OUTSTANDING SERVICE AWARD

1.  DESCRIPTION OF AWARD

This award is designed to recognize groups or individual employees for accomplishments that promote the mission of the organization.  The basis for the nomination is as follows:

a. The performance or service being recognized must be a single short-term accomplishment which shows the individual or group went beyond normal expected duties to provide exceptional service to customers; to assist the organization in making improvements; or to assist with the completion of a special project. 

b. This award is based on performance or service that is narrower in scope and more limited in application action than that which is generally used as a basis for special act or service awards.  It may cover a single task or work assignment that is exceptionally well done or a relatively minor but of noteworthy achievement.  The award is designed to address those aspects of performance or service which typically go unrecognized but which are worthy of some level of recognition.

2.  NOMINATION PROCESS/RESPONSIBILITIES

    a. NOMINATING OFFICIAL 

  (1) Any employee may nominate another employee or group of employees for this award by using the form at the end of these instructions and forwarding it to the supervisor(s) of the individual or group.  The first-line supervisor will forward the nomination through the supervisory chain to the Assistant Chief of Staff or activity director.

b. ASSISTANT CHIEFS OF STAFF/ACTIVITY DIRECTORS
  (1) Assistant Chiefs of Staff and Activity Directors will forward all nominations received to the Civilian Manpower Branch, AC/S G-1 MCCDC/MCB.  The original plus four copies of the nomination are required. 

3.  DEADLINES FOR NOMINATIONS
Nominations for Outstanding Service Awards may be submitted at anytime, with consideration of the awards on the same schedule as for Civilian of the Quarter awards.  Nominations for Outstanding Service Awards received by the cutoff dates for Civilian of the Quarter will be considered when the Awards Committee meets to consider those awards.  Awards received after the cutoff date will be held until consideration of the next Civilian of the Quarter.  


NOMINATION FOR OUTSTANDING SERVICE AWARD

	1.  Name of Nominee

   (if group, attach list)
	

	2.  Title/Grade of Nominee
	

	3.  Organization
	


4.  Record of Nomination:

	NOMINATING

OFFICIAL:


	SIGNATURE/TITLE
	DATE

	
	PRESIDENT, AFGE, LOCAL 1786

(Complete only if nomination is made by AFGE)
	

	
	OTHER NOMINATING OFFICIAL
	

	

	VIA:
	FIRST LINE SUPERVISOR
	

	
	BRANCH HEAD
	

	
	DIVISION/ACTIVITY DIRECTOR
	

	

	TO:
	AWARDS COMMITTEE
	

	LEVEL OF RECOGNITION APPROVED BY AWARDS COMMITTEE (OR CHIEF OF STAFF, AS APPLICABLE)
	


5.  TO BE COMPLETED BY NOMINATING OFFICIAL


a.  Attach a justification that fully describes the accomplishment/service that forms the basis for the award.  

6.  TO BE COMPLETED BY 1ST LINE SUPERVISOR

      a.  List below all awards received by the nominee based on the accomplishment upon which this nomination is based.


b.  Date of nominee's last promotion:  _______________________
      c.  Has the nominee been compensated through paid overtime or compensatory time for the performance or service that forms the basis for this nomination? 

          [ ] Yes     [ ] No

