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DON Interim Performance Management System (IPMS) 

Completing the Recognition and Rewards Notification Form 

Once the annual review has been completed, rating officials can recommend performance awards 

for their employees using the Recognition and Rewards Form for review and approval by the 

Performance Award Review Board.  This includes cash bonus awards, as well as Quality Step 

Increases (QSIs).  Only employees who were rated “acceptable” are eligible for performance 

awards.  This sheet shows rating officials how to complete the rewards recommendation portion 

of the form.   

 

1.   Rating official should open the form in Adobe Reader; if you receive a JavaScript warning, 

click options and select either option to enable JavaScript. 

 
 

2.  Complete the information in the Administrative Data section at the top of the form.  Please 

note fields 3 and 7 are not required.   
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3.  Fill in the critical element title and award recommendation level for each element.  Reward 

recommendations should be based on the Performance Award Standards, and supported by the 

rating official assessment on the IPMS Performance Appraisal Form. 

  
 

4.  In the Reward Recommendation block, enter the average of the reward recommendations – 

without weighting.  The award amount block can be left blank, as the PARB will determine 

award amounts based on the budget available.  

 
 

5.  If the award recommendation average is 2.5 or higher, the employee may be considered for a 

QSI, as long as they meet the eligibility requirements detailed on the form.  Rating officials 

should check the box if they wish to recommend an eligible employee for a QSI.  

 
 

 

6. Finally, the rating official should complete 3a, 3c, and 3d.  

 

7. Once completed the RO should click the red arrow (block 3b) and then click “Sign” in the      

pop up box that appears to electronically sign the form.  

 

8. Once signed, the RO should save the document and e-mail it to the Senior Rating Official for 

review.  
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9. If the SRO agrees with the appraisal as written they then fill out blocks 4a, 4c, and 4d, and 

then sign the document as in step 7 above. If the SRO disagrees they should return the document 

to the RO for corrections.  

 

10.  The SRO should turn the completed form in for PARB use (contact your PARB manager for 

details on how to turn forms over to the PARB). The PARB will complete the reverse side of the 

form with the final award amounts and summary of any modifications to the recommended 

awards.   

 

 


