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MONETARY AND TIME-OFF AWARDS

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER & RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

LABOR/MANAGEMENT EMPLOYEE RELATIONS

1.  PURPOSE:  This Standing Operating Procedure outlines tasks for the processing and completion of a monetary award or a time-off award (TOA) for a civilian employee.  Monetary awards and TOAs are covered under AR 672-20, Chapters 3-7.  These references are found in the Legal/Regulatory section of the Army Civilian Personnel Management Library on CPOL.

2.  APPLICABILITY:  This SOP applies to all activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  This SOP covers Special Act or Special Service awards (SA/SS), On the Spot (OTS) awards, TOAs, Performance awards, and Quality Step Increases (QSIs).  The SOP does not describe processing monetary awards exceeding the approval authority of the local installation.

3.   PROCESSES AND RESPONSIBILITIES:   

I. {BPM block 1}  A manager, supervisor, or commander (aka, management official) prepares a nomination package in PERSACTION for a monetary award or a time-off award (TOA) for a civilian employee using the appropriate regulatory guidance.  The nominating official is responsible for timely submission of any award nomination through the appropriate approval authority.  The nominating official will attach any necessary supporting documentation to the PERSACTION.  The manager may consult with the servicing CPAC to ensure  that the nomination follows the prescribed format and the nomination package conforms to the identified criteria for submission.  {BPM block 2}  The PERSACTION request is forwarded through the organizational approvals to the CPAC for further action in accordance with local processing requirements.  The management official maintains all nomination and justification information at the organizational level.  {BPM block 3 self-explanatory}

II. The CPAC receives the award nomination from the manager and prepares the nomination package for review by any local Incentive Awards Committee {BPM blocks 4, 6}.  The nomination package is reviewed for completeness,  appropriateness, and regulatory compliance.  Nominations that pass compliance review are forwarded as required locally (e.g., to the Commander or his/her designee) for final approval {BPM block 5}.  At a minimum, for QSIs the CPAC will verify through the Regional data base that the employee has not received another QSI within the previous 52 weeks and that the rating the QSI is based upon is Successful Level 1.  After all installation reviews and approvals, nominations are then forwarded to the CPAC for final administrative processing.  Approved SF-52s for awardees are forwarded to the CPOC {BPM block 6}.  Nominations not approved by the CPAC and/or Incentive Awards Committee are returned without action to the originator {BPM block 4}.  The CPAC notifies the supervisor of the date the approved award was forwarded to the CPOC and the anticipated effective date.  The CPAC provides the manager any necessary certificates of other appropriate recognition items to go with award {BPM block 6}.  The supervisor notifies the employee of the approved award.

III. The CPOC processes approved monetary or time-off awards, processing the PERSACTION and authenticating the Notification of Personnel Action (SF50).  CPOCs distribute authenticated SF50s electronically when appropriate and file a copy in the employee's OPF, when required.  Upon completion and close out of the PERSACTION request, the appropriate personnel transaction is forwarded to DFAS for processing {BPM block 7}.

IV. DFAS receives the electronic transaction from the CPOC and processes the transaction in accordance with applicable procedures {see BPM #B01, SF50 processing}.  

V. The management official, upon receipt of the SF50, prepares any appropriate certificate, presents the certificate and the SF50 to the employee through an appropriate presentation ceremony.  {BPM block 8}

4.  REFERENCES AND RELATED DOCUMENTS:  

a. Related topics in the Management Employee Relations section of the PERMISS home page:





Quality Step Increase (QSI)





Performance Awards 



Incentive Awards Program
b. BPM B01 – SF50 Processing 

c. BPM I01 – Payroll Interface Processing
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