi zation(s) shall take pronpt
action to transfer the funds. (DoD 1400.25-M Subchapter 451, K and

SECNAVI NST 12451. 3)

1. | nventi ons

To be considered for an award, an invention nust:
(1) Identify an inprovenent in the quality of

operations, a cost reduction opportunity, or an inprovenent in the tineliness
of service delivery that results in tangible or intangible benefits to the U
S. Governnent; and,

(2) Be adopted in whole or in part for inplenentation.

The i nvention should set forth a specific proposed course of action to achi eve
i nprovenent or cost reduction.

|f the conditions above are not net, but the invention is determ ned to be of
value to the DON or DoD and the i nventor consents to consideration of an
award, the inventor will be required to sign a claimwaiver agreenent to be
paid an awar d.
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An initial nonetary award nay be paid and an additional nonetary award i ssued
when the patent covering the invention is granted. If an application for a
patent is placed under a secrecy order, the additional award will be paid when
a Notice of Allowability of the application is issued by the U S. Patent
Ofice instead of a patent.

Awar ds under this section are not authorized if a nonetary award has been paid
for the sane contribution as a suggestion. (DoD 1400.25-M Subchapter 451, L.)

10. Honorary Awards

Honor ary awards provide a neans to recogni ze an enpl oyee's overall value to an
organi zati on. They provide an opportunity to acknow edge val uabl e
contributions nade, and nmay refl ect contributions nade over a period of nonths
or years.

There are nunerous honorary awards avail able. These awards can take the form
of a letter of commendation to a nedal, tie tack, coffee mug, belt buckle,

pl aque, etc. Activities are to use discretion on the value of this type of
recognition, as these awards are to be nodest in cost, usually |less than $50,
and are normal |y displayed rather than used. Gven their nature as synbolic
formal recognition, itens presented as honorary awards nust neet all the
following criteri a:

The item nust be sonething that the recipient could reasonably be expected to
val ue, but not sonething that conveys a sense of nonetary val ue.

The item nust have a |lasting trophy val ue.

The itemnust clearly synbolize the enpl oyer-enpl oyee relationship in sone
f ashi on.

The item nust take an appropriate formto be used in the public sector and to
be purchased with public funds.

a. DON Honorary Awards

(1) DON Distinguished Cvilian Service Award

The DON Di stingui shed Civilian Service Award (DCSA) is the highest honorary
award the SECNAV can confer on a DON civilian enployee. The DCSA is to be
granted only to those enpl oyees who have given distingui shed and/ or
extraordinary service to the DON. The achi evenents or service nust be truly
exceptional when neasured agai nst the position requirenents of the individual,
and should far exceed the contributions and service of others with conparable
responsi bilities. Further, the DCSA should be reserved for contributions which
are so unusual and/or significant that recognition at the Secretary of the
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Navy | evel is deserved. Additional indicators include using:

(a) A pattern of long-term sustained high performnce as evi denced by the
nom nee havi ng previously received high honorary awards (e.g., DON Superi or
Cvilian Service Award (SCSA) and/or DON Meritorious Civilian Service Award
(MCSA), or simlar awards or honors).

(b) Career achievenents that are recogni zed t hroughout the DON

(c) Indications of innovative |eadership of highly successful prograns or
proj ects which have i npacted beyond the nonminee's activity or command.

(d) Acconplishnents/achi evenents whi ch have had, as a m ni rum DON w de i npact.
(e) Scientific or technical advances, or suggestions of significant val ue.

(f) Acconplishnents which show unusual managenent abilities, innovative
t hi nki ng, and/ or outstandi ng | eadership which benefit the DON

(g) Responsibility for major cost savings/ reductions/avoi dance.
(h) Unusual acts of heroism

(i) Exceptional cooperative efforts with other Navy offices, Federal agencies,
or the private sector.

(2) DON Superior Cvilian Service Award

The DON Superior Civilian Service Award (SCSA) is the second hi ghest honorary
award in the DON. It is intended that the same DCSA criteria will be used for
awardi ng the SCSA. However, for the SCSA, the contribution, while exceptional
in value, would be narrower in scope or inmpact (e.g., Acconplishnment that is

significant and has far-reaching maj or command-w de i npact).

(3) DON Meritorious Civilian Service Award

The DON Meritorious Civilian Service Award (MCSA) is the third hi ghest
honorary award in the DON. As in the SCSA, the same DCSA criteria will be used
for awarding the MCSA. For the MCSA, the contributions, while high in val ue,
are nore limted in scope/inpact (e.g., Acconplishnment should be significant
and have far reaching inpact, but |less than the SCSA). This award shoul d not
be used as a retirenent award. However, if a significant acconplishnment occurs
close to retirenent, it nmay be acceptable to present it at retirenent.

b. Infornal Recognition Awards

I nformal recognition awards are intended to recogni ze contri buti ons of |esser
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scope that m ght otherw se go unrecognized. |In addition, informal recognition
awards typically have nore i nformal approval procedures and presentation
settings than honorary awards. G ven this conbi nation of |ess-scope
contributions and infornmality, nonnonetary itens presented as i nfornal
recogniti on awards nmust neet the followng criteria:

(1) The item nust be of nom nal val ue.

(2) The item nmust take an appropriate formto be used in the public sector and
to be purchased with public funds.

1. Career Service Recognition

(1) Length of Service (LOS) Certificates

These awards recogni ze significant m | estones in

enpl oyees' careers and enphasi ze that service to the Governnment, rather than
service to a particular Departnent or Agency is being recognized. Wen
eligibility for LOS recognition is conputed, enployees should receive credit
for total Federal service, including civilian and all honorable mlitary
service. The nobst commonly used LOS certificates are printed by the Gover nment
Printing Ofice and obtai ned through the U S. Ofice of Personnel Mnagenent
(OPM "Rider" systemon an annual basis. These certificates can only be
ordered once a year, usually in August. The OPM LCS certificates are avail abl e
in five-year increnents and recogni ze service fromfive to fifty years.
Commands and activities nmay al so develop and print their own LCS certificates.
This type of recognition of enployees is strongly encouraged but not required.

(2) Career Service and Retirenment Certificates

Standard career service and retirenent certificates may be ordered in packages
of 25 fromthe Defense Printing Service in Phil adel phia, Pennsyl vani a. For
career service, the Secretary of the Navy Career Service Award certificate
(NAVSO 12453/1 (4-77)) is available and for retirenent, the Secretary of the
Navy Certificate of Retirenment (NAVSO 12450/11 (9-83)) is avail abl e.

The signature of the Secretary of the Navy may be

obtai ned on career service and retirenent awards for forty or nore years of
service. To obtain the Secretary's signature the follow ng guidelines should
be foll owed:

(a) A nmeno requesting the Secretary's signature shoul d acconpany the
appropriate certificate with the honoree's nane and nunber of years of service
already printed on it. A return envel ope should al so be provided. The
certificate should not be dated, as it will be dated when signed. Certificates
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shoul d be carefully packaged to avoid danage in transit.
(b) Requests should be submtted as far ahead of the needed date as possi bl e.
The requesting neno, certificate, and the return envel ope should be addressed

to: SECRETARY OF THE NAVY, ADM NI STRATIVE DI VI SI ON, THE PENTAGON, ROOM 4D680,
WASHI NGTQN, DC 20350.

1. Awards for Private G tizens and O gani zati ons

Departnent of the Navy Public Service Awards are

avai l abl e for private citizens and/or organi zations for outstandi ng
contributions to the m ssion and best interests of the DON. They are designed
to provide formal recognition for individuals or groups who are not enpl oyed
by the DON, or who were not so enployed during the period for which a public
service award is recomended. They may al so be used for senior DON officials

i n non-career or appointive positions. To qualify for a Navy Public Service
Award, the contribution(s) nust have occurred wthin the five-year period
precedi ng the date of nom nation. Persons or organizations having a comerci al
or profit-making relationship with DoD or wwith a DoD conponent are ineligible
for recognition unless it is shown that the contribution is substantially
beyond that specified or inplied within the terns of the contract establishing
the relationship and/or unless the recognition is clearly in the public

i nterest.

DON enpl oyees who are eligible for the honorary awards described in paragraph
10.a. above are not eligible for the public service awards.

(1) DON Distinguished Public Service Award (DPSA)

This award is the highest formof public service

recognition which nmay be approved by the Secretary of the Navy. DPSA

nom nations are limted to those extraordi nary cases where individuals have
denonstrat ed exceptional ly outstandi ng service of substantial and | ong-term
benefit to the Navy, Marine Corps, or DON as a whole. The award may al so be
approved for specific courageous or heroic acts bearing directly on the
acconpl i shnent of the DON m ssion. Since this award may only be approved and
signed by the Secretary, all nom nations for the DPSA nust be forwarded to the
Secretary via the DARP which is managed by the O fice of the Assistant
Secretary of the Navy (Manpower and Reserve Affairs).

(2) DON Superior Public Service Award (SPSA)

The SPSA is the second highest civilian honorary award

and recogni zes significant contributions that have broad inpact. Such
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contributions, while not necessarily affecting the entire DON, nust have
substantially benefited a maj or organi zati onal el enent or | arge geographi cal
area. The SPSA may be signed by the Secretary or by any Echelon 2 or above
Commander. For signature by the Secretary, nom nations nust be sent to the
DARP as in the case of the Distinguished Ievel award. If it is to be signed at
a lower |evel, DARP approval and recommendation is not required.

(3) DON Meritorious Public Service Award (MPSA)
The MPSA is the third highest public service recognition

and is awarded for significant contributions with substantial inpact upon a
specific activity or geographical |ocation. The Secretary rarely signs MPSAs;
t hey may be approved and signed by Echel on 2 or above Conmmanders.

(4) DON Award of Merit for G oup Achi evenent (AMGA)

Ganted by the Secretary of the Navy, the AMA is

presented to corporations, associations, or other groups for outstanding
services to the DON in connection with a single project, program or other
effort which was significantly beneficial to the acconplishnment of the overal
m ssion of the DON. It will be granted for conpany, group, or association

achi evenent only and not for the outstanding contributions of a single nenber.
The award consists of one certificate signed by the Secretary. Nom nations for
t hese awards nmust be forwarded to the Secretary via the DARP.

(5) DoD and Presidential Awards

The follow ng DoD and Presidential honorary awards nust

be submtted to the Secretary of the Navy for approval and endorsenent via the
DARP:

(a) DoD Distinguished Cvilian Service Award
(b) Secretary of Defense Meritorious G vilian
Service Award

(c) DoD Distinguished Public Service Award

(d) Secretary of Defense Award for Qutstanding
Publ ic Service

(e) President's Award for Distingui shed Federal
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Cvilian Service

(f) Presidential Medal of Freedom
(g) Presidential Citizens Meda
(h) National Security Medal

Descriptions and criteria for these awards are available in the DoD Cvilian
Per sonnel Manual (DoD 1400.25-M Subchapter 451, Appendi x A and B)

11. Tine-Of Awards

a. Criteria

Ti me-of f awards are an alternate and/or additional neans of recognizing the
superior acconplishnents or achi evenents of enployees with other than nonetary
or non-nonetary awards. Decisions to grant tine-off awards shall be based upon
the sane criteria or circunstances as for any other award. Exanples of

achi evenents which nay be considered for a tine-off award:

(1) High-1evel performance.

(2) Making a high quality contribution involving a difficult or inportant
proj ect or assignnent.

(3) Displaying special initiative and skill in conpleting an assignnment or
proj ect before the deadline.

(4) Using initiative and creativity in naking inprovenents in a product,
activity, program or service.

(5) Ensuring the mssion of the unit is acconplished during a difficult period
by successfully conpleting additional work or a project assignnent while
mai nt ai ni ng t he enpl oyee's own wor kl oad.

(6) Acconplishing a specific, one-tine, or special assignnent that required
extra effort or resulted in the organi zation receiving recognition for
responsi veness to unprogranmred requirenents.

Supervi sors and managers shall consider fully wage costs and productivity | oss
when granting tinme-off awards and shall ensure that the anount of tine-off
granted as an award is conmensurate with the individual's contribution or
acconpl i shnent. Appendi x E contains a recommended award scal e for detern ning
ti me-of f awards. (DoD 1400. 25-M Subchapter 451, N. 1. and SECNAVI NST 12451. 3)
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b. Limtations on Tine-off Awards

(1) The total ampunt of tinme-off that may be granted to any one individual in
any one |eave year is 80 hours. For part-tine enpl oyees or those with an
uncommon tour of duty, the total tinme that nmay be granted during any cal endar
year is the average nunber of hours of work generally worked during a pay
period. (DoD 1400.25-M Subchapter 451, N. 2.a.)

(2) The rmaxi mum anount of time-off which nmay be granted

to an individual for a single contribution is 40 hours. For part-time
enpl oyees or those with an uncommon tour of duty, the

maxi mrum award for any single contribution is one-half the maxi num anount of
time that would be granted during the year

(DoD 1400. 25-M Subchapter 451, N.2.b.)

(3) Time-off granted as an award nust be schedul ed and used within one year
after the effective date of the award. Any unused anount remmaining after that
time will be forfeited without further conpensation to the enployee. (DoD
1400. 25-M Subchapter 451, N. 3.)

(4) Atinme-off award does not convert to cash under any circunstances. (5 CFR
451.104(f) and DoD 1400. 25-M Subchapter 451, N.4.)

(5) Tinme-off awards shall not be granted to create the effect of a holiday or
treated as adm nistrative excusals or | eave. (DoD 1400.25-M Subchapter 451,
N 1.)

(6) Atine-off award for a period in excess of one workday nust be revi ewed
and approved by an official at an organi zational |evel higher than the
i ndi vi dual nmaking the initial award determ nation. (SECNAVINST 12451. 3)

c. Portability

A tinme-off award shall not be transferred between DoD conponents. If an

enpl oyee is transferring to another DoD activity or outside DoD, the enpl oyee
should be allowed to use the award prior to the transfer. Mnagers and

supervi sors shoul d nake every effort to ensure that the enployee is able to
use the tine-off award before he or she | eaves the conponent. A tine-off award
can be transferred within DON;, however, it nust be schedul ed and used wthin
one year after the effective date of the award. (DoD 1400.25-M subchapter
451, N. 5. and SECNAVI NST 12451. 3)

APPENDI X A
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DELEGATI ON OF AUTHORI TY TO APPROVE DEPARTMENT OF THE NAVY
HONORARY AND MONETARY AWARDS

LONER LEVEL AWARDS

Honorary Awards:

Navy Meritorious Cvilian Service Awards (MCSA)

Monet ary Awar ds:

Speci al Act Awards, Suggestion Awards, etc.; to a nmaxi mum of $5, 000 per individua
Approval Authorities:

Conmander s

Activity Heads

M DDLE LEVEL AWARDS

Honorary Awards:
Navy Superior Civilian Service Awards (SCSA) and/or MCSAs

Navy Superior Public Service Awards (SPSA) (only if not requesting approval/signature

of SECNAV)

Monet ary Awar ds:

Speci al Act Awards, Suggestion Awards, etc., totaling $5,001 to $7,500 per i ndividual
Approval Authorities:

Al'l Echelon 1 and 2 Conmands

Commandant of the Marine Corps

Chi ef of Naval Operations

Chi ef of Naval Research

Commander in Chief, U S. Atlantic Fleet
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Conmander in Chief, U S. Pacific Fleet

Commander in Chief, U S. Naval Forces, Europe

I mredi ate OfFfice of the Secretary of the Navy
Director, Human Resources Operations Center
Uni fi ed Commands (Cl NCPAC and Cl NCLANT onl y)
Commander, Naval Reserve Force

Chi ef, Naval Education and Trai ni ng

Commander, Naval Air Systens Command

Commander, Naval Facilities Engineering Conmand
Conmander, Naval Sea Systens Command

Chi ef, Bureau of Medicine and Surgery

Commander, Space and Naval Warfare Systens Conmmand
Heads of | ndependent O fices

Chi ef of Naval Personnel

Commander, Mlitary Sealift Conmmand

Commander, Naval Conputer and Tel ecommuni cati ons Comand
Director, Naval Crimnal Investigative Service
Commander, Naval Security G oup

Director, Ofice of Naval Intelligence

Conmander, Naval Meteorol ogy and Cceanographi ¢ Comand
Director, Strategic Systens Prograns

Commander, Naval Recruiting Command

H GHEST LEVEL AWARDS
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Honorary Awar ds:
Navy Distinguished Civilian Service Awards (DCSA); and/or SCSAs and MCSAs
Navy Di stingui shed Public Service Awards (DPSA); and/or SPSAs and MPSAs
Monet ary Awar ds:
Speci al Act Awards, Suggestion Awards, etc., totaling $7,501 to $10, 000

Al l nonetary awards exceedi ng $10, 000 nust al so go to SECNAV for approval / endor senent
before being sent on to the Departnent of Defense (DoD) and/or the U S. Ofice of
Per sonnel Managenent (OPM

Approval Authorities:
Secretary of the Navy or Acting Secretary of the Navy only

All of the awards at this |level nmust be forwarded to the SECNAV via the Departnent of
t he Navy Awards Revi ew Panel (DARP), O fice of the Deputy Assistant Secretary of the
Navy (Civilian Personnel/Equal Enploynment OCpportunity) (DASNCP/EEO) ), Executive
Personnel and Leadershi p Devel opnent Division (DP6)

APPENDI X B
AVWARDS TO BE REVI EVED BY THE DARP

The foll ow ng awards require Departnent of the Navy Awards Revi ew Panel (DARP)
revi ew and recommendati ons before they are forwarded to the respective
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sSponsors.

Awar ds whi ch require the endorsenent and/or signature of the Secretary of the
Navy:

DON Di stingui shed Gvilian Service Award (DCSA)

DON Di sti ngui shed Public Service Award ( DPSA)

DON Superior Public Service Award (SPSA) (NOTE: If to be
signed at | ower | evel (see Appendi x A), does not require DARP review.)
DON Di sti ngui shed Achi evenent in Science Award ( DASA)

DoD Di stingui shed Gvilian Service Award ( DoDDCSA)

Secretary of Defense (SECDEF) Meritorious Civilian Service
Awar d

DoD Di sti ngui shed Public Service Award

SECDEF Award for Qutstandi ng Public Service

Speci al Act, Suggestion, Invention, etc., awards of $7,501
To $10, 000 per i ndividual

President's Award for Distingui shed Federal Ci vilian Service
Presi dential Medal of Freedom

Presidential Ctizens Medal

Seni or Executives Associ ati on/ Prof essi onal Devel opnent
League (SEA/ PDL) Executive Excel |l ence Awards

Federal Executive Institute Alumi Association (FElIAA)
Executive of the Year Award

Awards to be reviewed by DARP for approval by cogni zant Assistant Secretaries
of the Navy: (NOTE: All signed by ASN(M&RA)/ DASN( CP/ EEO) unl ess i ndi cat ed
ot herw se.)
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CQut st andi ng Navy Enployee with Disabilities (ONED)

Arthur S. Flem ng Awards to Honor Qutstanding Men and Wnen

I n the Feder al

Eugene G Fubi ni

Gover nnent

Awar d

GEl CO Public Service Awards

Roger W Jones Award for Executive Leadership

WIlliamA. Junp Menori al
Service in Public Adm nistration
Donald L. Scantl ebury Menori al

Leader shi p in Fi nanci al

Si gned by ASN( FM&C) )

Awar d f or

Award for

Managenent

Wonen in Science and Engi neering (W SE) Awards

APPENDIX C

SCALE OF AWARD AMOUNTS BASED ON

Di stingui shed Career

Di st i ngui shed

| mprovenent (to be

| NTANG BLE BENEFI TS

VALUE

OF

BENEFIT

EXTENT OF APPLICATION
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LIMITED

Affects functions, mission,
or personnel of onefacility,
installation, regional area, or
an organizational element of
headquarters. Affects small
area of science or

technology.

EXTENDED

Affects functions, mission,
or personnel of an entire
regional area, command, or
bureau. Affects an important
area of science or

technol ogy.

BROAD

Affects functions, mission,
or personnel of severa
regional areas or commands,
or an entire department or
agency. Affects an extensive
area of science or

technol ogy.

GENERAL

Affects functions, mission,
or personnel of more than
one department or agency,
or isin the public interest
throughout the Nation and

beyond.
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MODERATE

Change or modification of D $501 - $750 $751 - $1,000
an operating principle or
procedure with limited use

or impact.

$1,001 - $1500

SUBSTANTIAL

Substantial change or
modification of procedures. $501 - $750 $751 - $1,000 $1,001 - 1,500
Important improvements to
the value of a product,
activity, program, or service

to the public.

$1,501 - $3,150

HIGH

Complete revision of abasic

highly significant
improvement to the value of
aproduct or service.

$3,151 - $6,300

EXCEPTIONAL

Initiation of anew principle
or mgjor procedure; a $1,001 - $1,500 $1,501 - $3,150 $3,151 - $6,300
superior improvement to the
quality of acritical product,

activity, program, or service
to the public.

$6,301 - $10,000

APPENDI X D

SCALE OF AWARD AMOUNTS BASED ON

TANG BLE BENEFI TS

BENEFI TS AVWARD

Estimated First-Year Benefits Anpunt of Award to Enpl oyee

Up to $10,000 in benefits 10% of benefits
Bet ween $10, 000 and $100, 000 $1, 000 plus 3% to 10% of

in benefits benefits over $10, 000
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More than $100, 000 in benefits $3, 700 to $10,000 for the first $100,000 in
benefits,

plus 0.5%to 1.0% of benefits

above $100, 000 up to $25, 000,

with the approval of the

O fice of Personnel Managenent via the Ofice of
t he Secretary of Defense.

Presi denti al approval is

required for all awards of

nore than $25, 000.

APPENDI X E
TI ME- OFF AWARDS SCALE

Val ue to Organi zati on Nunber of Hours

Mbderate: 1 to 10
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(1) Acontribution to a product,
activity, program or service to the
public, which is of sufficient value
to nerit formal recognition

(2) Beneficial change or nodification
of operating principles or procedures.
Substantial: 11 to 20

(1) An inportant contribution to the
val ue of a product, activity, program
or service to the public.

(2) Significant change or nodification
of operating principles or procedures.
High: 21 to 30

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

(2) Conplete revision of operating
princi pl es or procedures, with
consi der abl e i npact.

Exceptional : 31 to 40

(1) A superior contribution to the
quality of a critical product, activity,

program or service to the public.
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