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	Changes spot award maximum amount limit for the Salmon and Challis National Forests.

Revises Non-monetary awards, Item #4 Clearance and Procurement, for the Salmon and Challis National Forests.




31 - TYPE OF AWARDS
31.18 - Spot Award Limitations.

1. Amount of Award.

a. Minimum Awards are $50 NET (not including taxes).

b. Maximum Awards are $500 NET (not including taxes).

c. Fiscal Year Limits.  No employee may receive more than $500 during a 12 month

 
period for Spot Awards.

d.  Increments of award amounts are $25 only ($50, $75, $100, etc.).

2.  Recommendation and Clearance.  The Recommending Official for this award may be any employee who thinks a spot award is appropriate for an individual's service or special act.

The Approving (or Reviewing) Official is the supervisor at the lowest practical supervisory level.  This award does not need a Reviewing Official.  (There are exceptions, see section on the Awards Form, AD-287-2.)

The Recommending Official initiates the Spot Award by completing Form AD-287-2.  A case number must be obtained from the unit awards coordinator.

3.
The Awards Form, AD-287-2.  The Recommending Official completes:

a.
Block  1 = USDA-Forest Service

Block  2 = Name of Employee

Block  3 = SSN of Employee

Block  4 = Position Title

Block  5 = Pay-Plan ((GS, WG), Grades, Series (i.e., 460, 462, 341, etc.)

Block  6 = Organization (i.e., SO, D-1, etc.)

Block  7 = Period Covered for Award

Block  8 = Accounting Code. (The Reviewing Official is responsible for ensuring these Blocks are completed.)

Block  9 = If Award Approved (Check salary or other address box and fill out 

complete address)

Block 10 = List Awards (Specify type, amount, effective date)

Block 11 = Citation (Certificate language).  This is only required justification for the Spot Award.

b.Block 12.  Check the words "SPOT AWARD" (This alerts the personnel processing office to the nature of the award.)

c.Block 13.  No. of Persons (Spot Awards authority may not be used to make team or group awards.)

d.Block 14 = Total Award (Dollar amount/hours or value of item)

e.Block 15 = Total Dollar Amount/Hours Based On: (Check one box: Measurable Benefits Scale (Est. first year savings) or Nonmeasurable Benefits Scale (Value of Benefits and application))

f.Block 16 through Block 19 Leave Blank.

Recommending Individual (Signature and date).  Recommending official signs as receiving the funds from the Imprest Fund Cashier.

h.Block 21 = Reviewing Official (Signature and date).  Not necessary for issuing Spot Awards.

 i.Block 22 = Approving Official (Signature and date).  The form must be signed by an official who has authority delegated by the agency to make withdrawals from Imprest Funds or to authorize issuance of third party drafts, as appropriate.  The authorizing signature of an official with Imprest Fund or third party draft authority is only necessary so that funds may be released to pay the award.  If neither the Recommending nor Reviewing Official has such authority, the signature of a Line Officer or Staff Officer must be obtained.

4.
Processing the Spot Award.

a.
Imprest Fund Withdrawal.  The Recommending Official delivers the completed Form AD-287-2 to the Imprest Fund Cashier, who will issue the funds in the authorized amount.  The Imprest Fund withdrawal and the granting of the award should occur on the same date whenever possible.  The Imprest Fund Cashier will retain the original copy of the form for reimbursement records.

b.
Third Party Drafts.  The Third Party Drafts should be used whenever available, instead of money from Imprest Funds.  The official authorized to issue the third party drafts will receive the Form AD-287-2 from the Recommending Official (same as imprest fund process), retaining the first copy to document the records for third party drafts.

c.
The employee will receive the funds directly from the Recommending or Reviewing Official, whenever possible, at the duty station and with appropriate acknowledgment in the presence of co-workers of the contribution made by the employee.

d.
The Recommending Official will send parts 2-4 of the form to the servicing personnel office, and give part 5 to the Approving Official or other person picking up the funds for the presentation of the award.

5.
Taxes.

a.
Cash or Third Party Drafts given to employees as Spot Awards will be in the NET amount of the award.

b.
OFM/NFC will "gross up" a receiving employee's award to cover taxes.

31.19 - Non-monetary Awards.

1.
Background.  The "Government Employees Incentive Awards Act" provides a 

legal means for giving non-monetary awards to employees.  The intent of the act is to give 

recognition to employees, private citizens, or groups for an achievement; whether it be for 

accomplishment of a pre-set goal, or for extra or outstanding performance.  The act does 

not provide for the giving of awards, gifts, souvenirs, or mementos for reasons other 

than some type of achievement.

2.
Acceptable Award and Maximum Amount of Award.  Non-monetary awards 

are not to exceed $300 per individual and are to be of a type that can be worn or displayed 

in an office setting.  The following items are considered appropriate for non-monetary awards.

Ball, caps, belt buckles, briefcase, coffee cups, coffee mugs, compass, day pack, desk clock, desk pen set, fire extinguishers, first aid kits, flashlights, jacket, key chains, pen and pencil sets, pins, plaque, small lunch cooler, T-shirt, thermos, tie tacks

3.
Marking and Identification.  All items must have a Forest Service logo and other markings that identify them as awards, and why the award was given.  These awards recognize work accomplishments not necessarily deserving of cash awards.  These items cannot be given out as "mementos" or "souvenirs."

4.
Clearance and Procurement.  A requisition for the purchase is to be prepared for the signature of the Unit Manager.  Either on the requisition, or attached to it, place a 

statement which provides information showing the award accomplishment, or what the achievement levels are for the award, and how it is to be presented.  Forward the  requisition and statement to the Forest Non-monetary Awards Coordinator (Forest Administrative Officer) for review for compliance with FSM/FSH requirements and approval.  If approved, the requisition can then be sent to procurement for action.

The requisition and statement become part of the support documentation for the procurement and are attached to the purchase order, TPD, or credit card transaction.  Once the award has been presented, a copy of any award writeup should be forwarded to the Personnel Cluster for inclusion in the OPF.

A prudent amount of award items (such as caps and T-shirts) may be purchased in advance for future presentations as long as the justification statement with the requisition reflects this and the accomplishment levels required to receive the award.  When received, the Unit Manager will ensure that all items are properly inscribed, etched, or otherwise marked in accordance with the intent of FSM/FSH requirements.  The inscription can not be placed on the inside of a pocket, the lining of a cap, or the back of a belt buckle.  It must be visible and in sufficient detail to identify why the awardee has the item.  When items are purchased in advance a log will be kept as to who receives the item and for what reason.  The log will be periodically reviewed the Forest Administrative Officer.
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