1. DATE OF REQUEST

REQUEST FOR PAYMENT OF CASH AWARD/

SPECIAL STEP INCREASE (SSI) [Imc [Jmc []iHA
2. TO: (Name and Address of RDB/RDO) 3. FROM: (Name of CPO/CHRO or COR)
4. NAME OF EMPLOYEE (Last, First) 6. JOB TITLE, JOB NO. AND BWT-GRADE-STEP |7. USING UNIT/ACTIVITY

5. IDIEMPLOYEE NUMBER(S)

8. CATEGORY
[ ] SUGGESTION [ ] SPECIAL ACTS/SERVICE [ | SUSTAINED SUPERIOR PERFORMANCE [ | SPECIAL STEP INCREASE

9. BRIEF DESCRIPTION OF AWARD/SSI:

9a. RATING PERIOD COVERED |9b. RATING (SSP/Only) 9¢c. RECOMMENDED AMOUNT (%)
(SSP/SSI Only) [ ] outsTANDING [ ] HIGHLY SATISFACTORY

FROM TO 9d. RATING (SS/ Only) 9e. RECOMMENDED FOR SSI (2 Micro Steps)

[ ] EXCEPTIONAL (met all common factors on reverse) [] ves [ ]no
NAME & SIGNATURE OF RECOMMENDING OFFICIAL/DATE/PHONE NUMBER NAME & SIGNATURE OF REVIEWING OFFICIAL/DATE/PHONE NUMBER
10. COMPLETED BY CPO/CHRO or COR
SUGGESTION
ANNUAL SAVING AMOUNT OF CASH AWARD (Tangible) OTHER SUGGESTIONS (Intangible)
$ $ ¥
11. SPECIAL ACTS/SERVICE AND SUSTAINED SUPERIOR PERFORMANCE (SSP)

AMOUNT OF CASH AWARD: ¥

12. APPLICABLE PROVISIONS RELATING TO ABOVE AWARDI/SSI

[] cH1z mLC [] cH5 mLC [] cHv.,mC [] cHviumc  [[] supp#9,IHA [ ]| SUPP#11,IHA

13. IT IS REQUESTED THAT CASH AWARD PAYMENT/SSI SHOWN ABOVE BE MADE TO THE EMPLOYEE

AS AUTHORIZED UNDER THE PROVISIONS IN BLOCK 12.

13a. CPO/CHRO or COR (Typed Name & Grade) 13b. SIGNATURE 13c. DATE

INDORSEMENT BY RDB/RDO

14 ACTION REQUESTED ABOVE WAS COMPLETED

14a. TO: (Name of CPO/CHRO or COR) 14b. FROM: (Typed Name of RDB/RDO) 15. SIGNATURE OF RDB/RDO 16. DATE

USFJ FORM 12, 9 March 2016 PREVIOUS EDITIONS ARE OBSOLETE. SEE REVERSE FOR INSTRUCTIONS



INSTRUCTIONS FOR PREPARATION OF REQUEST FOR PAYMENT OF CASH AWARDS/SSI

1. General: This form will be prepared by the immediate supervisor and reviewed by higher level supervisor. CPO/CHRO or COR signs and forwards
original and one copy to the RDB/RDO concerned. The RDB/RDO, upon completion of action, will return a duplicate copy to the CPO/CHRO or COR.

2. Entries in blocks (self-explanatory blocks omitted).
a. Block 8. Check the SSI block if the employee meets all the common factors listed below.

b. Block 9. Brief statements of the award/SSI including justifications/rationale of the award/SSI should be indicated. In case of
suggestion, subject of suggestion and suggestion # should be included in addition to summary of suggestion.

c. Block 9a. For SSP/SSI, the period upon which the SSP/SSI was based should be indicated. (e.g., 1 Oct 15 to 30 Sep 16)

d. Block 10. If suggestion involves tangible benefits, annual savings and amount of award should be indicated in dollars, and for
intangible benefits suggestions, amount of award should be indicated in yen in "OTHER SUGGESTIONS" column.

3. If space on the form is insufficient to include all of the required information, attach separate sheets thereto and insert a notation in
the proper block(s) indicating the inclosure.

COMMON FACTORS FOR SSI (Must meet all the common factors) RFIFIAHEEE (SN TOHBEEZRIZI T L)

COMMON FACTORS EXAMPLES OF EXCEPTIONAL LEVEL FAiFHEDH]
HERE

1. QUALITY OF WORK 1. Exceptionally precise and accurate, thorough, consistently follows procedures, suggests improvements.
HEOE WITTRRTENTHE > TIEHEM DRI S 2T UL 2 WET B BITREG L2175,

2. Reviews whole assigned duties and promotes work in a well-planned manner.
HABNIEHTI Mz R U, GHRNICES 2379 %,

3. Performs duties with certainty, accuracy, tenacity, and fosters subordinates.
W IEHEDN DWEFRICEIT L B FOBEKBITS

2. COOPERATION AND 1. Engages in harmonious working environment, inspires and works effectively with others.
TEAM WORK B THfZ L D, FEBNKOEEE KIE LA SRS 2R TTE %,
Fe NT— % 2. Appreciates help and constructive comments, suggestions/new ideas, takes effective action.
hOFOYERERINER, $ER. HLWT AT 7R EEMRINCZIANS LN TE D,
3. Actions and attitude greatly enhance good customer/co-worker relations-without exception.
ISR L OBRZREICHED X S BITBB X UREEE L > T 5,
4. Sensitive to the behavior of fellow workers, supervisor, and subordinates.
AR LA B 2 W FOITHINREE I RN TH %o
5. Maintains effective working relationships with others.
D & SHRINEBARZIRE 72D 5 R 2B TTE B,
6. Builds cooperative work relationship with superiors & subordinates.
RIS T 1 IS BRI RS USRS 2R TS 5 T AT E B,

3. INITIATIVE 1. Always does what has to be done without being asked, seeks extra work or more effective ways to perform tasks.
BHEH HITHRBROIE RN TO MR E N2 BZ2BIT L. TN ORERZRE L TTV, X O IRMICERZRTT 2 HEZRERT %,
2. Exerts effort and shows initiative in starting, carrying out and completing tasks; spends time effectively.
HISRRITT B IDITERIREE I L. HEMICHEHZRBA LS T SR ENTE D, NHZEICES TN TE 5,
3. Works on business with responsibility, complies with rules, and performs duties with fairness.
HFICIHEZ R D, BT LRIEICEBZITO TN TE S,

4. KNOWLEDGE & 1. Superior knovxfledge gnd skill, highly int'efested, adjusts quickly to new assign'mentg, suggests improvement.
ADAPTABILITY RSB 2 k3 K CRE NGRS UL, #ifz a5 B BGRICHIG LI EO B DIREF BT,

- 2}y 2. Picks up new ideas and procedures quickly; is easy to instruct; can adjust to the demands of new situations; understands and carries out oral or
%}?EB@T%%}%%; o written instructions.

FLWEZREBTIRCAETE, BAICHRZZ0 AN, T LWIRTINOESRICIFIG T &, MR K USCHIC K 2 a8z R LFITTE %,
3. Acquires expertise/skills required for assigned duties and responds to action assignment by knowledge/collecting information and considering/
reviewing countermeasures.
SR TIC 0 B WIS K OHE 1 2 B LIRS 3 K OISR Z MGT LIRSS A 5 2 LAV T E B,
4. Successfully completes job-related training, if applicable.
EHBITRDENLHH - Azt T LTws, GLYT55E0H, )

5. DEPENDABILITY 1. Excellent attendance (i.e., five sixth or more attendance requirement), always on time for work, and follows call-in procedures.
fE3EN: HEPRDUOE R CHEFREIED I L, (67705 EH#IZi LTw5) |« REFOHEFIINE> TV,
2. Stays for extra work when necessary. £/ SEIHINER 21T o
3. Works as a permanent employee for a total of five years of service or more. At least one year of the permanent employment period must be in the
current position at the full performance level.
WA L UCRRTOEL B L, ZOWDa< & & VERBBEOBMIC B W TERENZFHTHHEL T 5,
4. Dedicates himself/herself to the accomplishment of USFJ mission and works for an admirable length of service.
1EHKREDILHHERICEI L. HENCIE 2 WICED Bkt LT3,
5. May have received SSI, Superior Performance, and/or Special Act and Services Awards in the past.
WENTRFRIFHG PR S E S H, FAT ARSI HOMR L Eo b 2Bt aENn 5,

6. COMMUNICATION 1. Communicates clearly and effectively, whether orally or in writing.
a3Ia=r— 3y Set, CEERBT, WIRHCADMRNAED S 2 = —2 3 U2 b s,

FACTOR 7: Applicable and required only for employee assigned to a leader/supervisory position. IEHH 7 2V —# —8 L OQEEBRIZ D AE A,

7. WORK MANAGEMENT | 1. Effectively plans and organizes work.

BRI EF 2 AT, EHTE S,

B gt 2. Properly follows or implements management procedures, directives, regulations, or technical orders.
BTN, EREEORIAL, Blinfiadt i & 2@ YNET LIMTTE %,

3. Ability to direct, evaluate or substitute for absent supervisor.
BB OAMERHICIZ T ONBEREB 21217 UER O - SHliN TE %,

4. Sets high but attainable standards and is an excellent coach; everyone knows what is expected.
B ATAE L KM ED AR U, HReEgR 2 R L. RENEEZHEL TV 5,

5. Rewards, corrects & evaluates in a generally acknowledged outstanding fashion.
YN, RS, BR U2 5T ENTES,

6. Evaluates and rewards strictly according to established standards.
N7 & T HEHEIT BRI OE © CRMilids K ORI 2 C &MV TE %,

USFJ FORM 12, 9 March 2016(REVERSE)
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