
AMEDDC&S Memo 690-2

DEP ARTME:NT OF THE ARMY
U.S. Army Medical De!partment Center and School

Fort Sam Housti:)n, Texas 78234-6100

Memorandwn
Number 690-2 2~ October 1993

1. PURPOSE. To provide polic:y and procedures for processing
nominations for superior accoIllplishment and performance clwards
within the u.s. Army Medical Department Center and Schoo:L
(AMEDDC&S).

2. REFERENCES.

a.

AR 672-20, 1 Jun 93, Incentive Awards

b. Civilian Personnel MES~iAGES AND KEY NOTES NO. 13-93,

3 Aug 93, Submission of Cash }~wards.

3. POLICY. For honorary awaI:ds or for additional information,
contact the AMEDDC&S Civilian Personnel Liaison in the Manpower
and Management Division, Direc:torate of Resource Management
(DRM), extension 18852 or 1896:7. Employees should never ~
informed they are under considleration for or have been nominated
for any kind of incentive awaJ:'d. Such an action may create
serious morale problems if the! nomination is not approved.

4. SUPERIOR ACCOMPLISHMENT AW'ARDS. The following procedures are
provided for the Special Act air Service Award (SASA), the
On-the-spot (OTS) Cash Award, and the Time Off Award (TOA.).

a.

§.Q§Qial Act or Service ill@r.9:. (Sample at Appendix A.

(1) Purpose. To recognize a meritorious personal effort,
act, service, or scientific achievement performed within or
outside assigned job responsibilities. When performed within jobresponsibilities, 

the act or service must significantly exceed
normal performance requirements of the position.

(2) Award. The SASA is a cash award and may include
DA Form 2443, Commendation Certificate.

(3) Eligibility. All appropriated fund employees are
eligible. The act, service, or scientific achievement must
result in tangible and/or intangible benefits to the Government
and may involve more than one employee. This award may be given
whenever benefits are identifi,ed.
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(4) Nominating Procedures

(a) The employee's supervisor or any official having
direct knowledge of the act, service, or scientific achievement,
in coordination with the empJ.oyee's supervisor, may initiate a
nomination on DA Form 1256, J:ncentive Award Nomination and
Approval (original plus 4). One copy of the justification for
the award and detailed infon~ation on how the benefits were
computed will be attached. FJ~he amount of the award will be based
on the cafih award criteria for tangiblejinta,ngible benefits for
suggestion awards (Appendix I~). The nominating official will
complete amd sign block 7, Pclrt I of DA Form 1256.

(b) The individual responsible for the activity's
budget wi1.l verify and provicie a signed statement that sufficient
funds are available in their civilian award budget to support
this award.

(c) The Director (or equivalent level) of th~ nominee's
activity is the approving aut:hority for Special Act or Service
Awards up to and including $~)OO. As such, the Director will
complete and sign block 12, Part IV of DA Form 1256. The
AMEDDC&S Commander is the approving authority for Special Act or
Service Awards from $501 up t:o and including $1500. The
approving authority must be at least one level above the level of
the nominsLting official.

(d) Nominations mu~;t be submitted within 60 calendar
days after the act, service, or scientific achievement to berecognized. ,'..

(e) After obtaining the approving authority's
signature, the nomination will be forwarded to the AMEDDC&S DRM,
Civilian Personnel Liaison. The Liaison will review the
nomination for regulatory coE~pliance, then forward it to the
AMEDDC&S Budget Officer who ~'1ill certify the funds are available
After certification, the nomjLnation will be given back to the
Liaison who will log it and jEorward it to the Directorate of
Civilian Personnel (DCP) for further review and processj_ng.
Following processing, DCP wiJLl forward one copy of the approved
DA Form 1256 through the LiajLson to the nominating official and
one copy to the Civilian PaYJ:,oll Office for preparation of the
award check. The nominating official may prepare a DA Form 2443
and present the award to the recipient in accordance with the
activity's presentation procE3dures.
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b. On-the-spot Cash Award. (Sample at Appendix c.

(1) Purpose. An OTS Cash Award is given by the supervisor
to provide immediate feedback and a special "thanks" to employees
who make an extra effort to perform their duties in a~ exemplary
manner.

(2) Award. The OTS Cash Award is a small Special Act or
Service Award ($25 to $250) and may include DA Form 2443.

(3)eligible.Eligibility. All appropriated fund employees are

(4) Nominating Procedures

(a) An employee's supervisor may initiate a nomination
on DA Form 1256 (original plus 4). One copy of a short desprip-
tion of the employee's achievement will be attached. The s.per-
visor will complete and sign block 7, Part I of DA Form 1256.

(b) The individual responsible for the activity's
budget will verify and provide a signed statement that sufficient
funds are available in the civilian award budget to support the
award.

(c) The Director (or equivalent level) of the nominee's
activity is the approving authority and will complete and sign
block 12, Part IV of DA Form 1256. The approving authority must
be at least one level above the level of the nominating official ~\.

(d) Employees should be nominated no more than two
weeks after the occurrence of the achievement being recognized.
Processing of the OTS Cash Award will not exceed 30 calendar
days.

(e) After obtaining the approving authority's
signature, the nomination will be forwarded to the AMEDDC&S DRM,
Civilian Personnel Liaison. i'he Liaison will review the
nomination for regulatory compliance, then forward it to the
AMEDDC&S Budget Officer who will certify that funds are
available. After certification, the nomination will be given
back to the Liaison who will log it and forward it to the DCP for
further review and processing. Following processing, DCP will
forward one copy of the approved DA Form 1256 through the Liaison
to the nominating official and one copy to the Civilian Payroll
Office for preparation of the award check. The nominating
official may prepare a DA FOrDl 2443 and present the award to the
recipient in accordance with the activity's presentation
procedures.

3
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Time Off Award. (Sample at Appendix F.)c.
(1) Purpose. Current regulation limits the use of the TOA

to reward achievements contributing to the Army mission and
resulting in benefits to the Government similar to Special Act or
Service Awards and On-the-spot Cash Awards.

(2) Award. For a sinc;rle contribution, the TOA consists of
a minimum of 1 and a maximum of 40 hours time off; however, no
more than 80 hours TOA per eDlployee per year will be approved.

(3) Eligibility. All appropriated fund civilian
employees, full-time or part-.time, are eligible for a TOA.

Nominating PrOCed1:Lres.(4)

(a) The employee's immediate supervisor is tpe
nominating and approving offj.cial for the TOA up to an'~ including
8 hours. The supervisor wil]. initiate the TOA on DA Form 1256
(original plus 4). One copy of a short description of the
employee's achievement and rE!sulting benefit will be attached to
the DA Form 1256. Also include a statement that the employee
will not lose leave as a cone5equence of accrued TOA hours. The
supervisor will complete and sign block 7, Part I of DA
Form 1256.

(b) For 9- to 40-hour Time Off Awards, and in addition
to the documentation describE~d above, the immediate supervisor
will use the Time Off Award f;cale for a Single Contribution.."to
determine the award amount and will convert the amount into'"time
off using the employee's hoUJ,:ly rate of pay. The TOA scale and a
sample computation are provided at Appendix G. The Director (or
equivalent level) of the nom~Lnee's activity is the approving
official and will complete and sign block 12, Part IV of DA
Form 1256..

~:c) Forward the completed DA Form 1256 with required
enclosures to the AMEDDC&S c:ivilian Personnel Liaison. The
Liaison will revi,ew the nomination for regulatory compliance,
then forward the award nomiru~tion to the DCP. Based on the
approved DA Form 1256, DCP w:ill generate an SF 50, Notice of
Personnel Action, one copy o:f which will go into the employee's
official I?erSonnel folder, O][1e copy will be forwarded to the
Civilian J?ayroll Office to rl9cord the official number of hours of
the TOA, and one copy to the employee.

(d) Employees will request TOA leave by completing
SF 71, Application for Leave, and checking "Other" in block 5,
specifying "TOA." A sample ;SF 71 is at Appendix H.

4
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(e) As TOA hours are used, the number of hours will be
recorded on USAFAC Form 5296-R, Standard Army Civilian Payroll
System Time and Labor Report, as other administrative leave,
code 207. A sample USAFAC Form 5296-R is also provided at
Appendix H.

(f) The employee's certifying official for time and
attendance will prepare, sign, and submit a separate memorandum
to the Civilian Payroll Office (with a copy furnished to the
appropriate timekeeper) verifying usage for each pay period in
which the TOA is used. The memorandum will include the
employee's name, social security number, time and attendance
location code, number of hours taken, and on what day(s). This
memorandum will be signed by the certifying official. A sample
memorandum is included with Appendix H. (These tasks will be
eliminated once the civilian payroll system is reprogrammed to
handle the TOA.

Limitations(5)

(a) The TOA will be submitted to the AMEDDC&S Civilian
Personnel Liaison within 30 calendar days of the act, service, orachievement being recognized. '

.,

(b) Accrued TOA hours will be used in hourly
increments.

The employee must use the TOA within one year of(0)

approval.

A TOA will not convert to a cash payment under any(d)
circumstances

(Formerly called the Sustained
(Sample at Appendix D.)

5 .PERFORMANCE AWARD ( P A) .
Superior Performance Award.)

To recognize a high level of performance for aa. Purpose.
specific period

b. Award. A PA is a monetary award and may include DA
Form 2443, Commendation Certificate.

c. Eligibility. A PA may be given only to appropriated fund
employees who received an Exceptional or Highly Successful annual
rating of record or who exceeded the minimum requirements for a
Fully Successful rating of record, with at least one critical
element exceeded, for the current rating period.

5
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d. Nominating Procedures.

(1) The employee's immediate supervisor is the nominating
official and will recommend the amount of the cash award on DA
Form 1256 (original plus 4) with one copy of a rating of record
for the most recent rating period which shows how the nominee
exceeded the job elements and one copy of the nominee's
performance plan. Performance Awards will be computed as a
percentage of pay with a maximum award of 5 percent of the
employee's base pay. The nominating official will complete
blocks 6b and 7, Part I of DA Form 1256.

(2) Contact the AMEDDC&S Civilian Personnel Liaison for
information about Performance Awards for GM employees.

(3) The individual responsible for the activity's budget
will verify and provide a signed statement that sufficient funds
are available in the activity's civilian award budget \0 support
this nomination. I

(4) The Director (or equivalent level) of the nominee's
activity is the a~~~y!ngautbo~i~ and will c~mplete an~ sign
block 12, Part IV of DA Form 1256. The approv~ng author~ty must
b~ a~ least one level above the l,evel of the nominating official.

(5). Nominations will be submitted within 60 calendar days
from the approval date of the annual performance rating.

(6) After obtaining the approving authority's signatu,~e,
the nomination will be forwarded to the AMEDDC&S DRM, Civilian
Personnel Liaison. The Liaison will review the nomination for
regulatory compliance, then forward it to the AMEDDC&S Budget
Officer who will certify that funds are available. After
certification, the nomination will be given back to the Liaison
who will log it and forward it to the DCP for further review and
processing. Following processing, DCP will forward one copy of
the approved DA Form 1256 through the Liaison to the nominating
official and one copy to the Civilian Payroll Office for
preparation of the award check. The nominating official may
prepare a DA Form 2443 and present the award to the recipient in
accordance with the activity's presentation procedures.

QUALITY STEP INCREASE (QSI). (Sample at Appendix E.)6.
To recognize exceptional performance

Purpose.

a.

b. Award. A QSI is an additional within grade step increase
and may include DA Form 2443, Commendation Certificate.

6
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c. Eligibility. The QSI may only be given to GS employees
with an Exceptional annual rating of record for the current
rating period.

Nominating Proceduresd.
(1) The employee's immediate supervisor is responsible for

nominating an employee on DA Form 1256 (original plus 4) with one
copy of the employee's Exceptional rating of record for the
current rating period and one copy of the employee's performance
standards. The nominating official will complete blocks 6b
and 7, Part I of DA Form 1256.

(2) The individual responsible for the activity's budget
will verify and provide a signed statement that sufficient funds
are available in the activity's civilian employee award budget to
support the QSI.

(3) The Director (or equivalent level) of the nominee's
activity is the approving authority. The approving authority
must be at least one level above the level of the nominating
official. If the AMEDDC&S Commander is the rating supervisor,higher level review/approval of the award is not required. :.

(4) Nominations will be submitted within 60 calendar days
from the approval date of the annual performance rating.

(5) An employee may not receive more than one QSI in any
52-week period.

(6) The QSI will not change the effective date of the
employee's normal within-grade pay increase except when receipt
of a QSI places an employee in the fourth or seventh step of a
grade, the waiting period for a regular within-grade increase is
extended by 52 weeks under the graduated waiting-period schedule
prescribed by section 5335(a), title 5, United States Code.

(7) After obtaining the approving authority's signature,
the nomination will be forwarded to the AMEDDC&S DRM, Civilian
Personnel Liaison. The Liaison will review the nomination for
regulatory compliance, then forward the nomination to the
AMEDDC&S Budget Officer who will certify that funds are
available. After certification, the nomination will be given
back to the Liaison who will log it and forward it to the DCP for
further review and processing. Following processing, DCP will
forward one copy of the approved DA Form 1256 through the Liaison
to the nominating official and one copy to the Civilian Payroll

7
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Office to initiate the change. The nominating official may
prepare a DA Form 2443 and present the award to the recipient in
accordance with the activity's presentation procedures.

7. BUDGETING FOR CIVILIAN AWARDS.

a. General. The AMEDDC&S will reserve .5 percent of the base
civilian pay budget for awards. The DRM will distribute these
funds based op each activity's pro rata share of civilian pay.
Directors and activity chiefs will administer their respective
awards program within this ceiling. Directors and activity
chiefs may not reprogram additional funds into their awardsbudget.

b. Performance Management and Recognition System. Public
Law 102-22, 31 Mar 91, eliminated mandatory awards to GM
employees :r-ated Exceptional and no longer requires exc~ptional GM
employees -to receive minimum awards of 2 percent.

8. TOTAL ARMY PERFORMANCE EV,ALUATION SYSTEM (TAPES). Employees
will be notified when they are covered by the provisions of this
new performance evaluation system, which will be implemented in
phases after 1 Jul 93. For employees who are rated under TAPES,
the following eligibility criteria apply to monetary awards forperformance.

a. ~formance Award. Employees rated at Successful Level 3
or higher .are eligible for consideration for this award.

b. ~lity SteE Increase. Only GS employees rated Succe'ssful
Levell arIa eligible for this award.

8
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" INCENTIVE AWARD NOMINATION AND APPROVAL

Fo, u.e 01 ,hi. lo,m, .ee AA 672.20; ,he propon8ft' aQenc., i. Office 01 ,he D~u,., Chlel al Staff 100 P nel.

PART I. TO BE COMPLETED BY OPERATIHGOFFICE
, EMP'-O'fEE.! L.A!T NAME. "'R!T NAME. MI 2 $(XIAL. !ECUR'T'f NO.3 ORGANIZATION

AMEDDC&S, IMO, Automation Mgmt Div,
Osophy, Phil NMI 000-00-0000 Information Processing Br

PRE!ENT PO!ITION TITL.E GRADE AND SAL.ARV 5 POSITION HEL.D DURING PERIOD COVERED IN N N
Office Automation Clerk, GS-0326-04 (llother than that .110- in Item 4)

$ 17,485

TYPE OF AWARD RECOMMENDED AND JUSTIFICATION

Furnish on reverse side or Dn an attached sheet of S" x IO'N' paper a factual statement of what the employee haa done to warrantI 
consideration for an award, indicating benefits resuitin& from the employee's perfonnance and si&nificance of special act or service.

I lnclude specific data required by applicable regulations for the type of award recommended. Attach a draft of a \X'oposed citation
to be included on commendation certificate written in the third person, and Dot exceeding ~

HONORARY

!b. 

MONETARY
\ QUALITY INCREASE 1 CATES

TOI I~ROW'

I P.A TO.

iOECORATION FOR EXCEPTIONAL
.CIVILIAN SERVICE[CERTIFICATE OF ACHIEVEMENT

ICERTI,.ICATE 0,. APPRECIATION ,.OR
PATRIOTIC CIVILIAN SERVICE

' DEPARTMENT OF OEFENSE DISTINGUISHEo!

CIVILIAN SERVICE AWARD t DATE'
I~~OM'
TO.

DATE

1 May 93

SUST AINED SUPE-
RIOR PERFORMANCE!--3~.'I 

SP~CIAI. ACT OR
SERVICE $ 75.00

-
MERITORIOUS CIVILIAN SERVICE

[AWARD PRESIDENTIAL AWARD

~

x

DATETYPED NAME AND TITLE

NOMINATING OFFICIALS

EXTENSION NO. I SIGNATURE

~£gc~ATING OFFICIAL SIGNATURE
TEL I! DATE

PART II .TO BE COMPLETED BY CIVILIAN PERSONNEL OFFICE
e. TYPE AND DATE DF INCENTIVE AWARDS GRANTE~ DURING PAST YEAR (Except Len,t" 01 ServIce and Su"eellon A_Ida)

PART III. TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE

.0 RECOMMEND APPROVAL OF AWARDS AS FOLLOWS. 10 0 DISAPPROVeD

CERTIFICATE OFI

APPRECIATION FOR

PATRIOTIC CIYIL-IAN

SERVICE

SUSTAINED 

SUPERIO"

PERP'ORMANCE

l "ENITONloua CIVILIAN-

SENVICE AWANO

CERTI~ICATE 0'-
ACHIEVE"'ENT

QUALITY'NCREASE

OTHKN (Spec/',.)DEPART"'ENTO~
I DEFENSE D'STIN-

iGUISHEO CIVILIAN

OECORATION FORIEXCEPTIONAI..ICIVII..IAN 

SERVICE

PRESIOENTIAL.
A_ARO

SPECIAL. ACT OR

SERVICE

~ COMPLETE FOR MONETARY AWAROSRECOMMENDED
AW( UNT RECOMMENDEO TANGIBI.EWONETARY BENEFITS ESTIWATEO ~I"ST YEA"S.VINGS

: 0 INTANGIBI.E
S S .ENE~ITS S

'" OATE TYPEO NAME OF I.OCAI. COW"ITTEE CHAIRMAN ~IGNATUR£

PART IV -TO BE COMPLETED BY APPROPRIATE AI'PROVING AUTHORITYIIES)
,
I APPROVED ((( DIS- 4DDITIONAL T R~ TITL~ 4ND DATE

4CTION LEVEl. I monetftry. indicate APPROVED CASH 4W4RD SIGNA U .
I "mount] I AWARDS BUDGET-APPROVAL AUTH"ORITY

$75.00 SIGNATURE, TITLE and DATE

13 "..JOR CO NO
REVIEW CO""'ITTEE

I,. 

CO ANOER OF "'AJOR
CO ANO OR OESIGNATEO
REPRESENTATIVE

" DEPART"£NT O~ THE
AR"Y INCENTIVE AWARD'
BOARD

PREVIOUS EDITIONS O~ THIS ~O~W .~£ OBSOLETE.
DA 1 ~~~M7! 1256 GPO : 19870- 188-258 (405091

A-I
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Mr. 

PhilOsophy is nominated for a Special Act or Service Award
for the period 1 February 1993 through 30 April 1993 while
assigned as an Office Automation Clerk, GS-O326-04, in the
Information Processing Branch, Automation Management Division,
Information Management Office. Mr. Osophy distinguished himself
by designing an automated form to keep track of man-hours spent
on specific word processing projects. His knowledge of a variety
of word processing systems has proven to be helpful on many
occasions.

Table 2-2 of AR 672-20, Scale of Awards Based on Intangible
Benefits was used to compute the benefits for this award. The
new automated form affects the function of one of~ce and has
moderate value; therefore, I noIIdnate Mr. Osophy ff:lr an award of
$75.00. \

(NOMINATING OFFICIAL~S SIGNATURE BLOCK)

I verify that sufficient funds are available in the IMO civilian
awards budget to support this nomination.

.&~ ...t. .Ji~,)uJ, ~U;~ -GURU

Information Management Office

A-2
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APPENDIX B

COntribution. with tangible beneflU

e.-~ ~y- e ~ Gov..-=..-O; NrQIr1 ~ A-U
Up 10 $10.000 10 percent of benefits
$10,001-5100.000 $1.000 for lhe first $10,000 plus 3 pert:enl benefits over $10,000

"$100,001 or rrore $3,700 for the first $100,000 plus .5 pert:ent of benefits over $100,000

Quick Guide for CalculatinG Awarda Baaed on Tangible Beneflta

I 

&.,8fiI8 Award , &.118118 Award : 8en8118 Ann! j BeMII8 AW8Itf

50.000 2,200 90,000 3,400 170,000 4,050 1,800,000 12,200'
51,000 2.230 91,000 3,430 175,000 4,075 1,900,000 12,700'
52,000 2.260 92.000 3,460 180,000 4,100 2,000,000 13,200'
53,000 2.290 93,000 3,490 185,000 4,125 2,100,000 13,700'
54,000 2,320 94,000 3,520 190,000 4,150 ! 2.200,000 14,200'
55,000 2,350 95,000 3,550 195,000 4,175 12.300,000 14,700'
56,000 2,380 96,000 3.580 200,000 4,200 2.400,000 15.200'
57,000 2,410 97,000 3,610 225,000 4,325 2,500,000 15,700'
58,000 2,440 98,000 3,640 250,000 4,450 2,600,000 16,200'
59,000 2,470 99,000 3,670 275,000 4,575 2,700,000 16,700'60,000 2,500 I 100,000 3,700 300,000 4,700 2,800,000 17.200.,61,000 

2,530',01,000 3,705 325,000 4,825 2,900,000 17,700.
162,000 2,560 1'02,000 3,710 350,000 4,950 3,000,000 18,200:
,63,000 2,590 I 103,000 3,115 375,000 5,075 3,100,000 18,100
64,000 2,620 104,000 3,720 400,000 5,200 I 3,200,000 19..200.
65,000 2,650 1OS,<XX> 3,725 425,<xx> 5,325 ' 3,300,<XX> 1;,700.

66,000 2,680 106,000 3,730 450,000 5,450 3,400,000 20,200.
67,000 2,110 101,000 3,735 475,000 5,575 3,500,000 20,700.168,000 

2,740 108,000 3,740 500,000 5.700 3,600,000 21.2oq,.
69,000 2,770 109,000 3,745 550,000 5,950 3,700,000 21,700.
70,000 2,800 110,000 3,150 I 600,000 8,200 3,800,000 22.200:
71,000 2,830 111,000 3,755 650,000 6,450 3.900,000 22,700
72,000 2,860 112,000 3,760 I 700,000 6,700 4,000,000 23.200.ITJ,OOO 

2,690 113,000 3,765 750,000 6,950 4,100,000 23,100'
174,000 2,920 114,000 3,770 800,000 7,200 4.200,000 24,200.
75,000 2,950 115,000 3,775 850,000 7,450 4,300,000 24,100.
16,000 2,980 I 110,000 3,780 I 900,000 7,700 14,360,<XX> 25,000-

17,000 3.010 I 117,000 3,785 I 950,000 7,950
78,000 3,040 118,000 3,790 '[',000,000 8,200
79,000 3,070 118,000 3,795 '1,050,000
SO,OOO 3,100 120,000 3,800 11,100,000
81,000 3.130 125,000 3,825 II 1,150,000
82,000 3.160 130,<XX> 3,850 i 1.200,000
83,000 3,190 135,000 3,875 ' 1,250,000

84,000 3,220 140,000 3,900 1,300,000
85,000 3,250 145,000 3,925 1,350,000
86,000 3.280 I 150,000 3,950 1,400,000
87 .000 ~~310 I 155,000 3,975 1,500,000

88,000 3.340 160,000 4,000 ! ',600,OOO
89,000 3.370 165,000 4,025 1,700,000

BeMa. A-1Ij

.Awards over $10,000

9,200
9,450 ..Maxinum award
9,700 authorized by the Off"ce
9,950 of Pe~nel Manage-

10,200. ment. A presKJential10,700. 
Award d. ~ to $10,000

11.200. may be pa~ in 8~it~
11,700. to the $25,000.

B-1



AMEDDC&S Memo 690-2

Scale of awards based on Intangible benefits

" Extent of AppLication "

Value of Benefit i Umtted Extended Broad General

Aft8Cta ~n..
mi..~. or persom"I 
of~.olfi~.f8Ciit'f,
WlltallaIion, or en
organizalon8J element
of .~aIt8r1.

Aft8Cta .amall .,..
of 8:i8nC8 or I8dInobqy.

AIf8<:ts fu~nl,
mislKln. or pe~nnel
01 MY8r8/ oWiC88. laciliti8s
or installations.

A/lecta an important
aIM 011Ci8~ or

t8Ctmology.

A/fecl8 function..
mi~n. Of pe~nej
of MWral r-o0n8/ .,...
orcommandl, or an
.nli,. d898lUnent Of
large independent
agerw;y, or i. in ~.
pubic 11.,..t
~roughout II. Nation
or beyond.

I A/f8Ct8 function..
mi..~. or per80MeI

i or 811 enti,. r8gionaJ .,..
i of ~mmand. May beI 

appjicateble to all 01 811

ild8pendent .gency or
.large txI,.MA.

Affects. broad .,.. of
~nw or t8cI1noiogy.

'" ~ '"'"

,sJi""
~~

..~~~

HIGH VALUE
Compiel8 ",visa, of a
basic prine~)je or
plOC8dll8; ;1 hig,1y

significant inprTNement
to the vajue of a

D~uct, mlior ~tivity. or
Dltlgl8m. or ..rvica Ic
the pulXic.

~

~...~

I EXCEPnol~AL VALUE
Initiation 01 .new
DrinaIM8 or mejor
DRICedII8; .superior
implOwmMlt b ~8
quality 01 .critical
gmuct, ecti";ty,

i Drogram, or "!Vice b
I tie PU~M:.

c,-~

B-2
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AMEDDC&S Memo 690-2

APPENDJ:X C

INCENTIVE AWARD NOMINATION AND APPROVAL
For use of this form, see AR 672-20; the proponent agency Is Office of the Deputy Chief of Staff for Personnel

---~
PART 1 -TO BE COMPLETED BY OPERATING OFFICE11. 

EMPLOYEE'S LAST NAME. FIRST NAME -MI 12. SOCIAL SECURITY NO.3. ORGANIZATION (No abbreViations)

I AMEDDC&S, Directorate of Operation Student
Infomlation Office

Goround, Mary NMI 000-00-0000
14, PRESENT POSITION, TITLE, GRADE AND SALARY
Information Receptionist, GS-o30 1-04
$19,123

I s, POSITION HELD DURING PERIOD COVERED IN NOMINATION (If
other than that shown in item 4)

~ 6. TYPE OF AWARD RECOMMEND~D

, ALL NOMINATIONS WILL BE JUSTIFIED AND INCLUDE THE DOCUMENTATION REQUIRED BY DA PAM 672.20.
a. HONORARY D. MONETARY
-DECORATION FOR EXCEPTIONAL COMMANDER'S AWARD FOR

CIVILIAN SERVICE CIVILIAN SERVICE QUALITY STEP INCREASE

MERITORIOUS CIVILIAN SERVICE
AWARD

SUPERIOR CIVIlIAN SERVICE
AWARD

I-ACHIEVEMENT MEDAL FOR
CIVlUAN SERVICE I;ERFORMANCEAWARD

I 

:PECIAL ACT/SERVICE AWARDCERTIFICATE OF ACHIEVEMENT-

! 

ON- THE-SPOT CASH AWARDOTHER (Specify)

C. PERIOD OF SERVICE TO BE RECOGNIZED (MOIYR -MOIYR) , TIME OFF AWARD

7. NOMINATING OFFICIAL
s. TYPED NAME AND TITLE b. SIGNATURE c. TELEPHONE NUMBER d. DATE

Nominating Official AREA CODE ( )

Signature Block
PART 11- TO BE COMPlETED ONLY FOR AWARDS FORWARDED TO HQDA (DAPE-CPL)

-.~
8. INDICATE IF NOMINATION IS CONSISTENT WITH PARAGRAPH 2-2 IN AR 672-20 (Cln:/6 ye,s-orno-/fno. please expleln on sepaf8te page)

YES 8. TYPED NAME EQUAL EMPLOYMENT OPPORTUNITY OFFICER b. SIGNATURE c. DATE

I 

NO

e. SIGNATUREd. TYPED NAME CIVilIAN PERSONNEL OFFICER f. DATE

'YES

NO

PART '" -TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE. RECOMMENDI

I S. APPROVAL 0 DISAPPROVAL 0 OTHER 0

COMPLETE FOR MONETARY AWARDS RECOMMENDED

AMOUNT RECOMMENDED TANGIBLE MONETARY BENEFITS INTANGIBLE BENEFITS ESTIMATED FIRST YEAR

$ $ SAVlNGS$

PART IV TO BE COMPLETED BY APPROPRIATE APPROVING AUTHORITY (lES)

APPROVED (If DIS- ADDITIONAL
ACTION LEVEL ~.iMica/8~ APPROVED CASH AWARD SIGNATURE,TlTLEANDDATE

!

10. LOCAL COMMITTEE
CHAIRPERSON

$100.00
12. MAJOR COMMAND REVIEW

,COMMITTEE

'13. COMMANDER OF MAJOR
I COMMAND OR DESIGNATED

REPRESENTATIVE

DA FORM 1256, APR 93 EDITION OF OCT 78 MAY BE USED UNTIL EXHAUSTED. USAPPC V4.10

C-l



,AMEDDC&S Memo 690-2

Ms Mary Goround is nominated for an On-the-Spot ,Cash Award while
assigned as an Information Receptionist, GS-O301-04, in the
Student Information Office, Directorate of Operations. This
award is a special thank you for going the extra mile to assist
the newly assigned military students as they become accustomed to
Fort Sam Houston and the San Antonio area. As evidenced by the
numerous letters from these students and the!ir famj.lies, Ms.
Goround's efforts are essential and greatly apprecj.ated.

(NOMINATING OFFICIAL'S SIGNATURE BLOCK)

I verify that sufficient funds are available in the Directorate
of Operations civilian awards budget to support t~s nomination

i

c:h?1J-n I.LI )~i..?'zd£ Ic.)

'MO~Ey-I!liNDER
Budget Officer'
Directorate of Operations

C-2-
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AMEDDC&S Memo 690-2

APPENDIX D

INCENTIVE AWARD NOMINATION AND APPROVAL
For use of this form, see AR 672-20; the proponent agency is Office of the Deputy Chief of Staff for Personnel

PART 1 -TO BE COMPLETED BY OPERATING OFFICE

1. EMPLOYEE'S LAST NAME -FIRST NAME -MI

Cloth, Terry
14. PRESENT POSITION, TITLE, GRADE AND SALARY
~ Secretary, GS-O318-O5

$21,395

15. POSITION HELD DURING PERIOD COVERED IN NOMINATION (If
i other than that shown in item 4)

6. lYPE OF AWARD RECOMMENDED

ALL NOMINATIONS WILL BE JUSTIFIED AND INCLUDE THE DOCUMENTATION REQUIRED BY DA PAM 672-20.

HONORARY
DECORATION FOR EXCEPTIONAL COMMANDER'S AWARD FOR
CIVILIAN SERVICE CIVILIAN SERVICE

G. MONETARY

QUALITY STEP INCREASE

MERITORIOUS CIVILIAN SERVlCe '
AWARD '

SUPERIOR CIVILIAN SERVICE i

AWARD

ACHIEVEMENT MEDAL FOR
CIVILIAN SERVICE

PERFORMANCE AWARD

IPECIAL ACT/SERVICE AWARDCERTIFICATE OF ACHIEVEMENT

ON- THE-SPOT CASH AWARD
OTHER (Specify)

TIME OFF AWARDc. PERIOD OF SERVICE TO BE RECOGNIZED (MOIYR -MOIYR)

NOMINATING OFFICIAL
TYPED NAME AND TITLE

IMMEDIATE SUPERVISOR'S
SIGNATURE BLOCK

SIGNATURE I c. TELEPHONE NUMBER I d. DATEa. D.
AREA CODE

PART \I .TO BE COMPLETED ONLY FOR AWARDS FORWARDED TO HQDA IDAPE-CPL)

8. INDICATE IF NOMINATION IS CONSISTENT WITH PARAGRAPH 2-2 IN AR 672-20 (C/tc/e yes or no -If no. pease explain on separate page)

11

YES I a. TYPED NAME EQUAL EMPLOYMENT OPPORTUNITY OFFICER i D. SIGNATURE I c. DATE'

~

0

YES

NO

8. SIGNATUREd. TYPED NAME CIVILIAN PERSONNEL OFFICER DATE

PART III .TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE. RECOMMEND

9. APPROVAL 0 DISAPPROVAL 0 OTHER 0

COMPLETE FOR MONETARY AWARDS RECOMMENDED

INTANGIBLE BENEFITS

I

ESTIMATED FIRST YEAR
SAVINGS $

AMOUNT RECOMMENDED
$

TANGIBLE MONETARY BENEFITS

PART IV TO BE COMPLETED BY APPROPRIATE APPROVING A~
ADDITIONAL

CASH AWARD
DIS-

APPROVED SIGNATURE, TITLE AND DATEACTION LEVEL
APPROVED (If
monetary, Indicate amount)

~ 10. LOCAL COMMITTEE
CHAIRPERSON

i11. INSTALLATION COM-
'MANDER OR DESIGNATED
I REPRESENTATIVE $428
112. MAJOR COMMAND REVIEW

COMMITTEE

EDITION OF OCT 78 MAY BE USED UNTil EXHAUSTED.

D-l
USAPPC V4.10DA FORM 1256, APR 93



AMEDDC&S Memo 69

I verify that sufficient funds are available in the Directorate
of Resource Management civilian awards budget to support thisnomination.

J~ >,~ Y~~'1~ V
FUNDS FINDER
Budget Officer
Directorate of Reso~ce Management

..,

D-2
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AMEDDC&S Mmemo 690-2
APPENDIX E

-INCCNTIVE AWARD NOMINATION AND APPROVAL
For UI. 01 this lorm, ...AA 672.20; the prO~8nt ov...cy II Ollie. 01 the Deputy Chl.1 01 Stoll lor P ft.l.

PART I. TO BE COMPLETED BY OPERATIHGOFFICE
EMP'-OVEE'S LAST NAME "'RST NAME...' SCXIAL SECURITV NO. ',ORGANIZATION

AMEDDC&S, Directorate of Resource
ROAD, Rock E. 000-00-0000 Management, Budget Division

~ PRESENT POSITION TITLE GRAOE ANO SALARV S POSITION "'EL-O OURING P RIOO COVERED IN N N
Budge t Assistant, GS-O561-0 7/2 I (11 oth.r 'Mft Iha' ."0- 1ft II.m 4)

$23,474
TYPE OF AWARC RECOMMENCED AND JUSTIFICATION

Furnish on reverse side or on an attached sheet 01 8" x IO'h" paper a ractual statement or what the employee haa done to w.nant
consideration (or an award. indicating benefit a resulting Irom the employee's per(orm.nce and significance o( special act or aervice.

Ilnciude specific dat. required by applicable regulaticna (or the type o( award recommended. Attach a dr.'t 01 a jX'opoa.d citation
~ to be included on commendation certificate written in the third person. snd Dot exceedin~ 90 worda.

HONORARY o. MONETARY
I QUALITY INCREASE OATES

To,GS-07/3 ~~OWI 5-1-92
'24,231 P.. TO, 4-30-93

OECORATION FOR EXCEPTIONAL
CIVILIAN SERVICECERTIFICATE OF ACHIEVEMENT

DEPARTMENT OF CEFENSE DISTINGUISHE X

CIVILIAN SERVICE AWARD

~-

I CERTIFICATE OF APPRECIATION FOR

PATRIOTIC CIVIL-IAN SERVICE OAT&8

~~O'"
i
I TO:

OAT&

SUST AINED SUPE.
RIOR PERFORMANCE

-

~

MERITORIOUS CIVIL-IAN SERVICEIAWARD
PRESIDENTIAL. AWARD

SPECIAL ACT O~
SERVICE \

DATETVPEDNAME AND TITLE

IMMEDIATE SUPERVISOR's
SIGNATURE BLOCK

NOMINATING OFFICIALS

EXTENSION NO. I SIGNATURE

TEL If DATE

PART II .TO BE COMPLETED BY CIVILIAN PERSONNEL OFFICE

I. TyPE ANC OATE 0.. INCENTIVE AWAROS GRANTEC CURING PAST YEA~ (EKC.pl I..n"h of Servic..rod Su"..'lon Aw.rd.)

I PART III .TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE ,",

.0 RECOMMEND APPROVAL OF AWARDS AS FOLLOWS. 10 0 DISAPPROVED

I 

CERTIFICATE OF

APPRECIATION FOR

PATNIOTIC CIVILIAN
SERVICE

l~a~ITO~IOU. CIYI'-I.N.
.a~YICE .WA~O

CEAT'.-ICATE OF

ACHIEVEMENT

SUSTAINEO 

SUPERIOR

PERFON"'ANCE
QUALITY INCREASE

- - -

I 

0 TH&~ (Specl',,]
OEPA~T"ENTO~
DEFENSE DISTIN-

GUISHED C:IVI...IAN

OECORATION FOR

EXCEPTIONAL-
CIVIL-IAN SERVICE

SPECIAL. ACT OR

SERVICE

I 

PRESIDEN TIALI

AWARD

COMPLETE FOR MONETARY AWAROSRECOMMENOEO
A...l UNT RECO ENClEO TANGIBLE ...ONETARY BENE~ITS EST""ATED ~'~ST YEAR SAVING.

0 INTANGI8LE
S S BENE~ITS S

'I DATE TYPED NA"'E 0" '.OCAL CO"""'TTEE CHAIR"'AN SIGNATURE

PART IV. TO BE COMPLETED BY APPROPRIATE A,~PROVIHG AUTHORITY(IES)

APPROVED rrr DIS. ADDITIONAL I
ACTION L.EVEL I monetftry. indic8t8 APPROVED CASH AWARDI SIGNATURE. TITL.E AND DATE

IUNSTALL.ATION CO"'. ~IFFERENCE "'ANDER OR OESIGNATE..Q

E EN OLD & EWREPRESENTATIVE 1)

SALARY)

--

AWARDS BUDGET APPROVAL AUTHORITY
SIGNATURE, TITLE, & DATE

13 MAJOA C OMMANO

REVIEW COMMITTEE

1

'4 CO"""ANOEA O""'A.lOA
CO"""ANO OR OESIGNATEO
"EPAESENTATIVE

II

's- CEPART"ENT OF T"'E
AR"V INCENTIVE AWARCS
BOARC

PR£YIOUS EDITIONS O~ THIS ~O"" ARC OaSOL.ETE
GPO : 19870- 188-258 (40509)

E-l



AM;EDDC&S Memo 690-2

I verify that sufficient funds are available in the Directorate
of Resource ManagE!ment's civilian pay budget to support this
Quality Step InCrE!ase.

BENDER
C, Budget Division
Directorate of Resource Management

E-2
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APPENDIX F
-

INCENTIVE AWARD NOMINATION AND APPROVAL
For use of this form, see AR 672-20; the proponent agency is Office of the Deputy Chief of Staff for Personnel

PART 1 -TO BE COMPLETED BY OPERATING OFFICE

1. EMPLOYEE'S LAST NAME -FIRST NAME. MI ') SOCIAL SECURITY NO. r3:- ORGANIZATION (No abbreviations)

I AMEDDC&S Directorate of Health Care
Management Engineering

I GRINCH, JOSEPH A 000-00-0000

~ PRESENT POSITION. TITLE: GRADE ANDSALARY
MANAGEMENT ANALYST, GS-o343-ll/3

5. POSITION HELD DURING PERIOD COVERED IN NOMINATION (If
other than that shown in item 4)

Ie:- ~ --TYPE OF AWARD RECOMMENDED~
ALL NOMINATIONS WILL BE JUSTIFIED AND INCLUDE THE DOCUMENTATION ~UIRED BY DA PAM 672.20.

~

MONETARY,

QUALITY STEP INCREASE

I~

ACHIEVEMENT MEDAL FOR
CIVILIAN SERVICE

I PERFORMANCE AWARD! 

$

-

HONORARY
DECORATION FOR EXCEPTIONAL COMMANOER'~ AWARD FOR

I 

SPECIAL ACT/SERVICE AWARD
$

CERTIFICATE OF ACHIEVEMENT

I--

ON- THE-SPOT CASH AWARD
$

I OTHER (Specify)

I c. PERIOD OF SERVICE TO BE RECOGNIZED (MO/YR -MO/YR)

I 

TIME OFF AWARD 16 HOURS
x

17. NOMINATING OFFICIAL
TYPED NAME AND TITLE~ SIGNATURE c. TELEPHONE NUMBER I~

AREA CaDEt \ I
DATE

-~.

IMMEDIATE SUPERVISOR'S
SIGNATURE BLOCK

--PART II -TO BE COMPLETED ONLY FOR AWARDS FORWARDED TO HQDA (DAPE-CPL) --

8. INDICATE IF NOMINATION IS CONSISTENT WITH PARAGRAPH 2-2 IN AR 672-20 (CIrcle yes or no -If no. fiease exlia/n on separate page)

YES 18. TYPED NAME EQUAL EMPLOYMENT OPPORTUNITY OFFICER I D. SIGNATURE DATE

I~iYES

f---,-;

NO

I e. SIGNATUREI d. TYPED NAME CIVILIAN PERSONNEL OFFICER DATE

PART III. TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE -RECOMMEND

9. APPROVAL 0 DISAPPROVAL 0 OTHER 0

COMPLETE FOR MONETARY AWARDS RECOMMENDED

I~MOUNTRECOMMENDED

TANGIBLE MONETARY BENEFITS I INTANGIBLE BENEFITS ESTIMATED FIRST YEAR
SAVINGS $

PART IV TO BE COMPLETED BY APPROPRIATE APPROVING AUTHORITY (IES)

ADDITIONAL
CASH AWARD

DIS-
APPROVEDACTION LEVEL SIGNATURE. TITLE AND DATE

APPROVED (If
rrIOl1eIa1y, indicate smounQ

110. LOCAL COMMITTEE
CHAIRPERSON

16 hrs
112. MAJOR COMMAND REVIEW

COMMITTEE

EDITION OF OCT 78 MAY BE USED UNTIL EXHAUSTED.DA FORM 1256, APR 93 USAPPC V4.10

F-l

CIVILIAN SERVICE

MERITORIOUS CIVILIAN SERVICE
AWARD

!I
SUPERIOR CIVILIAN SERVICE

AWARD

I 

CIVILIAN SERVICE
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Mr. Grinch is nominated for 16 hours Time-Off Award 'for
completing a complex management study involving the entire u.s.
Army Medical Department Center and School (AMEDDC&S). This study
involved the organizational structures of the AMEDDC&S
Directorates and required extensive interviewing of key
personnel, compiling information, applying manpower staffing
standards, and using sound management principles to create new
structures and a new Table of Distribution and Allowances. As a
result of these new structures, some of the administrative
procedures were simplified and the AMEDDC&S was able to save a
substantial number of positions and dollars.

Mr. 

Grinch's contr~but~on is considered to be of subs~antial
value to the organ~zat~on.

Mr. 

Grinch will not lose accrued annual leave as a result of this
award.

IMMEDIATE Supervisor
C, Manpower Studies
Directorate of Health Care

Management Engineering

F-2

~



AMEDDC&S Memo 690-2
APPENDIX G

TIME-OFF AWARDS SCALE FOR A SINGLE CONTRIBUTION

Value to orqanization Numbel~ of Hours

Moderate:

1 to 10

(1) A contribution to a product,
activity, program, or service to the
public, which is of sufficient value
to merit formal recognition.

(2) Beneficial change or modification
of operating principles or procedures

",
11 to ~Osubstantial:

(1) An important contribution to the
value of a product, activity, program,
or service to the public.

(2) Significant change or modification
of operating principles or procedures.

High: 21 to 30

(1) A highly significant contribution
to the value of a product, activity,
program, or service to the public.

(2) Complete revision of operating
principles or procedures, with
considerable impact.

31 to 40Exceptional:

(1) A superior contribution to the
quality of a critical product, activity,
program, or service to the public.

(2) Initiation of a new principle or
major procedure, with significant
impact.

G-l
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COMPUTATION

Mr. 

Joseph A. Grinch
SSN 000-00-0000
GS-0343-11/3

The contributions made by Mr. Grinch are considered intangible
benefits of substantial value with extended application:

Annual Salary $35,865
.;. 2087

$ 17.18 per hour

Value Recommended
Hourly Rate

$ 260
17...1..§.

15.134 hours rounded up to the
hour = ~~ hours

"
nearest

G-2
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APPENDIX H

-'{,

71-112Sf 71
11- 3n91
Offta Of PfISONNfl MANAGEMENT APPLICA nON FOR LEAVE

f'.. _.99G-2. 6 2-'

INSTlUcnONS: Please complete Items 1-8 after reading the PriYaey~ Statement .h~ below.
1. Na- (Print or t~i..Gat, First, M.I.)

Grinch. Joseph A.
2. Employ.. I.D. Number

000-00-0000

~

A

FROM,
4-8,

TO.

Monlfll Day

4 29
A.M. 4-C

0700 P.M. Total Number
H of Hours

our A.M.

1530 P.M, 16

3. Orvanizati_1 Unit

AMEDDC&S. Hlth Care M~t En~r
Montfl l Day

4 30
6. Remarks

7.

/ 8, Oat.
,Af,..,. LAo.. r.."

~

,. Ih"8Oyrequ"'(I,.mo~ IMn OM boz.. ch«~ uptain in Item 6.0 &maru}:
Annual ~y.. (Annual ka.,. r?quuted may nol ~%coed 1M amounl

a'~ilabk for use during 1M ka.,. .war.)

I Sict ~. (Q,mpl~te ~.,.~,iM of fonn.)

I~. WithO4lt Pay.
I Compensatory Tim..
Other. (Specify! TOA (16 hrs)

Appro." u [raw. IRltiou actlOR to reschedule.) "."u./abl.. r,., ., d.".",1' Iii.. , ,~ '_r' ..w ,.. 1"0. y"",

N5N 7540-00-753-5067

Plea.~ d~tGcA tAu notice before submitting SF ?1.

PRIVACY ACT STATEMENT

Section 6311 of Title 5 to the U.S. Code authorizes collection of this information. The primary use of this information
is by management and your payroll office to approve and record your use of leave. Additional disclosures of the
information may be: To the Department of Labor when processing a claim for compensation regarding a job
connected injury or illness; to a State unemployment compensation office regarding, a claim; to Federal Life
Insurance or Health Benefits carriers re~arding a claim; to a Federal. State. or local law enforcement agency when
your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal agency when
conducting an investigation on you for employment or security reasons; to the Office of PersonnelMan~ement or

(CO/ltinlled 0/1 &wraeJ

B-1
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CURRENT PERIOD: OR!GINALX
PRIOR PERIOD: ORIGINAL::

CORREC':'!tI-
CORR.E::TED=

STANDARD ARMY C!V!LIAN PAYROLL SYSTEM
TIME AND LABOR REPORT

~OB SEQUENCE NUMBER~

ASSIGNED SHIFT.
S'l'A1"US CODE--2.

I 

LAST

PAY
HOUR

TYPE-

LAST
TODIHOUR

TYP£

'Al" /
)AT!

SHIFT
WORKED--

~,.-

SUN

16 Now

~roN

17~

rUE

9~ 001 0011515

~ -M11 8 .
,

J 9 001 001

!

18 :!bu

WED

::ti~)

~ 111m
9 001. 001

19~

THU

J !

9 8)1 001

3)~

FRI
9 001 001

SAT

~ f&tM ~'-£.
~&-?1 t'K ~ I.I~ ~

3111 Ta7;"~qH-2 .

!FIRST
TOD
:HOUR
'TYPE
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DEPARTMENT OF THE ARMY
u.s. ARMY MEDICAL DEPARTMENT CENTER AND SCHOOL

FORT SAM HOUSTON. TEXAS 78234-8100

REPlY TO
A TTEHTX)N OF

HSME (690) Date

MEMORANDUM FOR Commander, USAG, ATTN: Director of Resource
Management (Civilian Pay)

SUBJECT:

Use of T~e Off Award (TOA)

1. The following information is provided to account for usage of
TOA:

Employee:

a. GRINCH, Joseph A.

b.SSN:

ODD-DO-DODO

Location Code: ECHOc.

d.

Date of TOA: 29-30 April 1993

NUMBER OF HOURS TAKEN: 16e.
f. HOURS OF LEAVE: 0700-1530

2. The point of contact for this action is the undersigned at'
221-0000.

SIGNATURE BLOCK

B-3
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(HSMC-RM)

FOR THE COMMANDER:

OFFICIAL:

CHARLES E. DYER, II
Colonel, MS
Secretary of the General Staff

C6~~ ~~e:~
CLODETH c. FrNDLA'f'
CPT, MS
Adjutant General

DISTRIBUTION:
A, plus:
20-HSMC-RM
50-HSMC-IAP


