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CHAPTER 1.  GENERAL INFORMATION

1-1. PURPOSE OF THE INCENTIVE AWARDS PROGRAM 

The Incentive Awards Program is designed to motivate members of the Georgia National Guard to increase productivity and creativity, and achieve greater efficiency, economy, and improvement of operations. It provides a method for rewarding those whose job performance and ideas are substantially above normal job requirements and performance standards. It also provides for consideration of performance contributions throughout the Georgia National Guard. The Incentive Awards Program will be endorsed and vigorously supported by all levels of management, and administered entirely on the basis of merit without regard to age, sex, race, color, religion, national origin, marital status, or physical or mental handicap. 

1-2. PROGRAM RESPONSIBILITIES 

a.  The Adjutant General.

The Adjutant General is responsible for the overall administration, improvement, and evaluation of the Georgia National Guard Incentive Awards Program. The Adjutant General or his designated representative is the approving authority for all incentive awards. This responsibility has been delegated to the Human Resources Office.

b.  The Human Resources Office.

The Human Resources Office is responsible for: 

(1) Assuring compliance with program requirements.

(2) Establishing a State Incentive Awards Program Committee.

(3) Promoting and supporting the Incentive Awards Program.

(4) Budgeting adequately to assure prompt action on awards.

(5) Administering and publicizing the Incentive Awards Program.

(6) Providing advice, assistance, and training to supervisors on the effective use and participation in the program.

(7) Providing training and orientation to all National Guard members on how they can earn awards.

(8) Designating an HRO staff member (excluding clerical staff) as the Program Manager of the Incentive Awards Program Committee.

(9) Preparing required reports.

(10) Assuring that awards under this program will be considered when evaluating candidates for promotion (TPR 300(335), Appendix B).

c. Supervisors.

Supervisors are responsible for: 

(1) Providing support for and participating in the Incentive Awards Program. 

(2) Exercising care in considering award recognition. Although there should be a linkage between performance appraisal and performance recognition, this does not mean awards will be automatic for a technician whose performance meets the basic eligibility for an incentive award.

(3) Determining the type of recognition that will best motivate the technician to greater productivity, by matching recognition to performance; e.g., granting a within-grade increase; selecting for promotion; giving cash awards for special acts; recommending an SSP or QSI; or granting honorary awards, commendations, or letters of appreciation.

(4) Ensuring that nominations for special acts or services are submitted as soon as possible, and that all award presentations are conducted in a timely manner after approval.

d. Program Manager.

The Program Manager will: 

(1) Be a non-voting member who will assist the Human Resources Officer in the establishment of the Incentive Awards Program Committee. The Committee will consist of a chairperson and an alternate responsible for the overall functioning of the Committee. Other Committee members will be qualified representatives of major functional areas and should, as far as practicable, represent all levels of the workforce.

(2) Ensure technicians and active military members are informed regarding member recognition through the Incentive Awards Program.

(3) Determine requirements for technical evaluations of suggestions and ensure qualified evaluation is accomplished in a timely manner.

(4) Refer those suggestions that appear to be inventions for patent investigations.

(5) Ensure all suggestions and award nominations meet eligibility requirements and documentation is completed and submitted properly.

(6) Ensure important information is forwarded throughout the National Guard and other Federal agencies when adopted suggestions may have wider application.

(7) Obtain necessary coordination on nominations for incentive awards.

(8) Arrange for payment and presentation of awards and ensure appropriate publicity.

(9) Evaluate the total Incentive Awards Program, and provide feedback to management, technicians, and active military members.

e. Incentive Awards Program Committee.  In order to provide continuity, members of the Incentive Awards Committee will be appointed by the Human Resources Officer for a three year term.  The USPFO of Georgia will be represented on the committee by an individual designated by the USPFO and will have full membership and voting rights.  The committee will meet at the call of the chairperson who will be appointed by the HRO.  The scope and level of review of the Committee may be established as necessary to effectively manage the Incentive Awards Program.  Responsibilities of the Committee may include the following:

(1) Assisting the Program Manager in planning Incentive Awards Program activities, implementing new program features, and providing program promotion to create and maintain interest in the Incentive Awards Program.

(2) Reviewing and making recommendations on nominations for all incentive awards submitted to the committee.

(3) Assisting the Program Manager in reviewing suggestions and requests for reconsideration of disapproved suggestions.

(4) Evaluating the effectiveness of the Incentive Awards Program by tracking award nominations, numbers of awards granted, and periodically reviewing the overall impact of the suggestion program.

(5) Reviewing program results to assure that awards are granted equitably and on the basis of merit.

(6) Ensuring that award presentations are conducted in a timely manner.

CHAPTER 2. SUSTAINED SUPERIOR PERFORMANCE (SSP)

(TECHNICIANS ONLY)

2-1. PURPOSE 

An SSP is a monetary award in recognition of significant superior performance of duties and responsibilities which clearly exceed the technician's assigned position requirements. 

2-2. ELIGIBILITY 

To be eligible for a sustained superior performance award, the technician’s most recent performance appraisal must reflect a rating of 4 (Excellent) or higher. The sustained superior performance on which the award is based must have been maintained for at least 6 months and in the same job and grade level, unless the technician was demoted during the period for reasons other than cause. Award eligibility will not be effected by position changes occurring after the period covered by the recommendation. However, an SSP is not appropriate if a technician is about to receive a promotion or has received a promotion in the past 6 months. If the technician’s performance appraisal was completed more than 60 days after the rating period, a new performance appraisal must be completed before being considered for an SSP. There will be no exceptions to this policy.

2-3. PROCEDURES AND APPROVAL AUTHORITY 

The technician's immediate supervisor is responsible for initiating the nomination, using NGB Form 32.  The recommended amount or percentage of the award will be indicated on NGB Form 32.  If the supervisor does not provide a recommendation on NGB form 32, the Incentive Awards Committee will determine the amount of award.  In all cases, the Incentive Awards Committee will make a final determination of that amount or percentage of amount.  A nomination package will include, in addition to NGB Form 32 and a current appraisal, a narrative justification of not more than one page with significant facts and information supporting justification of the award.  After review by the Incentive Awards Committee, the Committee will, by a majority vote, recommend approval or disapproval to The Adjutant General or designated representative. If approved, The Adjutant General or designated representative will sign and forward the NGB Form 32 to the HRO Program Manager for final processing. If disapproved, it will be returned through supervisory channels to the nominating official with an appropriate explanation. When a nomination is disapproved, the technician must begin a new waiting period before consideration for an incentive. The effective date of a new waiting period begins following the period the previous recommendation was based upon.

2-4. AMOUNT OF AWARD 

a. Payment of awards for SSPs will not exceed 10% of annual base salary.  The Committee will apply the following guidelines in determining the amount of awards:

(1) Performance rating of 4 (Excellent) may be awarded up to 5% of annual base salary.

(2) Performance rating of 5 (Outstanding) may be awarded up to 10% of annual base salary.

b. If the Committee determines that an award above 10% is warranted, these cases will be forwarded to NGB-HR on NGB Form 32 for review and approval.  The case must reflect that the technician has performed his/her duties in a highly outstanding manner and has contributed significant tangible and/or intangible contributions to the organization and Government.  The nomination package should include copies of the technician's performance standards, performance appraisal, (HRR Forms 430 and 430-1), and any other awards the technician may have received. The NGB Form 32 will also include a narrative justification describing how the technician's outstanding performance of duties and special achievements are deserving of an award in excess of 10%.

c. When the recommendation has been approved, the Program Manager will process the completed NGB Form 32 for payment. The technician then receives the cash award and a Commendation Certificate.

CHAPTER 3. QUALITY STEP INCREASES (QSI)

(TECHNICIANS ONLY)

3-1. PURPOSE 

Quality Step Increase (QSI) should be used only by management officials as a recognition of service that significantly exceeds high quality job performance by General Schedule technicians. A QSI is not to be repeated on a purely automatic basis, but should clearly show that the technician's performance is deserving of such recognition. If a technician has received a QSI, the justification for QSIs in successive years in the same grade and position must provide specific evidence of increased quality of performance over and beyond that on which the previous increase was warranted. 

3-2. ELIGIBILITY 

As a minimum, a period of high quality performance for this award is 12 months in the same job and grade level.  To be eligible for a QSI, the technician's overall performance for the previous 12 months, as reflected on the most recent performance appraisal, must have been at the outstanding level with a performance rating of five (5).  Also, at least 70% of the job elements should exceed standards.  Such performance must also be expected to continue at the same level of effectiveness.

3-3. PROCEDURES 

The technician's immediate supervisor is responsible for initiating the nomination, using NGB Form 32.  A technician's current performance appraisal will be used as justification for this award, provided it is not more than 60 days old.  If the technician's performance appraisal is more than 60 days old, a new performance appraisal must be completed before being nominated for a QSI.  A nomination package will include, in addition to NGB Form 32 and a current appraisal, and a narrative justification of not more than one page with significant facts and information supporting justification of the award of a QSI.  The immediate supervisor must also certify that, based on past experience, it is believed the technician's high quality of performance is likely to continue. The NGB Form 32 should be submitted to the HRO Program Manager.  The Committee will review the nomination.  If the Committee determines that a QSI is not justified based on the documentation submitted, it may recommend an SSP award in lieu of a QSI.  The Committee is not authorized to recommend changing an SSP to a QSI.

a.  A QSI is not appropriate when a technician is about to receive a promotion or has received a promotion in the past 6 months. In cases where a promotion action is pending prior to final action on a QSI, the QSI will be held in abeyance pending the outcome of the promotion. If the promotion is disapproved, the QSI should continue to be processed. A regular scheduled within grade increase is not considered a promotion. Also, award of a QSI will not effect dates of scheduled within grade increases.

b. A QSI may not be granted when it is based in whole or in part upon a specific act or any period of service that served as the basis for a previous cash award.

c. Periods of extended absence (i.e., in excess of 30 consecutive days) to include extended military active duty, will exclude individuals from eligibility for a QSI during the rating period. This does not apply to technician performing technician TDY.

3-4. APPROVAL AUTHORITY 

The Incentive Awards Program Committee will forward its recommendation to The Adjutant General or his designated representative, who will review the nomination and grant final approval/disapproval. If disapproved, the nomination will be returned to the originator, through channels, with an appropriate explanation. When a nomination for a QSI is disapproved, a new period of consideration must be established (12 months from the previous period of service). 

3-5. EFFECTIVE DATE 

Approved QSIs are effective at the beginning of the next regular pay period following the date of final approval. 

3-6. PRESENTATIONS 

Approved QSIs will be presented at an appropriate ceremony and accompanied by a Commendation Certificate. 

CHAPTER 4. SPECIAL ACT OR SERVICE AWARD

(ALL TECHNICIANS AND ACTIVE MILITARY SERVICE MEMBERS)

4-1. GENERAL 

A special act or service award is a monetary award in recognition of an act of heroism, or similar one-time special act, service, or scientific achievement that contributes to the efficiency, economy, or other improvement of Government operations or is otherwise in the public interest. The act, service, or scientific achievement may or may not involve measurable monetary benefits and may include an individual or group of individuals. Active military members may only receive a special act or service award for scientific achievements.

4-2. AWARD PROCESSING 

A supervisor (technician/military) having a direct knowledge of the special act or service should initiate the nomination immediately on an NGB Form 32 and forward to the Incentive Awards Program Manager. The Program Manager will then forward nominations to the Incentive Awards Committee for appropriate action. After review by the Incentive Awards Committee, the committee will recommend approval or disapproval to The Adjutant General or designated representative. All nominations will be submitted within 30 calendar days after the special act or service. Awards will be computed in accordance with Appendices A and B. Each cash award processed will be accompanied by a Commendation Certificate. 

CHAPTER 5. TIME OFF AWARDS

(TECHNICIANS ONLY)

5-1. PURPOSE

Time-Off Awards are excused absences granted to employees (technicians) without charge to leave or loss of pay. Time Off Awards are granted in recognition of a special act, exceptional service, or other personal effort that contributes to the quality, efficiency, or economy of government operations. The act or service may or may not be within the technician’s normal job requirements. The award is intended to recognize superior or exceptional service over and above normal duties as specified in the technician’s job standards. Time-Off Awards can be used in lieu of SSPs or QSIs, however, they are not to be used in lieu of a within grade increase or as a substitute for a pay adjustment. Justification for a Time-Off Awards and other cash awards should not be inclusive of each other. Each award should be for a separate act or service and should not overlap.

5-2. PROCEDURES AND APPROVAL AUTHORITY

a. Anyone can submit an individual for a Time-Off Award. A copy of the technician’s most current appraisal, not older than 60 days, and a completed NGB Form 32 should accompany the narrative. The nominee’s supervisor must initiate or indorse the recommendation. Justification for a time-off award should be in a brief narrative format, one page or less, on plain bond paper. The narrative must clearly explain the act or service accomplished by the technician. It should include specific and factual information or data to support the exceptional performance of the individual

b. Nominations initiated by the supervisor will be forwarded through the chain of command to the selecting official for approval or concurrence. The same procedures for other incentive awards will be followed when processing Time Off Awards. The selecting official is authorized to grant time off awards up to 40 hours in a calendar year without further approval. When approved, the nomination package will be forwarded to HRO for input to the pay system. If a technician is nominated for more than 40 hours time off in a calendar year, the nomination must be forwarded to the Incentive Awards Committee. If abuse of the system is detected at any level, approval authority of all time off awards for that organization will revert to the Incentive Awards Committee.

c. Awards of up to 40 hours may be granted for each separate act or service to be recognized. No more than 80 hours may be granted to any individual within a calendar year. The technician must use the time awarded within 12 months from the date of the award. The technician cannot take the time off until the award has been entered into the pay system and is documented on SF 50, Personnel Action.

5-3. ELIGIBILITY

All technicians, to include temporary technicians, are eligible for the award. 

CHAPTER 6. ON-THE-SPOT CASH AWARDS

(TECHNICIANS ONLY)

6-1. PURPOSE

a. On-the-Spot Cash Awards are special act or service awards designed to quickly recognize one time or short-term effort by Georgia National Guard Technicians that results in service of exceptionally high quality or quantity. The award is to be used for immediate recognition of significant superior performance but not sufficient to warrant a higher incentive award.

b. The On-the-Spot Cash Award is particularly appropriate for rewarding technician efforts that might otherwise go unrecognized. Examples include:

(1) Performance of exceptionally high quality work under tight deadlines.

(2) Performance of added or emergency assignments in addition to regular duties.

(3) Exhibiting exceptional service or responsiveness in dealings with customers.

(4) Demonstrating extraordinary initiative or creativity in handling a critical need or issue.

6-2.
PROCEDURES AND AMOUNTS OF AWARDS

a. On-the-Spot Cash Awards may range from $25.00 to $500.00 for a single award. A technician may receive no more than $2,000.00 in a calendar year. These amounts are before applicable taxes.

b. Supervisors must initiate the recommendation for the award and forward the nomination to the selecting official through the full time chain of command.  The selecting official or designated representative is the approval authority for the award. The selecting official or designated representative will, as soon as possible, present the individual with a memorandum indicating the amount of the award and the reason for the recognition. If abuse of the system is detected at any level, approval authority of all on-the-spot awards for that organization will revert to the Incentive Awards Committee.

c. On-the-Spot Cash Award nominations will include a narrative justification accompanied by a completed NGB Form 32. After approval by the selecting official, the nomination must be forwarded to the HRO for input into the automated personnel and pay systems. Payment of the award will be included in the individual’s normal pay normally within 30 days after the award is approved by the selecting official.

6-3. ELIGIBILITY

All Georgia National Guard Technicians, including temporary technicians, are eligible for On-the-Spot Performance Awards. 

CHAPTER 7.  SUGGESTIONS

(ALL TECHNICIANS AND ACTIVE MILITARY MEMBERS)

7-1. SUGGESTION REQUIREMENTS
A suggestion must meet the following requirements: 

a. Submitted in writing within 90 days after the date the suggestion form is signed.

b. Involves a proposal that is original to the National Guard as a whole.

c. Does not substantially duplicate a suggestion already under consideration or a suggestion for which the ownership rights have not expired.

d. Is outside the suggester's job responsibilities or, if within, are so superior that it warrants special recognition. 

7-2. SUBMITTING SUGGESTIONS
a. Suggestions will be submitted on NGB Form 6 for Army and AF Form 1000 for Air. The submission must be in legible handwriting, typewritten or in electronic media format. The suggester must present an outline of the specific area for improvement, state the potential workable solution in detail, and give the benefits that can be expected. More than one solution may exist, but the suggester should cite enough potential benefits to warrant a change. 

b. All information available to the suggester (stock number, form title, numbers of parts, type of aircraft, address of Office of Primary Responsibility (OPR) if known, photographs, sketches, drawings, blueprints, mockups, etc.) must be listed on NGB Form 6 or AF Form 1000 with originals attached. The suggester must ensure that classified material is properly controlled. 

c. If the suggestion pertains to matters under the jurisdiction of the suggester's supervisor, the suggester may give the suggestion to the supervisor for review and discussion and forward to the Program Manager. Although optional, this means of submission is widely encouraged for its mutual benefit to the suggester and the supervisor. If the suggester does not elect to use supervisory channels, the suggestion may be forwarded to the Program Manager.

d. Suggestions will be submitted through normal technician/military channels to:





Program Manager

State Incentive Awards Committee





Human Resources Office





P.O. Box 17965 





Atlanta, Ga 30316-0965 

7-3. EVALUATION PROCEDURES

a. Each suggestion received by the Program Manager will be validated against current award files for duplication. The suggestion forms submitted will be assigned a control number and identified as a technician or military suggestion. The Program Manager will ensure that each suggestion is signed and that notification of receipt is submitted to the suggester. If a suggestion is incomplete or not considered eligible, it will be returned to the suggester with an appropriate explanation.

b. Suggestions that are accepted will be processed as follows:

(1) Suggestions will be forwarded, with an established suspense date, to the local OPR for investigation, evaluation, and recommendation regarding adoption or non-adoption. Suggestions will be evaluated on NGB Form 7 or AF Form 1000 with full consideration given to any developments directly attributed to the suggestion. When an evaluation cannot be completed within 60 days after receipt of the suggestion, the Program Manager will inform the suggester of its status, and furnish subsequent progress reports including reason(s) for any extended evaluations. The OPR will review suggestions for duplication of those currently under consideration or of others received previously.

(2) When a suggestion is determined by the local OPR to require modification or updating of aircraft, systems, or equipment, it must be converted to the appropriate format and processed as a modification request/equipment improvement recommendation and submitted through appropriate channels. (Reference TM 38-750 and AFR 57-4.) Once the local OPR makes such a determination, that office holds the suggestion in abeyance until that channel of processing is complete. A suggestion may not be processed under the provisions of this regulation until final approval of the modification or updating change is received and documented as to the date and method of implementation and benefits to be derived. To facilitate finalization of the suggestion and ensure proper credit for any resulting changes, the modification request/equipment improvement recommendation should state: "This action is the result of Suggestion (identifying symbol and number, date, and name of suggester)." If adopted, the implementing OPR will provide a completed NGB Form 7 or AF Form 1000 reflecting proper credit for the source of the original idea.

(3) When a suggestion is within the authority of the evaluator to adopt and is considered useful and practicable, the NGB Form 7 or AF Form 1000 will state how and when the suggestion could be placed into operation. It will also include an estimate of the annual savings and benefits, together with an explanation of the method used in making the determination. The OPR will evaluate tangible and/or intangible benefits in accordance with Appendices A and B. The OPR will return the suggestion to the Program Manager with recommendation as to the level of adoption. When the suggestion is recommended for implementation beyond the local level, the Program Manager will forward the original suggestion to NGB-HR or ANG/XPME for processing.

(4) When a suggestion is not within the authority of the evaluator to adopt and is considered useful and practical, the OPR will return the NGB Form 7 or AF Form 1000 to the Program Manager who will forward the suggestion to NGB-HR or ANG/XPME for processing.

(5) A suggestion that is not considered useful or practical may be rejected at any level. The Program Manager, in coordination with the OPR, should not forward suggestions to NGB-HR or ANG/XPME unless they are considered to be fully useful and beneficial improvements. If the evaluator is uncertain of the suggestion's value, the suggestion should be returned to the Program Manager for further action. If the suggestion is not recommended for adoption, the OPR will return the suggestion to the Program Manager with an appropriate explanation.

(6) Suggestions received by NGB-HR or ANG/XPME will be given an NGB number and forwarded to the appropriate OPR for evaluation. The Program Manager will be informed of the status of a suggestion and notified of any extended delays. Once an evaluation is completed, the Program Manager will be advised of the approval or disapproval of the suggestion together with a copy of the evaluation. Approvals will also provide cash award information, if appropriate. 

7-4. REQUEST FOR RECONSIDERATION 

A suggester may submit a request to the Program Manager for reconsideration of a disapproved suggestion if; the suggester provides additional material, information designed to clarify significant issues, or findings that an adopted suggestion has a wider application than was originally determined, etc. 

7-5. AUTHORITY TO GRANT AWARDS 

a. The Adjutant General may approve cash awards up to and including $5,000 for locally adopted suggestions resulting in tangible/intangible benefits or a combination of both. These awards will be reviewed by the Incentive Awards Committee for mathematical accuracy and compliance with this regulation. Cash awards for locally approved suggestions in excess of $5,000 will be submitted to NGB-HR or ANG/XPME with a recommendation for the additional award. Awards for approved suggestions that have received technical evaluation beyond the State level will be returned to the Incentive Awards Committee by NGB-HR or ANG/XPME with authority for full payment. All cash awards for suggestions will be processed using the automated personnel data and pay systems.

b. The amount of a cash award approved must be determined based on the benefits derived. The amount of a cash award to members of a group may not exceed the total amount authorized. If individuals in the group made a substantially equal contribution, each will receive an equal share of the award. If their contributions differ significantly, each receives a share proportionate to their contribution to the suggestion. When submitting a group suggestion, the suggesters should indicate on the NGB Form 6 for Army and AF Form 1000 for Air the sharing ratio for any cash award that might result. 

c. The Chief, National Guard Bureau, is authorized to approve cash awards up to and including $10,000 (individual or group), inclusive of awards granted at the State level, for suggestions resulting in tangible/intangible benefits or a combination of both. 

d. NGB-HR or ANG/XPME will forward recommendations for cash awards in excess of $10,000 through the appropriate military service Secretary for submission to the Office of Personnel Management for technicians and to the Secretary of the service concerned for military members of the National Guard. 

7-6. AWARD FOR TANGIBLE BENEFITS 

A cash award for tangible benefits is granted on the basis of actual or estimated savings during the first full year of operation. (Reference Appendix A). An adopted suggestion with less than $250 in benefits will be recognized by a letter of appreciation. 

7-7. AWARD FOR INTANGIBLE BENEFITS 

By their very nature, awards in this category are recommended on the basis of judgment rather than precise facts or calculations. Therefore, it is important that suggestions be reviewed in light of their intrisnic merit and all relevant precedents, and adoption of suggestions and approval of cash awards be fair and as consistent as possible. (Reference Appendix B). 

7-8. OWNERSHIP RIGHTS OF THE SUGGESTER 

The suggester retains "ownership" of an idea during its evaluation and for one year after the date of the final action (date of approval of an award or written notification of non-adoption). 

CHAPTER 8. INVENTIONS

(ALL TECHNICIANS AND ACTIVE MILITARY MEMBERS)

8-1. PROCESSING INVENTIONS 

Inventions are a new and useful process, machine, or other item that may be patentable under the patent laws of the United States. If adopted, inventions submitted as suggestions, or in connection with scientific achievements, are eligible for cash awards. By law, if an invention is published or used publicly, or an article embodying it is sold or is placed on sale more than 1 year before filing of a patent application in the U.S. Patent and Trademark Office, a U.S. Letters Patent may not be granted. Therefore, to protect the rights of the Government and the inventor, any suggestion or other contribution that appears to be an invention must be promptly submitted to NGB-HR for review and processing. NGB-HR will forward the suggestion, or scientific achievement that incorporates the invention, to the Patents Division of the Departments of the Army or the Air Force Judge Advocate General. 

8-2. INVENTION AWARDS 

a. The Judge Advocate General's office will determine whether the contribution is an invention, what the inventor's rights are, and whether the invention will be processed for patenting. After processing, the invention will be returned to NGB-HR with the following considerations: 

(1) An award of $100.00 in addition to any award that might have been paid for the suggestion or scientific achievement to the inventor and, if applicable, to each joint inventor following a determination that the invention was made under circumstances that give the Government at least a license under the invention pursuant to the provisions of EO 10096, and the inventor voluntarily consents to the granting of at least a nonexclusive irrevocable and royalty-free license in the invention to the Government with power to grant licenses for all Governmental purposes. 

(2) An award of $300.00 (to be shared equally when the invention is filed by joint inventors) upon the issuance of a patent. 

b. Upon notification from the appropriate Judge Advocate General’s Office that an invention has been approved for implementation, NGB-HR will notify the Program Manager to arrange for payment of a cash award based on benefits to the Government. When an invention award is paid, the inventor must complete the required forms acknowledging the payment of the award. When the inventor accepts an award based upon the approved invention, the acceptance will constitute waiver of any claim against the Government. Cash awards for inventions will be processed using the automated personnel data and pay systems. 

CHAPTER 9. LENGTH-OF-SERVICE RECOGNITION

(TECHNICIANS ONLY)

9-1. PURPOSE 

Length-of-service emblems and certificates (NGB Form 52) will be awarded to all National Guard technicians as recognition for long and faithful Federal service with the National Guard and other Government agencies.

9-2. ELIGIBILITY 

Technicians become eligible for recognition when they complete ten years of creditable Federal service. Creditable service includes all service used in establishing the technician's service computation date. This award may be presented in five year increments up to and including 50 years. 

9-3. RESPONSIBILITIES 

The Adjutant General delegates responsibility for administering the service recognition program to the HRO. The HRO determines technician eligibility and prepares certificates for presentation. 

9-4. PRESENTATION 

This award should be presented as soon as the technician attains eligibility. However, the presentation may be set within a reasonable period after the date of eligibility in order to arrange presentation ceremonies. Benefits to technician morale from such recognition depends to a great degree upon the pride and respect with which the awards are presented, received, and worn. In order to foster these ideals, care should be taken to ensure that maximum publicity is given to presentation ceremonies. Selecting officials, supervisors, or commanders should present the emblems and certificates. 

CHAPTER 10. HONORARY AWARDS

AND OTHER METHODS OF RECOGNITION

(TECHNICIANS ONLY)

10-1. THE PRESIDENT'S AWARD FOR DISTINGUISHED FEDERAL CIVILIAN SERVICE 

a. This is the highest award granted under the Federal Incentive Awards Program. This award is granted by the President of the United States and consists of a gold medal and citation. The achievements upon which a nomination for this award are based should have current impact on improved Government operations or serving the public interest, and exemplify one or more of the following: 

(1) A display of imagination in developing creative solutions to problems of Government. 

(2) A display of courage in persevering against great odds and difficulties. 

(3) High ability in accomplishing extraordinary scientific or technological achievement in providing outstanding leadership in planning, organizing, or directing a major program of unusual importance and complexity, or in performing an extraordinary act or credit to the Government and country. 

(4) Long and distinguished career service. 

b. To be eligible, a technician must have already received the Department of the Army or the Air Force Decoration for Exceptional Civilian Service Award and the Department of Defense Distinguished Civilian Service Award. Nominations must be personally endorsed by The Adjutant General. Details and submission dates will be announced by NGB-HR after receipt of information from the Office of Personnel Management. 

10-2. DEPARTMENT OF DEFENSE DISTINGUISHED CIVILIAN SERVICE AWARD 

a. The Secretary of Defense annually presents this award to six civilian employees of the Department of Defense whose careers reflect exceptional devotion to duty, and significant contributions of broad scope to the efficiency, economy, or other improvements in the operations of DOD. This award consists of a gold medal and citation personally signed by the Secretary of Defense. Awards are made in two categories: for contributions or achievements primarily in the scientific field; or for contributions or achievements in fields other than scientific. 

b. Nominees should be made from among those technicians who have already received the Department of the Army or the Air Force Decoration for Exceptional Civilian Service. Nominations must be personally endorsed by The Adjutant General. Details and submission dates will be announced by NGB-HR. 

10-3. DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE 

a. Nominations for this award will cover a minimum period of one year of service, except nominations for bravery, and must be submitted within six months after completion of the period to be cited. Eligibility will be determined by measuring contributions against the level of achievements defined below:

(1) Accomplished assigned duties of major program significance to the Department of the Army or the Air Force in such a manner as to have been clearly exceptional or outstanding among all who have performed like or similar duties. 

(2) Developed and improved major methods and procedures, developed significant inventions, or was responsible for exceptional achievements that affected large-scale savings or were of major significance in advancing the missions of the Department of Army, Air Force, or Defense and the Federal Government. 

(3) Exhibited great courage and voluntary risk of life in performing an act resulting in direct benefit to the Government or its personnel. 

(4) Provided outstanding leadership to the administration of major Army or Air Force programs in terms of highly successful accomplishments of mission or in major redirection of objectives or accomplishments to meet unique or emergency situations. 

b. Retirement, separation, or long periods of service may not be used as a sufficient basis for this award. With the exception of nominations for bravery, nominations will not normally be considered unless the technician has established a pattern of excellence as demonstrated by receipt of such prior recognition as the Department of the Army or the Air Force Meritorious Civilian Service Award or other equivalent recognition from another Federal agency. Details regarding nominations for this award will be announced by NGB-HR. 

10-4. MERITORIOUS CIVILIAN SERVICE AWARD 

a. Nominations for this award will cover a minimum period of one year of service, except nominations for bravery, and must be submitted within six months after completion of the period to be cited. The Chief, National Guard Bureau, is the approval authority for this award. Eligibility will be determined by measuring contributions against the level of achievements defined below: 

(1) Accomplishing supervisory on non-supervisory duties in an outstanding manner, setting a record of achievement and inspiring others to improve quality and quantity of their work. 

(2) Exercising unusual initiative in devising new and improved work methods and procedures that resulted in a substantial savings in manpower, time, space, materials, or other items of expense, or in improving safety or health of technicians. 

(3) Achieving outstanding results in improving the morale of workers in an organizational unit with consequent improvement in work performance. 

(4) Exhibiting unusual courage or competence in an emergency, while performing assigned duties, resulting in direct benefit to the Government or its personnel. 

b. Retirement, separation, or long periods of service will not be used as a sufficient basis for this award. 

c. Nominations must contain specific examples of the technician's accomplishment and the benefits derived in sufficient detail to be easily understood. Nominations, together with a proposed citation, will be submitted to NGB-HR using an NGB Form 32 (original and four copies). 

10-5. PRESIDENTIAL RECOGNITION PROGRAM 

Technicians whose contributions (suggestions, inventions, or special achievements) are beyond job requirements and result in first-year measurable benefits of $10,000 or higher, or represent exceptional management improvement contributions of equal benefit to the Government in areas that have high Presidential interest and concern, are eligible for personal memorandums of commendation from the President. Nominations may be made for an individual, small working group, or for a team achievement that has received recognition under this regulation. NGB-HR will prepare nominations for this program. 

10-6. CERTIFICATES OF ACHIEVEMENT 

Certificates of achievement will be initiated by the technician's immediate supervisor, concurred in by the next level supervisor, and approved by The Adjutant General or designated representative. 

10-7. AWARDS BY NON-FEDERAL ORGANIZATIONS 

Nominations for the following awards will be submitted to NGB-HR for review and processing: 

a. Arthur S. Fleming Award 

b. William A. Jump Memorial Award 

c. GEICO Public Service Award 

Details and submission data will be announced by NGB-HR. 

10-8. OTHER METHODS OF RECOGNITION 

a. Memorandums of appreciation or commendation may be granted by supervisors for specific instances of above-standard performance or work achievements by an individual technician or a group of technicians that warrant special recognition but does not meet the criteria for a special type award (i.e., an adopted suggestion that did not meet the eligibility requirement for a cash award). 

b. NGB Form 999, Certificate of Retirement, is presented when a technician retires from the Federal service. The Adjutant General will sign NGB Form 999. 

CHAPTER 11. PAYMENT, PROGRAM PROMOTION,

REPORTS, AND RECORDS

11-1. PAYMENT OF AWARDS 

a. All cash awards, whether to technicians or active military members of the National Guard, will be financed from Federal funds locally available within the State. 

b. All monetary awards will be paid at the earliest practicable date after the adoption of a suggestion or the approval of any other cash award. The movement of personnel, after recommendation of an award that requires higher headquarters approval, does not change the financial responsibility of the recommending organization for payment of the full award.

c. Cash awards are considered obligations that must be met, except where the granting of an award would cause an over-obligation on the State. 

d. Cash awards are treated as additional income; therefore, taxes will be withheld in accordance with established regulations. 

e. Regardless of the reason for separation from employment, an unpaid cash award will be treated as an amount due and will be processed in accordance with established regulations. 

11-2. PROMOTIONAL MATERIALS 

Maximum use will be made of all forms of promotional media and materials in order to create and maintain interest in the National Guard Incentive Awards Program. 

11-3. REQUIRED REPORTS 

The HRO will submit one copy of OPM Form 1465, Incentive Awards Program Annual Report, RCS: 1059-OPM-AN to NGB-HR, on a fiscal year basis. Submission requirements will be published annually by NGB-HR. 

11-4. RECORDS 

Incentive award records will be maintained in accordance with AR 340-18-6.

APPENDIX A

Scale of Awards Based on Tangible Benefits

	Benefits
	Award
	Benefits
	Award
	Benefits
	Award
	Benefits
	Award
	Benefits
	Award

	Up to $10,000 
	10%
	$50,000 
	$2,200 
	$90,000 
	$3,400 
	$170,000 
	$4,050 
	$1,800,000 
	$12,200 

	$11,000 
	$1,030 
	$51,000 
	$2,230 
	$91,000 
	$3,430 
	$175,000 
	$4,075 
	$1,900,000 
	$12,700 

	$12,000 
	$1,060 
	$52,000 
	$2,260 
	$92,000 
	$3,460 
	$180,000 
	$4,100 
	$2,000,000 
	$13,200 

	$13,000 
	$1,090 
	$53,000 
	$2,290 
	$93,000 
	$3,490 
	$185,000 
	$4,125 
	$2,100,000 
	$13,700 

	$14,000 
	$1,120 
	$54,000 
	$2,320 
	$94,000 
	$3,520 
	$190,000 
	$4,150 
	$2,200,000 
	$14,200 

	$15,000 
	$1,150 
	$55,000 
	$2,350 
	$95,000 
	$3,550 
	$195,000 
	$4,175 
	$2,300,000 
	$14,700 

	$16,000 
	$1,180 
	$56,000 
	$2,380 
	$96,000 
	$3,580 
	$200,000 
	$4,200 
	$2,400,000 
	$15,200 

	$17,000 
	$1,210 
	$57,000 
	$2,410 
	$97,000 
	$3,610 
	$225,000 
	$4,325 
	$2,500,000 
	$15,700 

	$18,000 
	$1,240 
	$58,000 
	$2,440 
	$98,000 
	$3,640 
	$250,000 
	$4,450 
	$2,600,000 
	$16,200 

	$19,000 
	$1,270 
	$59,000 
	$2,470 
	$99,000 
	$3,670 
	$275,000 
	$4,575 
	$2,700,000 
	$16,700 

	$20,000 
	$1,300 
	$60,000 
	$2,500 
	$100,000 
	$3,700 
	$300,000 
	$4,700 
	$2,800,000 
	$17,200 

	$21,000 
	$1,330 
	$61,000 
	$2,530 
	$101,000 
	$3,705 
	$325,000 
	$4,825 
	$2,900,000 
	$17,700 

	$22,000 
	$1,360 
	$62,000 
	$2,560 
	$102,000 
	$3,710 
	$350,000 
	$4,950 
	$3,000,000 
	$18,200 

	$23,000 
	$1,390 
	$63,000 
	$2,590 
	$103,000 
	$3,715 
	$375,000 
	$5,075 
	$3,100,000 
	$18,700 

	$24,000 
	$1,420 
	$64,000 
	$2,620 
	$104,000 
	$3,720 
	$400,000 
	$5,200 
	$3,200,000 
	$19,200 

	$25,000 
	$1,450 
	$65,000 
	$2,650 
	$105,000 
	$3,725 
	$425,000 
	$5,325 
	$3,300,000 
	$19,700 

	$26,000 
	$1,480 
	$66,000 
	$2,680 
	$106,000 
	$3,730 
	$450,000 
	$5,450 
	$3,400,000 
	$20,200 

	$27,000 
	$1,510 
	$67,000 
	$2,710 
	$107,000 
	$3,735 
	$475,000 
	$5,575 
	$3,500,000 
	$20,700 

	$28,000 
	$1,540 
	$68,000 
	$2,740 
	$108,000 
	$3,740 
	$500,000 
	$5,700 
	$3,600,000 
	$21,200 

	$29,000 
	$1,570 
	$69,000 
	$2,770 
	$109,000 
	$3,745 
	$550,000 
	$5,950 
	$3,700,000 
	$21,700 

	$30,000 
	$1,600 
	$70,000 
	$2,800 
	$110,000 
	$3,750 
	$600,000 
	$6,200 
	$3,800,000 
	$22,200 

	$31,000 
	$1,630 
	$71,000 
	$2,830 
	$111,000 
	$3,755 
	$650,000 
	$6,450 
	$3,900,000 
	$22,700 

	$32,000 
	$1,660 
	$72,000 
	$2,860 
	$112,000 
	$3,760 
	$700,000 
	$6,700 
	$4,000,000 
	$23,200 

	$33,000 
	$1,690 
	$73,000 
	$2,890 
	$113,000 
	$3,765 
	$750,000 
	$6,950 
	$4,100,000 
	$23,700 

	$34,000 
	$1,720 
	$74,000 
	$2,920 
	$114,000 
	$3,770 
	$800,000 
	$7,200 
	$4,200,000 
	$24,200 

	$35,000 
	$1,750 
	$75,000 
	$2,950 
	$115,000 
	$3,775 
	$850,000 
	$7,450 
	$4,300,000 
	$24,700 

	$36,000 
	$1,780 
	$76,000 
	$2,980 
	$116,000 
	$3,780 
	$900,000 
	$7,700 
	$4,360,000 
	$25,000 

	$37,000 
	$1,810 
	$77,000 
	$3,010 
	$117,000 
	$3,785 
	$950,000 
	$7,950 
	

	$38,000 
	$1,840 
	$78,000 
	$3,040 
	$118,000 
	$3,790 
	$1,000,000 
	$8,200 
	

	$39,000 
	$1,870 
	$79,000 
	$3,070 
	$119,000 
	$3,795 
	$1,050,000 
	$8,450 
	

	$40,000 
	$1,900 
	$80,000 
	$3,100 
	$120,000 
	$3,800 
	$1,100,000 
	$8,700 
	

	$41,000 
	$1,930 
	$81,000 
	$3,130 
	$125,000 
	$3,825 
	$1,150,000 
	$8,950 
	

	$42,000 
	$1,960 
	$82,000 
	$3,160 
	$130,000 
	$3,850 
	$1,200,000 
	$9,200 
	

	$43,000 
	$1,990 
	$83,000 
	$3,190 
	$135,000 
	$3,875 
	$1,250,000 
	$9,450 
	

	$44,000 
	$2,020 
	$84,000 
	$3,220 
	$140,000 
	$3,900 
	$1,300,000 
	$9,700 
	

	$45,000 
	$2,050 
	$85,000 
	$3,250 
	$145,000 
	$3,925 
	$1,350,000 
	$9,950 
	

	$46,000 
	$2,080 
	$86,000 
	$3,280 
	$150,000 
	$3,950 
	$1,400,000 
	$10,200 
	

	$47,000 
	$2,110 
	$87,000 
	$3,310 
	$155,000 
	$3,975 
	$1,500,000 
	$10,700 
	

	$48,000 
	$2,140 
	$88,000 
	$3,340 
	$160,000 
	$4,000 
	$1,600,000 
	$11,200 
	

	$49,000 
	$2,170 
	$89,000 
	$3,370 
	$165,000 
	$4,025 
	$1,700,000 
	$11,700 
	


NOTE 1: Awards over $10,000 require the approval of NGB-HR. 

NOTE 2: Maximum award authorized by the Office of Personnel Management. A presidential Award of up to $10,000 may be paid in addition to the $25,000. 

APPENDIX B

Scale of Awards Based on Intangible Benefits

	Value of Benefit
	Extent of Application

	
	Limited
	Extended
	Broad
	General

	
	Affects functions, mission, or personnel of one office, facility, installation, or an organizational element of a headquarters.

Affects a small area of science or technology.
	Affects functions, mission, or personnel of several offices, facilities, or installations.

Affects an important area of science or technology.
	Affects functions, mission, or personnel, or an entire regional area of command.  May be applicable to all of an independent agency or a large bureau.

Affects a broad area of science or technology.
	Affects functions, mission, or personnel of several regional areas or commands, or an entire department or large independent agency, or is in the public interest throughout the Nation or beyond.

	MODERATE VALUE—

Change or modification of an operating principle or procedure which has moderate value sufficient to meet the minimum standard for a cash award: an improvement of rather limited value of a product, activity, program, or service to the public.
	$25 - $100
	$100 - $250
	$250 - $500
	$500 - $1,000

	SUBSTANTIAL VALUE—

Substantial change or modification of an operating principle or procedure: and important improvement to the value of a product, activity program or service to the public.
	$100 - $250
	$250 - $500
	$500 - $1,000
	$1,000 - $2,500

	HIGH VALUE—

Complete revision of a basic principle or procedure: a highly significant improvement to the value of a product, major activity, or program, or service to the public.
	$250 - $500
	$500 - $1,000
	$1,000 - $2,500
	$2,500 - $5,000

	EXCEPTIONAL VALUE—

Initiation of a new principle or major procedure; a superior improvement to the quality of a critical product, activity, program, or service to the public.
	$500 - $1,000
	$1,000 - $2,500
	$2,500 - $5,000
	$5,000 - $10,000


Users of this publication are invited to submit comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to HRO, 935 East Confederate Avenue, SE, Atlanta, GA 30316-0965.

FOR THE ADJUTANT GENERAL:
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Colonel, GA ANG
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