TREASURY INSPECTOR GENERAL
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DATE:   April 1, 2014

(600)-70.33  Recognition Program

70.33.1 Purpose.  This section establishes policies, procedures and guidelines for the effective administration of the Treasury Inspector General for Tax Administration (TIGTA) Recognition Program.  TIGTA’s Recognition Program will assist in motivating employees to make contributions that support and enhance organizational goals and objectives.  
70.33.2  Scope.  This manual applies to all TIGTA employees except Senior Executive Service employees and employees occupying positions appointed by the President.
70.33.3  Authorities.

5 USC Chapters 45 

5 CFR Parts 430, 451, and 531

Treasury Personnel Policy Manual Chapter 430
70.33.4 Definitions.  

Additional Performance Element - A dimension or aspect of performance that is not a critical or non-critical element.  Additional performance elements are not used in determining a summary rating.  
Intangible Benefit - Benefits to the Federal Government that cannot be measured in terms of dollars.

Monetary Award – Recognition by way of a cash payment that does not increase the employee’s rate of basic pay.
On-the-Spot Award – Monetary recognition granted to an employee for an action(s) performed by an employee above and beyond the call of duty.  Also, this recognition can be granted to an employee for acts demonstrating special significance for providing high quality service.  
Performance - Accomplishments of work assignments or responsibilities.
Performance Award – Recognition based solely on an employee’s performance rating of record assigned at the end of an appraisal period. 
Rating of Record - The performance rating prepared at the end of the rating period (usually September 30 unless an employee has not served 90 calendar days in the position) evaluating an employee’s performance as compared to the elements and standards over the entire rating period and which includes the assignment of a summary rating level.  
Recognition - Something bestowed or an action taken to recognize and reward individual or team achievements that contribute to meeting organizational goals and/or improving the efficiency, effectiveness, and economy of the Federal Government or are otherwise in the public interest.  Such recognition includes, but is not limited to, employee incentives that are based on predetermined criteria such as productivity standards, performance goals, measurement systems, recognition formulas, or payout schedules. 
Recognition Program - Specific procedures and requirements established by TIGTA for granting awards under 5 CFR Part 451.

Quality Step Increase – An increase in a GS employee’s rate of basic pay from one step of the grade of his or her position to the next higher step of the grade.  
Special Act Award – A contribution or accomplishment in public interest which is a non-recurring contribution outside of the job responsibilities; a scientific achievement; or an act of heroism. 
Tangible Benefit – Benefits to the Federal Government that can be measured in terms of dollars.

Time-Off Award (TOA) – A form of non-monetary recognition granted to an employee in recognition of superior accomplishments or efforts that contribute to the quality, efficiency, or economy of TIGTA operations.

70.33.5   Rewarding Performance.  It is TIGTA’s policy to recognize employee accomplishments through TIGTA’s Recognition Program.
70.33.5.1   General Guidance.  While there is no limit to the number of recognition or frequency of recognition an employee may receive, employees are not entitled to recognition by award.  The decision to grant award recognition is at the discretion of management and within budgetary constraints.  To receive award recognition, an employee must be rated at least “Successful” and must not be subject to any performance-based action at the time of award nomination.  

The function heads are responsible for ensuring performance-based recognition granted, to employees within their respective offices, reflect meaningful distinctions based on levels of performance.  
Generally, award recognition amounts granted to employees with Outstanding ratings should be greater than those amounts granted to employees with Exceeded ratings. Additionally, employees receiving an Exceeded rating should receive recognition in greater amounts granted to employees with Successful ratings.  

70.33.5.2  Responsibilities.

Recommending Manager
· Ensure the timely and accurate submission of awards recognition. 

· Forward recognition nominations to the second level manager for approval.

· Provide the recipient of the recognition with a copy of the approved narrative justification for Special Act Awards and a copy of the employee’s final appraisal for Performance Awards.

· Present the recognition to the employee in a group meeting, if at all possible.  The employee’s contributions and/or accomplishments should be highlighted during the presentation.

Approving Official
· Ensure that subordinate managers recognize individual and organizational accomplishments by employees.

· Ensure that adequate funding is available for any monetary recognition nomination.

· Review the recognition packages to ensure the information is accurate and the justification supports the recognition recommended.

· Ensure there is fair and equitable distribution of recognition within his/her program.
· Ensure performance-based recognition granted within his/her program reflect meaningful distinctions based on levels of performance and follow guidelines contained in this section and applicable functional guidance.

· Forward the recognition nominations to Bureau of the Fiscal Service (BFS) and Leadership and Human Capital via the pre-populated Excel spreadsheet that will be provided to the Function Heads annually.

· Sign recognition certificate(s) (if applicable) and forward the signed certificate(s) to the appropriate manager(s) for presentation.  
Function Head

· Ensure performance-based recognition granted within his/her respective function reflect meaningful distinctions based on levels of performance.

· Issue supplemental (as needed) functional guidance on granting of performance-based recognition within his/her respective function that adhere to the general guidance contained in this section.

TIGTA Finance and Procurement Directorate
· Monitor the awards budget.

· Coordinate with BFS to ensure accounting codes are correct and resolve any differences.
The Office of Mission Support 

· Evaluate and oversee TIGTA’s Recognition Program.
· Provide policy guidance and advisory services to managers.
· Foster and promote compliance with laws, regulations, policy and sound management principles.
· Update and modify TIGTA’s Recognition Program as needed to incorporate applicable statutory, regulatory, and administrative changes.  
· Monitor submission of monetary recognition.
· Timely provide supplementary guidance concerning TIGTA’s Recognition Program.
· Prepare and forward recognition certificates for employees to their respective function’s point of contact, for distribution. 
Bureau of the Fiscal Service  
· Ensure that employees nominated for Quality Step Increases (QSI’s) are eligible.

· Process award submissions in a timely manner.
· Provide technical assistance to managers and employees.  

70.33.5.3.   Types of Recognition.  

Performance Awards.  Recognition based on an employee’s rating of record for the prior appraisal period for which performance pay decisions are made.  Performance Awards may be made in the form of cash, a QSI for Outstanding performance only, or a Time Off Award (TOA).

Special Act Awards.  This type of recognition is appropriate when an employee performs beyond expectations on a specific assignment, aspect of an assignment or job function, or his/her efforts have contributed to the efficiency or other improvement of Government operations.  Exceptional performance while on a detail, a task force, or a special project are some examples of appropriate circumstances for consideration of a Special Act Award.

Special Act Awards may be granted at any time during the appraisal period.  Employees may also receive more than one Special Act Award during a 52-week period.  The Special Act Award should be granted as soon as possible following the accomplishment to effectively recognize the employee’s achievements.  However, accomplishments recognized during the year by Special Act Awards should not be considered at year end during the Performance Award determination.  That is, employees may not receive two awards (both a Special Act and a Performance Award) for the same accomplishment(s).  Special Act Awards recognition may be made in the form of cash or a TOA.

Quality Step Increases (QSI’s).  QSI's may be granted only if an employee receives a summary rating of record of Outstanding and has not received this type of recognition within the preceding 52 weeks.  
A QSI is appropriate when an employee's sustained performance has been of high quality significantly above that expected at the Exceeded level.  Employees may be granted a QSI or a Performance Award but not both within a 52-week period.  Employees who are at the Step 10 level in their respective grade may receive a cash recognition equivalent to the amount of the QSI.  
A QSI is in addition to a WIGI and normally does not affect the waiting period for an employee’s next WIGI.  The time served at the step prior to the effective date of the QSI counts toward the total waiting period for the next WIGI.  Only when a QSI places the employee at Step 4 (waiting period changes from 52 weeks to 104 weeks) or at Step 7 (waiting period changes from 104 weeks to 156 weeks) does the waiting period for the next WIGI become longer.  Therefore, managers may consider delaying the QSI processing for an employee at Steps 3 or 6 until after the WIGI to Step 4 or 7 is effective.  Managers should contact benefits@bpd.treas.gov for additional information.
Time-Off Awards (TOA).  An employee may be granted time off in increments of one hour for up to 40 hours for any single contribution and not more than 80 hours time off during any one leave year.  This type of recognition must be scheduled and used within one year of the approval date.  A TOA does not convert to a monetary payment under any circumstance. 

While TOA’s are processed through HR Connect, as are other awards recognition, the dollar amount associated with the TOA will not be charged against the function’s budget until the employee takes the leave and the leave is processed through the timekeeping system.  The associated dollar amount is the hourly rate of the employee at the time the hours are taken and processed through the timekeeping system.  If the TOA hours are to be charged to another cost code than the employee is assigned, the employee and/or timekeeper must manually change the cost code associated with the TOA hours.
The following guidance should be used in determining how many time-off hours to grant to employees based on contributions made to the agency/organization.  
	RECOMMENDED SCALE OF HOURS FOR TIME-OFF RECOGNITION 

	Number of Hours 
	Value to the Organization 

	1 to 10 
	Moderate: A contribution to a product, activity, program or service to the public; or a beneficial change or modification of operating principles or procedures which is of sufficient value to merit formal recognition.

	11 to 20 
	Substantial: An important contribution to the value of a product, activity, program or service to the public or significant change; or modification of operating principles or procedures.

	21 to 30 
	High: A highly significant contribution to the value of a product, activity, program, or service to the public or a complete revision; or operating principles or procedures with considerable impact.

	31 or more 
	Exceptional: A superior contribution to the quality of a critical initiation of a new principle; or a major procedure with significant impact.


On-the-Spot Awards.  This type of recognition is appropriate when an employee, as an individual or member of a group, performs a special act for day-to-day efforts which contribute to successfully getting the job done by going above and beyond expectations on a specific assignment; producing high quality work under tight deadlines; performing additional or emergency assignments in addition to fulfilling their regular duties; demonstrating exceptional courtesy and responsiveness in dealing with clients or colleagues; and/or exercising extraordinary initiative or creativity in addressing a critical need or difficult problem.  This type or recognition is particularly appropriate for rewarding employee's efforts that might otherwise not be recognized through cash recognition.  The act recognized should have a specific identifiable beginning and end date; and, an identifiable result or outcome.  

TYPES OF CONTRIBUTIONS ELIGIBLE FOR RECOGNITION
The following are some examples of the types of contributions best suited for an On-The-Spot Award:

· Completing a short-term project in less time than expected or where there were unusual difficulties to overcome.

· Planning a special event which is particularly successful because of the employee’s personal efforts.

· Handling an unusually heavy workload, such as when co-workers are absent or when vacant positions are not filled immediately.

· Developing new or revised procedures or contributing toward improvement of office productivity.

· Completing a significant special assignment that is outside of normal job responsibilities.

· Contributing to more effective use of its resources for a function or office.

· Contributing to public awareness and/or understanding of TIGTA programs.

· Helping a co-worker who has an unusually heavy workload or a priority project.

· Volunteering to participate in efforts related to TIGTA’s mission.

On-the-Spot Awards are a form of special act recognition, and may be granted at any time during the appraisal period.  Employees may receive more than one and there is no limit on the number of On-the-Spot awards an employee may receive during a 52 week period. Receipt of an On-the-Spot award does not preclude an employee from receiving other forms of recognition.  On-the-Spot awards may be granted in increments of $50.00, from $50.00 up to $750.00 and the amount granted to an employee should be commensurate with the nature of the service or act being recognized.  This type of recognition is funded by the functional awards budgets.  Other Special Act or service recognition of higher monetary value are to be used when the nature of the employee’s contribution exceeds that covered by On-the-Spot awards.  

On-the-Spot awards allow a manager to provide immediate recognition for a job well done.  Therefore, this type of recognition should be requested and approved as soon as possible, or within 60 calendar days following the occurrence of the effort being recognized.  This type of recognition must be initiated through HR Connect by the manager or appropriate approving official.  Please ensure funds are available before initiating the recognition.  A short written justification is required to support the recognition.  Managers are encouraged to inform employees of the On-the-Spot award before the employee receives the recognition.  Managers may present On-the-Spot awards to employees in any manner determined to be appropriate.  It is suggested that managers issue employees the justification for the recognition for their records.  

Recognition Related to the Additional Performance Element.  An employee’s rating for the Additional Performance Element is not considered when assigning a summary rating.  As such, performance for the Additional Performance Element does not qualify an employee for a Performance Award.  If the employee’s performance of the critical elements justifies Performance Recognition, the manager may include a brief notation about the employee’s performance of the collateral duties in the employee’s Performance Recognition narrative. 

If the employee’s performance related to the Additional Performance Element warrants recognition, but the employee will not receive a Performance Award, the manager may issue a Special Act Award to the employee for his/her performance related to the Additional Performance Element. 

Inspector General (IG) Award.  These are annual awards presented by the Inspector General and are in addition to any other recognition bestowed on TIGTA employees.  This Award recognizes exemplary achievements that:

1. Have a high impact on TIGTA’s and/or a function’s mission;

2. Have major contributions to internal customers and/or external stakeholders;

3. Demonstrate ingenuity, innovation and/or new uses of technology; and
4. Provide significant, quantifiable outcomes.  

IG Award nominees and recipients must exemplify the highest standards of ethical conduct and comport with the standards of ethical conduct.  Employees may receive both an IG Award and a Performance Award for the same accomplishment during the same rating period.

The Office of Mission Support will prepare annual requests for nominations for IG Awards.  

External Award Programs.  At various times during the year, nominations are solicited for external awards programs.  Through these programs, TIGTA is given the opportunity to nominate employees who have made outstanding achievements in their Federal Government careers.  In most cases, these nominations are submitted through TIGTA’s Leadership and Human Capital Directorate to the awarding organizations.  
70.33.5.4   Recognition Submission Process.  All recognition will be submitted through HR Connect (unless instructed otherwise through supplemental guidance) and require review and approval by a second level supervisor.  The Director, Leadership and Human Capital, will issue specific instructions for recognition processing each year.

Written Recognition Narratives.  Written narratives describing the employee’s accomplishments as well as the significance of those accomplishments must accompany all Special Act Awards.  The following information must be placed in the heading of the narrative:

· Employee Name

· Special Act Award

· Period Covered

Separate written narratives are not required for Performance Awards; the employee’s Rating of Record narrative will serve as the justification for Performance Awards.  The manager or proxy will indicate that the Performance Award is based on Summary Rating in HR Connect when submitting a Performance Award.

Managers are encouraged to use the Recognition Program to motivate and recognize employee’s extraordinary day-to-day efforts which contribute to the accomplishment to TIGTA’s mission.  TIGTA’s Recognition Program is an effective way to acknowledge noteworthy efforts being made across TIGTA where employees have demonstrated exemplary performance to assist in the accomplishment of TIGA’s mission.  Acknowledging an employee’s or group’s contribution in person, via WebEx, telephone, email, or a handwritten note is strongly encouraged.  
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