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(600) 70.9  Performance Management Program

70.9.1   Purpose.  This section establishes policies and procedures for managing the performance of Treasury Inspector General for Tax Administration (TIGTA) employees.  This Performance Management Program (PMP) utilizes the employee appraisal process to communicate performance expectations, provide feedback on performance, identify developmental needs, and reward high-level performers.  The PMP aligns employee performance expectations to TIGTA’s strategic goals and mission.
The PMP recognizes that TIGTA rewards deserving employees (individuals or groups) for contributions to efficiency, economy, and other improvements that result in tangible or intangible benefits to the organization or otherwise in the public interest and that further TIGTA’s mission, objectives, and goals.  

70.9.2   Scope.  This PMP applies to all TIGTA employees except Senior Executive Service employees and employees occupying positions appointed by the President.

Administrative actions will be processed consistent with the procedures and requirements of the program in effect when the action was initiated.

70.9.3   Authorities.

5 USC Chapters 43 and 53

5 CFR Parts 293, 430, 432, 451, and 531

Treasury Personnel Policy Manual Chapter 430

70.9.4   Definitions.  

Acceptable Level of Competence - Performance by an employee that warrants advancement of the employee's rate of basic pay to the next higher step of the grade or the next higher rate within the grade of his or her position.

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.  (Applies only to GS-1811 Special Agents.)

Award - Something bestowed or an action taken to recognize and reward individual or team achievements that contribute to meeting organizational goals or improving the efficiency, effectiveness, and economy of the Government or are otherwise in the public interest.  Such awards include, but are not limited to employee incentives that are based on predetermined criteria such as productivity standards, performance goals, measurement systems, award formulas, or payout schedules. 

Award Program - Specific procedures and requirements established by TIGTA for granting awards under 5 CFR Part 451.

Critical Element - A work assignment or responsibility of such importance that unacceptable performance on the assignment or responsibility would result in a determination that the employee's overall performance is unacceptable and merits a rating of "Fail.”  A critical element must be specific, measurable, results-oriented, and aligned to TIGTA’s strategic goals.
Element Rating - An assessment of the employee's level of performance for a critical element.  The levels of performance for an element rating are Outstanding, Exceeded, Successful, and Fail (except Met and Not Met for managers’ Equal Employment Opportunity (EEO) critical element).

Exceeded Summary Performance Level - Performance that is rated as Exceeded and/or Outstanding in more than one-half of the critical elements and Successful in the remaining critical elements.  For managers, the employee must also be rated Met for the EEO critical element.  See (600)-70.9.6.7 for additional information.

Fail Summary Performance Level – Performance that is rated as Fail in at least one critical element.  For managers, a Fail summary rating will result from a rating of Not Met in the EEO critical element.  

Intangible Benefit - Benefits to the Government that cannot be measured in terms of dollars.

Interim Rating - A formal appraisal and rating of an employee's performance for a period of 90 calendar days or more issued when certain significant changes occur to the employee’s performance, performance plan, and/or rating official.  See (600)-70.9.6.4 for additional information.

Mid-Year Review - A formal progress review of the employee's level of performance whereby the manager provides the employee an assessment of the employee’s performance  that occurs at or near the mid-point of the rating period (i.e., usually no later than April 30).  The review reflects the employee’s level of performance at mid-year.  

Monetary Award - An award in which the recognition device is a cash payment that does not increase the employee’s rate of basic pay.

Outstanding Summary Performance Level - Performance that is rated Outstanding on all critical elements.  For managers, the employee must also be rated Met for the EEO critical element.  See (600)-70.9.6.6 for additional information.

Performance - Accomplishments of work assignments or responsibilities.

Performance Appraisal Records - TIGTA’s performance appraisal records include a performance plan/appraisal (Form 430), any written documentation of the performance discussions and reviews, and any written response submitted by the employee.  All performance records are confidential records.  The Rating Official (the employee’s immediate manager) is responsible for the maintenance and distribution of official performance appraisal records as described in this PMP.

Performance Improvement Plan (PIP) - A written plan, prepared on Form 430PIP, describing critical elements in which an employee’s performance is failing and establishing developmental activities for bringing this performance to a Successful level. 

Performance Plan - The critical elements and sub-elements contained on the applicable performance appraisal, Form 430. 

Progress Review – Communication between the manager and the employee about the employee’s performance compared to the performance standards for the critical elements and if applicable, Additional Performance Element, including discussions between the manager and the employee concerning the employee’s progress toward meeting the established performance standards.   

Rating of Record - The performance rating prepared at the end of an appraisal period (usually September 30 unless an employee is on an uncompleted PIP, is an employee who has not served 90 calendar days in the position, or is a new employee still serving in the probationary period as of that date) for performance over the entire rating period and the assignment of a summary rating level.  The summary rating level issued at the end of the appraisal period reflects the employee's overall performance level for the entire rating period.  

Rating Period - The period of time established by an approved appraisal system for which an employee's performance will be reviewed, appraised, and/or rated.  The minimum rating period is 90 calendar days.  For all covered employees the rating period is October 1st through September 30th. 
Successful Summary Performance Level - Performance that at a minimum meets all critical elements and may be rated as Exceeded and/or Outstanding in one or more critical elements, but not more than one-half of the critical elements.  For managers, the employee must also be rated Met for the EEO critical element.  
Tangible Benefit – Benefits to the Government that can be measured in terms of dollars.

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

70.9.5   Issuing Performance Plans and Setting Expectations.  Standard performance plans have been established for each of the major occupations and for all managers within TIGTA; these performance plans are found in the Word/File/New/Emp Perf Forms.  

Managers will discuss and issue performance plans to employees within 30 calendar days of the following:

· The beginning of the rating period; 

· A detail or temporary promotion expected to exceed 90 calendar days; or, 

· The employee entering a new position (e.g., promotion to a first-line management position or to higher management position, employee enters into a position covered by a standard performance plan different than the one to which the employee is currently assigned, etc.).  

The manager and the employee will sign and date the Form 430 acknowledging that the employee received and understood the performance plan.  The employee will be given a copy, and the manager will retain the original in the employee's Employee Performance File (EPF).

The manager will also forward a copy of the signed and dated Form 430 by hand delivery or by express delivery (e.g., UPS) to the following address within 5 work days of the date the form is signed and dated:

TIGTA

Attn: Human Capital – PMO

1125 15th Street NW

Room 700A

Washington, DC 20005

The manager may also fax a copy of the signed and dated Form 430 to (202) 927-0629.

The critical elements listed on all Forms 430 are written at the Successful level of performance.  The Additional Performance Element on the Special Agent Form 430 is also written at the Successful level of performance.  The standard Forms 430 must be used to appraise all TIGTA employees.  Critical elements should not be changed and no additional critical elements should be added for employees.  

Note:  The same Form 430 will be used throughout the entire rating period unless an Interim Rating is needed.  See (600)-70.9.6.4 for guidance on Interim Ratings.  In other words, generally one Form 430 will be issued at the beginning of the rating period, contain the employee’s mid-year ratings, and contain the employee’s final rating and appraisal narrative.  See (600)-70.9.6.2 and (600)-70.9.6.3.

70.9.5.1   Additional Performance Element and Manager Commitments.  

· Special Agents in the Office of Investigations may be assigned collateral duties.  The performance of collateral duties by Special Agents will be evaluated using the Additional Performance Element of the Special Agent Form 430.    

· Employees and managers whose duties significantly involve the creation or handling of classified information must be assigned (and will be evaluated using) a Classified National Security critical element that addresses security awareness and individual accountability.  This requirement is in compliance with Executive Order No. 12598.  
The Director, Human Capital and Support Services, will coordinate with the Personnel Security Officer to identify those positions that meet this requirement.  The Director, Human Capital and Support Services, will assist the appropriate manager in issuing a performance plan containing this additional critical element along with an addendum to the employee’s or manager’s position description.  The critical element and the position description addendum are located in the Word/File/New/Emp Perf Forms.
· Managers may be assigned and evaluated on a maximum of 4 Commitments in addition to the stated critical elements; these Commitments are also considered critical elements under this PMP.  The Director, Human Capital and Support Services, will provide guidance for managers to use when preparing Commitments.
70.9.6   Monitoring Performance.  Performance monitoring is vital to the successful implementation of this PMP.  Performance discussions and monitoring consist of both informal (progress) and formal (mid-year, rating of record, and interim) reviews.

70.9.6.1   Progress Reviews (Day-to-Day Monitoring).  Informal progress reviews between the manager and the employee should be held frequently, but are particularly appropriate when there is:

· A noteworthy accomplishment by the employee;

· Any indication of a performance problem; or,

· The conclusion of a major project or assignment by the employee.

The manager and employee should use these opportunities to assess the employee’s need for additional training or development, or if needed, to provide the employee with the opportunity to improve his or her performance.  (See (600)-70.9.9)

The manager should provide the employee a copy of any documentation generated as part of the progress reviews and include a copy of the documentation in the employee’s drop file.  Managers should consider these progress reviews when preparing an employee’s mid-year and/or rating of record. 

70.9.6.2   Mid-Year Reviews.  Managers will conduct a formal progress review with the employee near the midpoint of the rating period usually no later than April 30th.  This review will be documented on the Form 430 under the M-Y column.  A mid-year rating will be given for each critical element and applicable Additional Performance Element.  The manager will not give a mid-year summary rating.  
The mid-year rating, and the concurrent in-depth discussion, must be sufficient to clearly communicate to the employee an understanding of the employee's level of performance at the time of the rating.  (See (600)-70.9.8 for performance and employee development discussion requirements.)  These discussions also should address any need for performance improvement activities that either the manager believes are needed (including performance that is approaching or is at the Fail level), or that the employee feels would be beneficial.  (See (600)-70.9.9 for PIP information.)
The manager will indicate whether this discussion was held in the appropriate area of the Form 430.  The manager will give the employee a signed copy of the Form 430 and maintain the original signed Form 430 in the EPF.  
The manager will hand deliver or forward a copy of the signed and dated Form 430 via express delivery (e.g., UPS) to the following address within 5 work days of the date the form is signed and dated:

TIGTA

Attn: Human Capital – PMO

1125 15th Street NW

Room 700A

Washington, DC 20005

The manager may also fax a copy of the signed and dated Form 430 to (202) 927-0629.

70.9.6.3   Rating of Record.  Employees generally will receive a rating of record within 30 calendar days of the close of the rating period.  The Rating Official will rate the employee as Outstanding, Exceeded, Successful, or Fail for each critical element (except for the EEO critical element) and applicable Additional Performance Element included in the performance plan.  The Rating Official will rate a manager as Met or Not Met for the EEO critical element.  The Rating Official must consider all interim ratings when evaluating an employee’s entire performance for the rating of record.

The manager, after assessing the employee’s overall performance on critical elements, will also assign a summary rating of record of Outstanding, Exceeded, Successful, or Fail on Form 430.  The Additional Performance Element rating will not be considered when assigning a summary rating.  

The manager will discuss the rating received for each critical element and applicable Additional Performance Element as well as the summary rating with the employee.  The manager and employee will sign the Form 430, acknowledging the discussion of the employee's performance.  See (600)-70.9.8 for performance and employee development discussion requirements.

If any one critical element is rated Fail, or if a manager is rated as Not Met on the EEO critical element, the summary rating also must be rated Fail.  An employee, however, must have been on a PIP for at least 90 calendar days before a Fail summary rating may be assigned. (See (600)-70.9.9)  A manager must discuss a proposed rating of record of Fail for an employee with a higher-level official before giving that appraisal and rating to the employee.  If a Fail summary rating is to be given, the higher-level official must sign the Form 430.  The manager must follow applicable TIGTA procedures for performance-based issues with regard to any employee receiving a Fail rating of record.

NOTE: If an employee did not have the opportunity to demonstrate performance on an individual sub-element during the rating period, the manager should consider that sub-element Not Applicable for the rating period.  This Not Applicable will not be used in determining whether the employee demonstrated outstanding, exceeded, successful, or failing performance on the majority of the sub-elements for that particular element.  

The manager will provide a copy of the completed Form 430 to the employee.  The manager will maintain the original appraisal in the EPF.  
The manager will hand deliver or forward a copy of the signed and dated Form 430 via express delivery (e.g., UPS) to the following address within 5 work days of the date the form is signed and dated:

TIGTA

Attn: Human Capital – PMO 

1125 15TH Street NW 

Room 700A

Washington, DC 20005

The manager may also fax a copy of the signed and dated Form 430 to (202) 927-0629.

70.9.6.4   Interim Rating.  A formal appraisal and rating (on a separate Interim Form 430) of an employee’s performance for employees who have served the minimum appraisal period of 90 calendar days when the following significant changes occur: 

· The employee changes position or duties such as a promotion (other than a career-ladder promotion);

· The employee permanently changes managers;

· The employee changes managers for a period exceeding 90 calendar days, such as in a temporary reassignment or transfer; 

· The employee’s manager is promoted, retires ,or leaves TIGTA for any reason; 

· The employee serves on a temporary promotion of 90 calendar days or more.

· The employee is failing to perform at an acceptable level of competence and will be denied a within grade increase the employee’s most recent rating of record does not contain a Fail summary rating; or,

· The employee leaves TIGTA (i.e., retirement, transfer to another agency, etc.) 

The employee’s manager (i.e., the manager who managed the employee during the interim period – the detail, temporary promotion, etc.) will complete the appropriate Interim Form 430 based on the employee’s job title/series/grade.  The summary interim rating will be documented by checking the appropriate rating based on the summary rating definitions contained on the form.  

The manager will discuss the interim rating with the employee and provide the employee a copy of the Interim Form 430.  The Interim Form 430 will be placed in the employee's EPF and considered by the Rating Official when preparing the rating of record.

Interim appraisals and ratings will be sent to the TIGTA Rating Official responsible for assigning the rating of record.  Interim ratings do not have to be provided to Human Capital, nor is any type of monetary recognition required to accompany the interim rating.

70.9.6.5   Change of Managers with Less Than 90 Calendar Days Remaining in the Rating Period.  Employees who change managers within the last 90 calendar days of the rating period but remain covered by the same critical elements/performance plan will be rated by their current manager who will prepare either the mid-year appraisal or the rating of record considering the interim rating and input from the employee’s previous manager. 

70.9.6.6   Outstanding Performance Definition.  Only an employee’s manager (e.g. Audit Manager, SAC, Supervisory Information Technology Specialist) can identify outstanding performance.  In order to receive a summary rating of Outstanding, the employee must receive an Outstanding rating on each critical element, and managers must also receive an Outstanding on all Commitments and Met on the EEO critical element.  To receive an Outstanding rating on a critical element, the employee must demonstrate an exceptional level of achievement on the majority of the sub-elements listed in the critical element.  

As general guidance, Outstanding performance can be viewed as performance that clearly surpasses the Exceeded level of accomplishment.  Additionally, Outstanding performance demonstrates an exceptional level of achievement exceeding that normally required of the position.  Outstanding performance can be also defined as performance that among other characteristics surpasses expectations in quantity, quality, or timeliness to such an extent as to result in an exceptionally positive impact on the achievement of organizational goals; or the employee overcame significant obstacles such as insufficient resources, conflicting demands, or unusually short timeframes in delivering desired results.

If an employee did not have the opportunity to demonstrate performance on an individual sub-element during the rating period, the manager should consider that sub-element Not Applicable for the rating period.  This Not Applicable will not be used in determining whether the employee demonstrated outstanding performance on the majority of the sub-elements for that critical element or Additional Performance Element.

In documenting outstanding performance, the performance narrative must include specific examples of how expectations were exceeded and/or how the employee consistently and substantially demonstrated exceptional performance.  Such performance may be demonstrated through among other things:

· Resourcefulness;

· Creativity;

· Initiative;

· Quality of service;

· Leadership;

· Teamwork;  

· Rare, high-quality or exemplary execution of daily or special activities crucial to the accomplishment of goals, objectives, or performance of the organization;

· Demonstration of technical skill; 

· Ability to operate in a self-directed manner; and/or,

· Ability to overcome significant obstacles such as conflicting demands, insufficient or unanticipated resource shortages, or unusually short timeframes.   

There are no limits on the number of Outstanding ratings that may be issued to employees.  An employee’s performance rating must be based on his/her demonstrated performance during the rating period.  Second-line managers and executives should ensure that ratings are consistently and fairly applied throughout their respective organizations.  A second-level approval is not required for a first-line manager to assign an Outstanding rating to an employee.

70.9.6.7   Exceeded Performance Definition.  Only an employee’s manager (e.g., Audit Manager, SAC, Supervisory Information Technology Specialist) can identify exceeded performance.  In order to receive a summary rating of Exceeded, the employee must receive Exceeded and/or Outstanding on more than one-half of the critical elements and Successful on all remaining critical elements.  Critical elements for managers include their Commitments.  Managers must also receive a Met on the EEO critical element.

As general guidance, Exceeded performance can be viewed as performance that clearly surpasses the Successful level of accomplishment.  To receive an Exceeded rating on an individual critical element or Additional Performance Element, the employee must demonstrate a high level of achievement on the majority of the sub-elements listed in the critical element and demonstrate performance that often surpassed the expectations of his/her position.  

If an employee did not have the opportunity to demonstrate performance on an individual sub-element during the rating period, the manager should consider that sub-element Not Applicable for this rating period.  This Not Applicable will not be used in evaluating the employee’s performance for that particular element.    

In documenting exceeded performance, the performance narrative must include specific examples of how performance expectations were exceeded and/or how the employee consistently and substantially demonstrated a high level of performance.  Such performance may be demonstrated through among other things:

· Comprehensive understanding of the objectives of assigned tasks and the procedures for meeting them;

· Effective planning that improves the quality of management practices, operating procedures, task assignments, and/or program activities;

· Developing and/or implementing workable and cost-effective approaches to meeting organizational goals;

· Demonstrating an ability to get the job done well in more than one way while handling difficult and/or unpredicted circumstances; and/or,

· Producing a high quality of work, often ahead of established schedules with less than normal supervision.

There are no limits on the number of Exceeded ratings that may be assigned to employees.  An employee’s performance rating must be based on his/her demonstrated performance during the rating period.  Second-line managers and executives should ensure that ratings are consistently and fairly applied throughout their respective organizations.  A second-level approval is not required for a first-line manager to assign an Exceeded rating to an employee.

70.9.7   Postponement of a Rating of Record.  An employee must have served under a signed performance plan for a minimum of 90 calendar days prior to receiving a rating of record. 

The rating period for an employee who has not been in the same position with an established performance plan for 90 calendar days will be extended until the conclusion of the 90 calendar day minimum appraisal period.  

If an interim rating has been issued to the employee with less than 90 calendar days remaining in the rating period, and the employee has served under a performance plan for a minimum of 90 calendar days, then the manager need not extend the rating period.  The interim rating may be used to determine the rating of record.  In such cases, the Rating Official should consider both the interim rating as well as the employee’s performance during this less-than-90-calendar-day period for purposes of determining the rating of record.

If an employee is working under a PIP at the end of the rating period, the rating of record will be postponed until the employee has completed at least 90 calendar days on the PIP.  (See (600)-70.9.9).
New employees serving a one-year probationary period will not be given a rating of record until the completion of their probationary period.  If the rating period ends while an employee is on probation, the rating of record will be postponed until the end of the probationary period (assuming the employee has completed 90 days under the performance plan). 

If an employee is in a leave status for the entire rating period and has not worked on any assignments on which a performance rating can be based, the Rating Official should prepare a memorandum to be placed in the employee’s EPF outlining why a performance rating cannot be given (e.g., a performance evaluation for this rating period cannot be completed because the employee was in a LWOP status during the entire rating cycle).  A copy of this memorandum will also be sent to Human Capital as outlined in (600)-70.9.6.3.
To the extent that an employee has performed work during the rating period, but is not in duty status at the end of the rating period for such reasons as extended sick leave or military leave, the manager will prepare an appraisal and annotate the Form 430 “Employee Unavailable for Signature” and submit the appraisal to Human Capital as outlined in (600)-70.9.6.3.  Once the employee returns to duty status, the manager will obtain the employee’s signature, provide a copy of the rating to the employee, and forward a copy of the signed Form 430 to Human Capital as outlined in (600)-70.9.6.3.

70.9.8   Performance and Employee Development Discussion Requirements.  Managers are required to discuss employee performance and development with their employees at least twice during the rating period.  All GS-14 and other first-line managers must meet face-to-face with their employees to hold these discussions; GS-15 second-line managers and SES should make every effort to meet face-to-face with their employees, but may hold these discussions via telephone.  
Regardless of the vehicle used for discussion, all managers are required to document that the discussions were held by taking the following actions:

· At mid-year, the manager will document that the performance and development discussion was held by completing the appropriate section of the Form 430.  

· At rating of record, the manager will document the performance discussion by attaching his/her narrative comments to the Form 430.  The manager will document the development discussion by placing a simple note or memorandum in the employee’s Drop File.

· These requirements also apply to any interim ratings issued during the rating period.

An Individual Development Plan (IDP) may assist the manager and the employee in these employee development discussions.  The IDP can serve as a planning and tracking document; however, the use of an IDP is not mandatory.  The employee development discussions should recognize that employee development is a shared responsibility between managers and employees.  Given individual needs for, and interest in, development, employees are encouraged to raise development issues with their managers.  Managers are to be receptive to the employees’ needs and desires and to balance these with TIGTA’s organizational needs and budget.

70.9.9   Performance Improvement Plans (PIP).  A PIP must be prepared at any time during the rating period when employee performance in a critical element is failing.  Employees will be provided with the opportunity to demonstrate an acceptable level of performance.  

A PIP informs the employee what is necessary to improve and maintain an acceptable level of performance and provides the employee the opportunity to improve his/her current performance to the Successful level.  Before placing an employee on a PIP, managers should consult TIGTA Counsel.

During the mid-year review, any employee receiving a Fail rating must be placed on a PIP, which the manager documents on the Form 430PIP Part 2.  

An employee must have been on a PIP for 90 calendar days before a Fail rating can be assigned to a critical element on the rating of record.  Annual ratings (for rating periods ending September 30) due at the end of October must be delayed if an existing PIP has not been in effect for at least 90 calendar days.  If an employee is working under a PIP at the end of the rating period, the rating of record will be postponed until the employee has completed at least 90 calendar days on the PIP.
Managers should notify the Director, Human Capital and Support Services, when an employee is serving on a PIP and his/her rating of record will be delayed.
70.9.10   Relationship of Performance Appraisal to Other Personnel Actions
Within Grade Increase
A within grade increase (WIGI) is awarded to General Schedule employees whose level of performance is considered to be at an Acceptable Level of Competence in accordance with the provisions of 5 CFR Part 531.  See (600)-70.9.6.4 if denial of a WIGI is anticipated.

Probationary Periods
The appraisal process may be used to help determine whether employees serving probationary periods as new career or career conditional appointments or as newly appointed managers can successfully perform their respective probationary duties on a permanent basis. 

Promotions
Employees must be currently performing at least at the Successful level to be eligible for a career-ladder promotion. 

Performance Based Reductions in Grade and Removals
A rating of record of Fail in any critical element may be the basis for a reassignment, demotion, or removal.

70.9.11   Rewarding Performance.  It is TIGTA’s policy to recognize employee accomplishments through TIGTA’s Award Program adhering to the guidance and utilizing the types of award described in this section.
70.9.11.1   General Guidance.  While there is no limit to the number of awards or frequency of awards an employee may receive, employees are not entitled to an award.  The decision to grant an award is at the discretion of management within budgetary constraints.  To receive an award, 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 heads of each functional office are responsible for ensuring performance-based awards granted to employees within their respective offices reflect meaningful distinctions based on levels of performance.  In doing so, the heads of each functional office are given broad authority to implement performance-based award programs to meet their functional needs as long as the general guidance in this section (i.e., (600)-70.9.11) is followed.

Generally, award amounts granted to employees with Outstanding ratings should be greater than those amounts granted to employees with Exceeded ratings which in turn should be greater than the amounts granted to employees with Successful ratings.  

70.9.11.2  Responsibilities.

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

· Forward award nomination via HR Connect to the second level manager for approval.

· Provide the award recipient 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 award 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 award nomination.

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

· Ensure there is fair and equitable distribution of awards within his/her program.
· Ensure performance-based awards 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 award nominations to BPD via the HR Connect system.

· Sign the award certificate(s) forwarded by BPD and forward the signed certificate(s) to the appropriate manager(s) for presentation.  
· NOTE:  If someone other than the approving official is to sign the award certificate(s), the title and name of the official who is to sign the award certificate(s) must be included in the award submission.
Function Head

· Ensure performance-based awards 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 awards within his/her respective function that adhere to the general guidance contained in this section.

TIGTA Budget Office
· Monitor the awards budget.

· Coordinate with BPD to ensure accounting codes are correct and resolve any differences.

BPD 
· Ensure that employees nominated for Quality Step Increases (QSI’s) are eligible.

· Process awards in a timely manner.

· Prepare the award certificate and mail it to the address identified on the award nomination form.

70.9.11.3   Types of Awards.  

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

Each head of office may award one employee per rating period a “super” Performance Award up to $5,000.  This award may be issued only to an employee rated Outstanding and who has demonstrated exceptional performance over a prolonged period.  Heads of office must obtain the approval of the Inspector General for these awards. 

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 rating 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 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 award 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 award 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 award 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, 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.

Awards for Recognition Related to the Office of Investigations’ 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 a Performance Award, the manager may include a brief notation about the employee’s performance of the collateral duties in the employee’s Performance Award narrative. 

If the employee’s performance related to the Additional Performance Element warrants an award, 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, honorary awards presented by the Inspector General and are in addition to any other awards.  They recognize exemplary achievements that:

· Have a high impact on TIGTA’s and/or the function’s mission;

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

· Demonstrated ingenuity, innovation and or new uses of technology; and/or,

· Had 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 TIGTA Human Capital and Support Services Division will prepare annual calls for nominations for IG Awards.  

Other Award Programs.  At various times during the year, TIGTA is given the opportunity to nominate employees for awards granted by external organizations to TIGTA employees who have made outstanding achievements in their Government careers.  In most cases, these nominations are submitted through the TIGTA Human Resources Division to the awarding organizations.  

70.9.11.4   Award Submission Process.  All awards will be submitted through HR Connect and require review and approval by a second level supervisor.  The Director, Human Capital and Support Services, will issue specific instructions for awards processing each year.

Written Award Narratives.  Written narratives describing the employee’s accomplishments being recognized 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.
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