
   ON-THE-SPOT AWARD

DATE

In recognition of the following achievement:

AWARDED TO:

DEPARTMENT OFFICE/MANAGER
_____________________________________

Non-negotiable certificate of award
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      ON-THE-SPOT AWARD

   3. Gives page one (short copy) of form to employee; advising that a check will follow, usually the payday following the next full payday period.

AWARDED TO:

DEPARTMENT OFFICE/MANAGER
_____________________________________

DATE

Non-negotiable certificate of award

Social Security Number:

             Pay Plan Grade:

                              Code:

INSTRUCTIONS

   Date(s) of Achievement:

On-The-Spot Awards are designed to immediately recognize an exceptional performance beyond the normal bounds of an employee's job  and which 
benefits  the local workplace.

   SUPERVISOR:

      1. Determine amount of award (from $25 to $100) and fills out both parts of this form, including brief description of exception performance.

   2. Obtains approval and signature of Department Officer/Manager.

   4.  Ensures that page two of form is hand carried to Awards Administrator, Code N04RVW, to be processed.

PHD NSWC AWARDS ADMINISTRATOR (CODE N04V) :

   1.  Promptly generates SF-50.  After it has been signed, payroll copy is hand delivered to Code 0721, NSWC PHD Payroll.

   2.  Upon receipt of check, promptly arranges for check to be picked up by originating Department/Directorate Administrative Office.
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Wilbert Barrera
On-The-Spot-Award
Esperanza Arroyo
Human Resources Office- Code N04V
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