
FRCSWINST 12450.1

FRCSW 12450/63 (Rev. 9-2011)

AWARD CEREMONY REFRESHMENTS
To materially enhance the effectiveness of awards ceremonies, managers may use part of their award funding to purchase refreshments for employees 
attending the ceremonies. The refreshments are an enhancement to the ceremony, and not an Award in and of itself. 
Above listed items meet the criteria set forth in FRCSWINST 12450.1 for use of food and drink at award ceremonies.

To: Incentive Awards Office, Code 7.1.3 DATE:

RECOMMENDED BY POSITION (Shop, Dept, or Div) and Name of Activity

JOB ORDER NUMBER TOTAL COST NOTE:   Funding is not to be used to 
 offset the cost or supplement any  
other type of event

COST PER PERSONNUMBER OF PEOPLE 

SOURCE (Provide company, name, address, phone no.)

DESCRIPTION OF CEREMONY/REFRESHMENTS (Provide location, style (e.g., picnic, hors d'oeuvres, light fare) and food/drink to be served)

AWARD RECIEPIENTS/ATTENDEES (List all codes/shops that will be included)

DESCRIPTION OF AWARDS/ACHIEVEMENT (Briefly describe the awards that will be presented and the accomplishments, achievements, or  
contributions to be recognized.)

SIGNATURE CODE DATE

DATE

APPROVED BY: (Name and title of person with By Direction Authority for awards)

SIGNATURE CODE DATE

REVIEWED BY: (Name of Business Financial Manager)

REVIEWED BY COUNSEL

DATE OF CEREMONY TIME OF CEREMONY
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