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INTERIM PERFORMANCE MANAGEMENT SYSTEM RECOGNITION AND REWARDS NOTIFICATION FORM 
PRIVACY ACT NOTIFICATION  

This document contains information covered under the Privacy Act of 1974, 5 USC 552a and its various implementing regulations and must be 
protected in accordance with those provisions. You, the recipient/user, are obliged to maintain it in a safe, secure and confidential manner. 
Re-disclosure without consent or as permitted by law is prohibited. Unauthorized re-disclosure or failure to maintain confidentiality subjects 
you to application of appropriate sanctions. If you have received this correspondence in error, please notify the sender immediately and 
destroy any copies you have made.

1.  APPRAISAL PERIOD: a.  START DATE b.  END DATE

ADMINISTRATIVE DATA

2.  EMPLOYEE NAME (Last, First, Middle Initial) 3.  POSITION TITLE 4.  GENERAL SCHEDULE (GS) GRADE AND STEP

5.  ORGANIZATION 6.  BASIC SALARY AS OF APPRAISAL START DATE

$

REWARD RECOMMENDATION (enter average of the Reward Recommendations for each critical element)

CRITICAL 
ELEMENT

REWARD  
RECOMMENDATION

 1
 2
 3
 4
 5

                                                                                                                             RECOMMENDED AWARD AMOUNT

CRITICAL ELEMENT TITLE

PERFORMANCE-BASED AWARD - RATING OFFICIAL RECOMMENDATION
1. To provide a means for recognizing and rewarding employees, for those employees who receive an 'acceptable' rating of record,  
each critical element will be assessed against the performance standards in Appendix F of the document Interim Performance 
Management System Covering Positions Transitioning to the General Schedule from NSPS and will be assigned a reward 
recommendation score.  The average of the reward recommendations will be used to assess award eligibility.  In this section, the  
rating official will input his or her recommendations for any performance-based award.  If the decision is to grant an award, awards  
must be given according to the charts shown below.  Awards are neither mandatory nor guaranteed.

b.  SIGNATURE

c.  TITLE AND ORGANIZATION

d. DATEc.  TITLE AND ORGANIZATION

3.a. PRINTED NAME OF RATING OFFICIAL 
       (Last, First, Middle Initial)

d. DATE

b.  SIGNATURE4.a. PRINTED NAME OF SENIOR RATING OFFICIAL 
       (Last, First, Middle Initial)

  
2. QUALITY STEP INCREASE RECOMMENDATION - An additional step increase may be granted in recognition of high quality  
performance above that ordinarily found in the type of position concerned.  To be eligible for a Quality Step Increase (QSI), an  
employee must: 

(a) currently be paid below step 10 of their classified grade; 
(b) have received an average reward recommendation of no less than 2.5 as part of an annual appraisal; 
(c) have demonstrated sustained performance of high quality; and 
(d) have not received a QSI (or QSI-equivalent under a personnel system other than the GS) within the preceding 52 
     consecutive calendar weeks. 

Additional guidance on assigning QSIs is available in section 12.b. of the document  Interim Performance Management System  
Covering Positions Transitioning to the General Schedule from NSPS.  
  

 I recommend a QSI for the employee and certify that the requirements above have been met and that justification 
has been recorded in the Rating Official's assessments on the Performance Appraisal Form.
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CRITICAL 
ELEMENT APPROVED SCORE

 1
 2
 3
 4
 5

APPROVED SCORE AVERAGE (enter average of the scores for the critical elements)

APPROVED AWARD AMOUNT (enter only if recommendation is to grant an award,
expressed as a percentage of basic pay) 

CRITICAL ELEMENT TITLE

PERFORMANCE-BASED AWARD - PERFORMANCE AWARDS REVIEW BOARD APPROVAL
1. To ensure fairness, good business decisions, and adherence to Merit System Principles across the organization, a Performance 
Awards Review Board will review and approve, disapprove, or modify reward recommendations.  In this Part, the Board will record  
the final reward decision and provide the rationale for any changes to the recommendations.  Employees will be notified of their 
approved rating of record and of any approved award amount within 75 days of the end of the appraisal period.

b.  SIGNATURE 3.a. PRINTED NAME OF BOARD OFFICIAL 
       (Last, First, Middle Initial)

2. QUALITY STEP INCREASE APPROVAL 
  

 The Board authorizes a Quality Step Increase for the employee. 
 

d. DATE c.  TITLE AND ORGANIZATION

4. SUMMARY OF MODIFICATIONS TO RECOMMENDATIONS (if applicable)
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1.  APPRAISAL PERIOD:
a.  START DATE
b.  END DATE
ADMINISTRATIVE DATA
$
REWARD RECOMMENDATION (enter average of the Reward Recommendations for each critical element)
CRITICAL
ELEMENT
REWARD 
RECOMMENDATION
 1
 2
 3
 4
 5
                                                                                                                             RECOMMENDED AWARD AMOUNT
CRITICAL ELEMENT TITLE
PERFORMANCE-BASED AWARD - RATING OFFICIAL RECOMMENDATION
1. To provide a means for recognizing and rewarding employees, for those employees who receive an 'acceptable' rating of record, 
each critical element will be assessed against the performance standards in Appendix F of the document Interim Performance
Management System Covering Positions Transitioning to the General Schedule from NSPS and will be assigned a reward
recommendation score.  The average of the reward recommendations will be used to assess award eligibility.  In this section, the 
rating official will input his or her recommendations for any performance-based award.  If the decision is to grant an award, awards 
must be given according to the charts shown below.  Awards are neither mandatory nor guaranteed.
b.  SIGNATURE
c.  TITLE AND ORGANIZATION
d. DATE
c.  TITLE AND ORGANIZATION
d. DATE
b.  SIGNATURE
4.a. PRINTED NAME OF SENIOR RATING OFFICIAL
       (Last, First, Middle Initial)
 
2. QUALITY STEP INCREASE RECOMMENDATION - An additional step increase may be granted in recognition of high quality 
performance above that ordinarily found in the type of position concerned.  To be eligible for a Quality Step Increase (QSI), an 
employee must:
         (a) currently be paid below step 10 of their classified grade;
         (b) have received an average reward recommendation of no less than 2.5 as part of an annual appraisal;
         (c) have demonstrated sustained performance of high quality; and
         (d) have not received a QSI (or QSI-equivalent under a personnel system other than the GS) within the preceding 52
              consecutive calendar weeks.
Additional guidance on assigning QSIs is available in section 12.b. of the document  Interim Performance Management System 
Covering Positions Transitioning to the General Schedule from NSPS. 
 
          I recommend a QSI for the employee and certify that the requirements above have been met and that justification
                  has been recorded in the Rating Official's assessments on the Performance Appraisal Form.
CRITICAL
ELEMENT
APPROVED SCORE
 1
 2
 3
 4
 5
APPROVED SCORE AVERAGE (enter average of the scores for the critical elements)
APPROVED AWARD AMOUNT (enter only if recommendation is to grant an award, 
expressed as a percentage of basic pay) 
CRITICAL ELEMENT TITLE
PERFORMANCE-BASED AWARD - PERFORMANCE AWARDS REVIEW BOARD APPROVAL
1. To ensure fairness, good business decisions, and adherence to Merit System Principles across the organization, a Performance
Awards Review Board will review and approve, disapprove, or modify reward recommendations.  In this Part, the Board will record 
the final reward decision and provide the rationale for any changes to the recommendations.  Employees will be notified of their
approved rating of record and of any approved award amount within 75 days of the end of the appraisal period.
b.  SIGNATURE
 3.a. PRINTED NAME OF BOARD OFFICIAL
       (Last, First, Middle Initial)
2. QUALITY STEP INCREASE APPROVAL
 
          The Board authorizes a Quality Step Increase for the employee.
 
d. DATE
 c.  TITLE AND ORGANIZATION
4. SUMMARY OF MODIFICATIONS TO RECOMMENDATIONS (if applicable)
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