July 14, 1999

SUBJECT: Merit Pronotion Pl an

TG Al Rural Devel opnent Enpl oyees

Thi s menorandum transmits the new Merit Pronotion Plan for Rural Devel opnment
enpl oyees including the Rural Business-Cooperative Service, the Rural Housing
Service, and the Rural UWilities Service. It is also intended to cover
positions assigned to the new Support Services Bureau.

This policy is effective July 12, 1999, for non-bargai ning unit enpl oyees.
Before inplenmenting or applying this policy to bargaining unit positions,
negoti ations with the appropriate union | ocal nmust be conpl eted.

This is the second Service Center agency common policy issuance. The plan is
being issued in its present format pending inplenentation of a uniform
directives system The plan is available fromthe Internet at:

http://dc.ffasintranet. usda. gov/ hrd/ cover. htm

Human Resources is planning to hold a tel econference in August with

Adm nistrative Oficers and State Human Resource Managers to review the plan
and answer questions regarding significant differences from present policy.
A Question/ Answer presentation is currently being devel oped for this policy
and will appear on the website shortly.

Questions regarding this menorandumor the policy nay be directed to your
State Administrative Programs Staff, Human Resource Manager or to the Human
Resour ces headquarters staff.

LEONARD HARDY, JR
Deputy Admi ni strator
for Operations and Managenent

At t achnment

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Until Superseded Adm ni strative/ G her Prograns
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BACKGROUND

Thi s establishes the procedures for nmerit pronotion and pl acenent actions for
positions in the National Ofices, Service Centers, and other Field Ofices
of the Rural Business-Cooperative Service, Rural Housing Service, and Rura
Uilities Service, Natural Resources Conservation Service, (NRCS), Risk
Managenent Agency, (RMA), Foreign Agricultural Service, (FAS), Farm Service
Agency, (FSA), and the Support Services Bureau, (SSB). This docunment is in
accordance with 5 CFR 335 and provi des suppl emental information to conply

wi th these requirenents.

PCLI CY

A In order to pronote fair and equitable treatnent for all enpl oyees,
this plan defines how consideration will be given to all interested
applicants.

B. Thi s Suppl ement does not guarantee pronmotion; nor does it require a
vacancy be filled by pronotion

C Actions under this Merit Pronotion Plan--whether in identification
qualification, evaluation, or selection of candidates, or any other
phase of the pronotion process--shall be made wi thout discrimnation
for any nonmerit reason

D. This plan covers promobtions in the conpetitive service through GS- 15
and simlar pay schedules, and to or fromany prevailing rate schedul e
posi tion.

E. Any exception to this nerit pronotion policy nmust be approved by the

head of the national Hunman Resources O fi ce.
OBJECTI VES

A The objectives of this plan are to:

narrow t he nunber of candidates to a reasonabl e nunmber and assure
that sel ections are made from anong the best qualified
appli cants;

gi ve enpl oyees an opportunity to receive fair, equitable, and
appropriate consideration for higher |evel jobs;

provide an incentive for enployees to inprove their performance
and develop their know edges, skills, and abilities, ( KSAs);

provi de career opportunities for enpl oyees;

bring the best qualified candidates to the attention of the
selecting official; and,

enhance and support diversity in the workforce.



COVERAGE

The foll owi ng types of personnel actions are covered:

A

B

Conpetitive pronotion.

Reassi gnnent or denotion to a position with nore pronotion
potential than the highest actual grade held by an enpl oyee on a
per manent basis under a career or career-conditional appointnent.

Transfers to a higher-graded position or a position higher
pronotion potential than the highest actual grade previously held
by an enpl oyee on a pernmanent basis under a career or career-
condi ti onal appoi nt nment.

Rei nstatenent to a hi gher-graded position or a position with

hi gher pronotion potential than the highest actual grade held by
an enpl oyee on a pernmanent basis under a career or career-
condi ti onal appoi nt ment.

Selections for details for nmore than 120 days to a hi gher-graded
position or to a position with known promotion potential

Selection for training that is any one of the follow ng:
Part of an authorized training agreenent.

Part of a pronotion program although the pronotion may not
i Mmedi ately follow the training.

Requi red before an enployee is qualified for reassignment
to a different occupational series.

Part of a Career Enhancenent Program

Designed primarily to prepare enpl oyees for advancenent or
to fulfill specific qualification requirenments for a
position with known pronotion potenti al

Time limted pronotion for nore than 120 days to a hi gher-graded
position or a position with higher pronotion potential, unless
the sel ectee has held the grade previously on a permanent basis.



EXCEPTI ONS

The foll owi ng types of personnel actions are not covered:

A

Conpetitive selection froman Ofice of Personnel Mnagenent
(OPM certificate or a certificate issued by an Agency wth
del egat ed exami ning authority.

Pronmotions resulting froman enpl oyee's position being
reclassified at a higher grade because of accretion of duties and
responsibilities.

Pronmotions resulting fromupgrading a position, wthout
significant changes in the duties or responsibilities, because of
ei ther the issuance of a new classification standard or the
correction of an initial classification error.

Car eer -1 adder pronotions when an enpl oyee was previously sel ected
for an assignnent intended to prepare hinlher for the position
being filled. Sources of selection nmay be:

an Ofice of Personnel Managenent certificate

a list of enployees issued under del egated exam ni ng
authority

sel ection under conpetitive pronotion procedures
Speci al Pl acenent Prograns or

any other direct hire authority.

Pronotion, reassignnment, denotion, transfer, reinstatenent, or
detail to a position having pronotion potential no greater than
the potential of a position an enployee currently hol ds or
previously held on a permanent basis in the conpetitive service,
provi ded t he enpl oyee was not denoted or separated fromthat
grade because of deficiencies in performance or "for cause"
reasons.

Details, not |longer than 120 days, to a higher-graded position or
to a position with no known pronotion potenti al

Details at the sanme or | ower grade

Actions taken as a renedy for failure to receive proper
consideration in a competitive pronotion action

Pronoti ng an enpl oyee upon exerci se of reenploynment rights if the
enpl oyee's forner position was reclassified during his/her
absence.



R

Sel ection of a candidate fromthe Reenpl oyment Priority List
(RPL) for a position up to the highest grade previously held in
the conpetitive service.

Position changes permtted by Reduction-in-Force (R F)
regul ati ons.

Repronotion to a grade or position fromwhich an enpl oyee was
denpted as a result of RIF

Sel ection by reassignment to a position with the same or |ess
pronotion potential than a position previously held under a
career or career-conditional appointmnent.

A temporary pronotion for 120 days or |less to a higher-graded
position or to a position with known promotion potential

Per manent pronotion to a position held under tenporary pronotion
when:

(1) t he assignnent was originally made under conpetitive
procedures; and

(2) it was made known under conpetitive procedures to al
conpetitors at the time that it mght |ead to a pernmanent
pronoti on.

Vol untary change to a |l ower grade with the same or |ess pronotion
potential than previously held under a career or career-
condi ti onal appoi nt ment.

A position change froma position having known pronotion
potential to a position at the sane grade having no higher
potenti al .

Selection of an eligible CTAP or | CTAP candi date.

METHCODS FOR FI LLI NG VACANCI ES

Vacancies may be filled by any appropriate nethod including specia
pl acenent programnms, new appoi ntnent, reassignnent, transfer
rei nstatenent or pronotion, etc.

PRI ORI TY PLACEMENT PROGRAMS

A

VWhen a position is announced with an area of consideration
limted to all or sone portion of the USDA workforce, the order
of consideration for priority and other candidates is as foll ows:

1. Agency CTAP eligibles
2. USDA CTAP eligibles
3. Agency/ USDA repronotion eligibles



4. Agency priority consideration eligibles

5. Al other applicants within the area of consideration, and
6. RPL registrants at the option of the selecting official
B. VWhen a position is announced with an area of consideration which

exceeds the current USDA workforce (e.g., CGovernnent-w de or al
sources), the order of consideration for priority and other candi dates
is as follows:

1. Agency CTAP eligibles
2. USDA CTAP eligibles
3. USDA RPL registrants
4. USDA | CTAP applicants
5. Agency/ USDA repronotion eligibles
6. Agency priority consideration eligibles
7. | CTAP eligibles (other than those di splaced from USDA) and
8. Al'l other applicants.
C. USDA REPROMOTI ON PLACEMENT PLAN

Enpl oyees downgraded t hrough no fault of their own are entitled
to priority consideration for a period of 2 years fromthe
effective date of the enpl oyee’ s downgrade.

D. PRI ORI TY CONSI DERATI ON

Enpl oyees are entitled to priority consideration whenever
reconstruction of a pronotion action shows that, except for sone
error, (i.e. wong qualification determ nation, failure to

consi der, inproper rating, failure to follow conpetitive
procedures, etc. ), the enpl oyee woul d have appeared on a
pronotion certificate. The enployee shall be entitled to one
bonafi de consideration for the type (sane series, grade, up to
the same pronotion potential, and geographic area) of position
previously applied for under conpetitive procedures. A priority
consideration certificate will be forwarded to the selecting
official prior to issuing a competitive certificate. If no
priority consideration candidate is selected, the selecting

of ficial must provide job-related justification for the non-

sel ecti on.



I NI TI ATI NG THE VACANCY

A

The supervisor of the vacancy will submt an SF-52, Request for
Personnel Action, through appropriate channels. Wth the SF-52,
the supervisor will attach a Position Description Cover Sheet and
a current position description that accurately describes the
position to be filled

No action will be taken to staff the vacant position until the
position is classified.

The selecting official will determne, in consultation with the
Per sonnel Specialist, the best way to fill the vacancy (OPM
register, transfer, reinstatenment, nmerit pronotion procedures,
Speci al Pl acenment Prograns, etc.).

PROCEDURES WHEN VACANCY | S ANNOUNCED

The followi ng procedure will be followed for all nerit pronotion
vacanci es:

A

Identification of Selection Criteri a.

1. Prior to posting the vacancy announcenent, the Personne
Speci al i st det erm nes:

a. That KSAs are established for the position. The
Personnel Specialist will discuss and review with the
selecting official the existing KSAs to deternmine if
they are still appropriate; or

b. That KSAs are not established for the position. The
Personnel Specialist will contact the selecting
official to establish the KSA's

M ni num Area of Consi deration

The following is designated as the m ni mum area of consideration

1. Any single Agency, Service, or Bureau
Nat i onal / Headquarters O fices -conmuting area

2. Any single Agency, Service, or Bureau, State/Field Ofices
- comuting area

A wider area of consideration may be initially established to
obtain nore qualified candidates if it is anticipated that
sufficient candidates will not be avail able.



C. Preparati on and posting vacancy announcemnents.

1

Vacancy announcenents will normally be posted for a m ninmum
of 10 wor kdays. Announcenents with the area of
consideration limted to CTAP/ | CTAP candi dates nay be open
for 5 cal endar days.

Nat i onwi de/ Government wide will be posted for a m ni mrum of
21 cal endar days.

Close of business in Field Ofices will be determ ned by
the appropriate official in each office.

Vacancies will be posted on the automated bulletin board
systens prescribed by OPM O fices will ensure
announcenents are posted to provide for adequate publicity
to enpl oyees.

10. SUBM TTI NG APPLI CATI ONS

A To be considered for posted vacanci es, the follow ng procedures
nust be fol |l owed:

1

NOTE

Applicants rmust submt:

SF-171, Application for Federal Enploynent; or

OF-612, Optional Application for Federal Enpl oynent;
or

resune; and

Suppl ement al statenment that addresses each of the
KSAs separately or other information included in the
announcenent; and

Current perfornmance appraisal/rating, or a statenent
advi sing the performance appraisal/rating is

unavail able. (This applies only to current Federa
Enpl oyees) .

Any ot her information as specified in the vacancy
announcemnent .

Non-conpetitive referral candi dates are not required to
submit KSA suppl enmental statenents although they are
encouraged to do so.

Failure on the part of the applicant to submt the
requested material will result in not being considered for
t he advertised position.

KSA suppl emental statements may not be nore than 2 single-
spaced pages per KSA unl ess otherw se stated on the vacancy
announcemnent .

Additional materials, such as copies of position
descriptions, publications, award certificates, will not be
considered in the ranking process.



11.

Applications nmust be received at the specified | ocation by the

cl ose of business on the closing date of the vacancy announcenent
unl ess otherw se stated on the vacancy announcenent. Exceptions
to this requirement may be nmade by the servicing Human Resources
Ofice for reasons such as extended power outages, severe

weat her, etc.

Applications submitted by facsinmle or other electronic nmeans as
specified in the announcenent will be accepted.

Enpl oyees who are on extended | eave are responsible for notifying
their supervisor if they want to be considered for pronotiona
opportunities while they are on travel or |eave. Enployees shal

| eave a tel ephone nunber, e-mmil address and/or facsimle nunber
with their supervisor. The supervisor is responsible for
contacting the enpl oyee to provide vacancy information

Vol untary applications within the Agency will not be accepted
unl ess so stated on the vacancy announcement. The vacancy
announcenent will outline the method of considering candi dates
when applications are accepted.

Applications will be accepted from candi dates under specia

hiring authorities, i.e., VRA 30%Disabled Veteran, Persons wth
Disabilities, etc. Qualified candidates will be placed on the
Pronmotion Certificate as non-conpetitive referrals.

Section 765 of P.L. 05-277 states that pernmanent enpl oyees of FSA
County Committees enpl oyed on or after October 1, 1998, shall be
consi dered as having Federal G vil Service status for the purpose
of applying for USDA Cvil Service vacancies. Applications wll
be accepted from permanent FSA County Committee enpl oyees who are
enpl oyed on or after October 1, 1998, when the area of

consi deration includes FSA enpl oyees. FSA County Committee

Enpl oyees do not receive any priority consideration for G vi
Servi ce vacanci es.

EVALUATI ON TO DETERM NE ELI G BI LI TY, BASI C QUALI FI CATI ONS, AND
NOT1 FI CATI ON TO CANDI DATES

A

Qualifications of the applicants will be determined fromthe
application package submtted and the applicant notified of the
results.

M ni mrum qual i fi cati on standards used for placenments are standards
approved by the O fice of Personnel Managenment and may be found

i n OPM Handbook, Qualification Standards for General Schedul e
Positions and the X-118C, Internal Qualifications Quide for Trade
and Labor Jobs. The Personnel Specialist will assure that all of
the followi ng requirenments are net:



12.

1. Time-in-grade restrictions.

2. Qualification Standards for General Schedul e Positions or
the X-118C st andards.

3. 90-day after conpetitive appointnent restriction

4. Any ot her requirenments such as sel ective placenent factors
(e.g., ability to comunicate in a foreign | anguage).

5. Sunmary performance rating of fully successful or results
achi eved.
C. Applicants nmust nmeet all of the above requirenents by the closing

date of the announcenent.

D. Subm ssion of additional information after the closing date will
not be accepted.

RATI NG AND RANKI NG PROCEDURES

Either a Merit Pronotion Panel or a Personnel Specialist/Subject Mtter
Expert may be used to rate and rank candi dates.

A panel may be used for any vacancy regardl ess of the nunber of
conpetitive candi dates.

A Personnel Specialist/Subject Matter Expert may be used if there are
10 or less conpetitive candidates for any particul ar advertised grade
| evel .

The same nmethod will be used for any position(s) advertised at multiple
grade | evels.

A Merit Pronotion Panel Method
1. Merit Pronotion Panel Conposition
a. The Personnel Specialist will assenble a Merit

Pronotion panel consisting of at |east two nmenbers
who occupy positions at a grade |evel not |ower than
the full performance |evel of the position being
filled. The selecting official may recomend nenbers
to serve on the panel subject to the approval of the
Per sonnel Speci ali st.

b. The Personnel Specialist will serve as a facilitator
with responsibility for assuring the requirements of
merit pronotion procedures are followed and to assi st
in expediting the process.



C. Nei t her the supervisor, the selecting official, nor
t he approving official of the vacancy may be a menber
of the panel. They may, however, be asked to appear
bef ore the panel to answer any questions regarding
t he vacancy or the crediting plan.

d. Merit Pronotion Panels should include mnority group
nmenbers and/ or wonen.

e. Menbers of the panel will protect the confidentiality
of all information received or reviewed during the
conmttee process.

f. There may be an EEO observer present during this
process.

Merit Pronotion Panel Del egated Responsibility

The Merit Pronotion Panel has the final responsibility for
determ ni ng best qualified candi dates based on valid,
job-related criteria and enpl oyee’s applicati on package.
They are accountable for defending their final decision to
any regul atory or investigative agency.

Merit Pronotion Panel's Rating of the Candi dates

a. The Merit Pronotion Panel will use the follow ng
rating instruments to determ ne a candidate's
possessi on of each identified KSA and the |evel of
proficiency attained.

Rating I nstrunment - application, KSAs,
per formance appraisal, related awards, training
and self devel opnent.

NOTE: These factors may be considered in the

eval uation process only to the extent that they are
clearly related to one or nore of the skills and

know edges i nportant to successful performance in the
job to be filled.

b. A rating scale will be devel oped for each KSA agai nst
whi ch an applicant’s possession of that KSA will be
neasur ed.

The point range is 5 - 0.

Superi or
assi gned)

(5 points will be

Satisfactory
assi gned)

(3 points will be

M ninmal |y acceptabl e
assi gned)

(1 point will be

No evi dence - (0 point will be
assi gned)

10



13.

B. Per sonnel Speci alist/Subject Matter Expert Ranki ng Met hod

1

If there are 10 or fewer qualified conpetitive applicants
at each particular grade |level for a vacancy, a Personnel
Speci al i st may be used to determ ne the best qualified.

The Personnel Specialist or a subject matter expert will
apply the same rating criteria used by a nerit pronotion
panel as descri bed above in paragraph 12. A 3.

C. Determ ning the Best Qualified

1

Al ternative

1

Each basically qualified conpetitive candidate i s eval uated
against criteria devel oped fromthe job anal ysis process
whi ch was devel oped prior to rating. Each candidate is
given a score based on their experience, education, related
awards, training, and self devel opnent. These scores are

t hen conbi ned and recorded on the master score sheet.

Up to 10 candidates may be certified for each grade |eve
i f meani ngful distinctions cannot be nade anong a snall er
nunber .

VWere distinctions sinply cannot be nade, if a tie occurs
for the 10th position, all names with that score will be
referred.

If nore than 1 positionis to be filled, three additiona
nanes may be certified for each additional vacancy.

If insufficient candi dates, (three or |ess) are best
qualified, the selecting official may nake a sel ection or
request that the area of consideration be extended.

There is no provision allowing the selecting official to
request and nmake a sel ection from candi dates who have not
been rated best qualified.

Eval uati on Met hod

This is an alternate approach for determning well
qual i fi ed candi dates when 10 or fewer applications are
recei ved frombasically qualified candi dates who nust
conpet e.

The Personnel Specialist reviews application materials to
determ ne that an applicant neets basic qualifications and
any selective factors identified for the position. A
further reviewis conducted to distinguish well qualified
candi dates fromthose who only nmeet m ni mum requirenents.

11



14.

3. If a Personnel Specialist is not famliar w th the
requi rements of the position to determ ne whet her
experience, education, or training relates to the
eval uation criteria, then a subject matter expert nmay
performthe evaluation or his/her technical advice may be
obt ai ned.

4. Applicants who neet all these requirements are referred to
the selecting official as well qualified candi dates for
consi deration by the selecting official

5. Any basically qualified candidates for |ateral reassignnent
and those eligible for consideration under special hiring
authorities or for reinstatenent will be referred to the
sel ecting official w thout being evaluated by any of these
nmet hods.

SELECTI ON PROCESS

A

The nanmes of the best qualified candidates will be listed on the
Pronmotion Certificate by grade |evel in al phabetical order

The selecting official may be provided with all Best Qualified
candi dat es’ KSA suppl enmental statenents, applications and any
other related materi al

The selecting official has the option to either interview or not
to interview the best qualified candidates on a pronotion
certificate. |If one best qualified candidate is interviewed,
then all best qualified candi dates nust be interviewed. Non-
conpetitive referrals need not be interviewed, nor nust the
selecting official interview all non-conpetitive referrals if

t hey interview one.

The selecting official is entitled to make a sel ection from any
of the candidates listed on a pronotion certificate based on

hi s/ her judgnment of how well the candidate will performin the
particular job being filled.

The selecting official will nake his/her selection, forward it
t hrough appropriate approving officials. Each candidate will be
notified of the selection.

The pronotion certificate should be returned within 30 days. | f
the selecting official is unable to nmake the sel ection,

extensi ons may be granted up to 90 days fromthe date the
certificate was originally issued. 1In the event a |like (sane
Agency, official title, series, grade, and geographic |ocation)
vacancy occurs within the original area of consideration during
the 90 day period, the sane certificate nmay be used to fill the
subsequent vacancy(s) wi thout re-advertising.

The selecting official is not required to nmake a selection from

the pronotion certificate but may select from any other
appropriate source.

12



A selected candidate will normally be rel eased to enter on duty
in the new position no later than 1 full pay period after

sel ection. Extensions beyond the normal 1 pay period will be
negoti at ed between the supervisors involved by the Personnel
Speci al i st.

15. PROMOTT ON RECORDS AND | NFORVATI ON

A

The Human Resources office will establish and naintain an
of ficial pronotion case file for 2 years

The following information will be provided to any enpl oyee upon
request:

1. Expl anati ons and supporting regul ati ons concerning the
Merit Pronotion Plan.

2. The qualifications required for a position
3. If the enpl oyee was consi dered and basically qualified.
4. Wet her the enpl oyee was anong the best qualified and how

t he enpl oyee was evaluated by the Merit Pronotion Panel or
Per sonnel Speci ali st.

5. Cut -of f score for best qualified.

6. Scores of other candidates (not identified by name).
7. Nunber of qualified candidates.

8. Nunber of candidates certified as Best Qualified.

9. Who was sel ected.

Enpl oyee Conplaints: An enployee has the right to file a
grievance or conmplaint if he or she feels:

1. There has been an inproper application of governing rules
and regul ati ons.

2. The Merit Pronotion Plan procedures were not followed.

I ndi vi dual judgnents used in nmerit pronotion process or non-
selection froma group of properly ranked or certified candi dates
are not subject to the fornmal adm nistrative grievance process.

Al'l enpl oyees are encouraged to di scuss plans and opportunities
for advancement with their supervisor and request information
and/ or assistance fromthe servicing office on specifics of the
Merit Pronotion Plan, qualification standards, etc

13



16.

PROGRAM REVI EW

This plan will be reviewed and reported on periodically in conjunction
wi th managers, supervisors and enpl oyees to ensure that:

A

B

The plan is effective and useful to enpl oyees and nanagenent;

Pronotion actions and enpl oyee conpl aints are handled pronptly
and properly;

Pronotions are used to encourage conpetent enployees to
i nvestigate new careers and to nmake the best use of their
know edge and skills; and

Enpl oyees, supervisors and managers have a full understanding of
the nerit pronotion process.

14



ATTACHVENT 1

EMPLOYEE, SUPERVI SOR AND HUMAN RESCURCES RESPONSI Bl LI TI ES

Enpl oyee Responsibility:

1

2.

8.

Revi ew announcenents under the Merit Promotion Program

Revi ew announcenents and, if they feel they nmeet specific
experience and training requirenents for the position, properly
conplete and forward all required application material by the
closing date for each position for which they wish to be

consi dered, keeping in mnd that the Pronotion Certificate can be
used for another like (same Agency, official title, series,

grade, and geographic | ocation) vacancy that occurs within 90

cal endar days.

Keep supervisors informed of career interests. Before departure
on tenporary duty, schedul ed | eave, and ot her absences, provide
supervisor with a tel ephone nunber, e-mail address and/or
facsi m | e nunber at which they nay be contacted.

Take advantage of self-devel opment and training opportunities,
both on and off the job.

Denonstrat e conpetence and readi ness for advancenent by diligent
and effective performance in current assignment.

VWhen requested, participate in applying OPMregul ations to
establish reasonable job-related evaluation criteria ( KSAs), and
partici pate on pronotion panels for determ ning best qualified
candi dat es.

Assure that official personnel records reflect all experience,
educati on and traini ng.

Keep informed of the provisions of this Plan.

Supervi sor Responsibility:

1

Maintain a current copy of this plan, nmake it available to their
enpl oyees, and exert every effort to ensure that enployees fully
under stand the plan.

I nf or m new enpl oyees where position vacancy announcenents are
post ed.

Periodically informenpl oyees, either orally or in witing, that
guestions about the Plan or specific pronotion actions should be
referred to the servicing Personnel office for informal handling
that formal neans for resolving pronotion conplaints are
avai | abl e through Agency Gievance Procedures.



Anti ci pate personnel vacancies and initiate action in a tinely manner
so that sufficient qualified applicants can be found to facilitate the
best sel ection.

Participate in applying OPMregul ations to establish reasonabl e
job-rel ated evaluation criteria (KSAs).

Participate in or make enpl oyees avail able for rating panels.

Gve fair, equitable, and full consideration to all candidates referred
and make a final selection fromthe list w thout discrimnation for any
nonnerit reason and without favoritismbased on personal relationship
or patronage.

Under the provisions of this plan, release a sel ected enpl oyee for
assignment to his or her new job.

On a fair and equitable basis, guide and assist enpl oyees in devel opi ng
skills and abilities through cross-training, special assignnents, and
formal education, as needed. Encourage and advi se enpl oyees regardi ng
sel f - devel opnent needs and opportunities, and on areas where

i nprovenent shoul d be nmade to increase chances for future pronotion
Resources Responsibility:

Devel op and administer the Merit Pronotion Plan

Ensure the quality and effectiveness of the nmerit pronotion program and
managenent / enpl oyee under st andi ng and accept ance.

Thr ough j ob-anal ysis, devel op and adni nister selective pl acenent
factors for basic eligibility and identification of job-related
criteria.

Det erm ne and/ or devel op appropriate eval uati on nethods and i nstrunents
to be included in crediting plans.

Provi de techni cal advice and assistance to panel nenbers responsible
for rating candi dates.

Publicize the programto keep nanagenent and enpl oyees wel | i nforned.

Furni sh advi ce and assi stance to enpl oyees interested in advanci ng or
transferring to new career fields.

Eval uate program effectiveness to include initiation of inprovenents or
necessary changes.

Mai ntain records in accordance with OPM and USDA requirenents.



10.

11.

12.

13.

G ve new enpl oyees general information on the programas a part of
enpl oyee orientation

Advi se of methods and procedures for filling all vacancies.
Advi se candi dates who apply for pronoti on whether they neet basic
eligibility requirements and informthem of action taken on their
appl i cations.

Ensure that position vacancy announcenents are publi shed.



July 22, 1999
SUBJECT: Enpl oyee Recognition Program

TGO Al'l Rural Devel opnent Enpl oyees

Thi s menorandumtransmits the new Enpl oyee Recognition policy for Rura
Devel oprment enpl oyees including the Rural Business-Cooperative Service,
the Rural Housing Service, and the Rural Uilities Service. It is also
i ntended to cover positions assigned to the new Support Services

Bur eau

This policy becane effective April 1, 1999, for non-bargai ning unit
enpl oyees. For bargaining unit enpl oyees, negotiations with the
appropriate union | ocal must be conpleted before this policy can be
i mpl enent ed.

Until further notification, approval to issue gift certificates and
savi ngs bonds to Federal enployees and FSA non-Federal county enpl oyees
is suspended (p. 4, p. 10, and p. 15). Approval will be given to issue
gift certificates and savi ngs bonds as soon as the USDA, Nationa

Fi nance Center considers the tax inplications and updates the personne
payrol |l systemto accommodate these types of awards. Servicing Human
Resources offices will be notified when nature of action codes have
been developed. G ft certificates may still be used to recognize
acconpl i shments of private citizens (including volunteers, Conservation
District enployees, and other mssion-rel ated partners.)

This is the second Service Center Agencies common policy issuance. It is
being issued in its present format pending inplenentation of a uniform
directives system This docunent is also available on the internet at
http://dc.ffasintranet. usda. gov/ hrd/ cover. htm .

If you have questions related to this program please contact your
Servi ci ng Human Resources O fice.

(Signed by Leonard Hardy, Jr.)
LEONARD HARDY, JR
Deputy Admi ni strator

for Operations and Managenent
At t achnment

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Until Superseded Adm ni strative/ G her Prograns
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EMPLOYEE RECOGNI Tl ON
1. PURPCSE

The Service Center Agency enpl oyee recognition programis designed to
fairly and equitably recognize and reward individuals and groups for
excel l ence in service. The program acknow edges contri butions that

| ead to achi evenent of organizational, team and individual results.
Timely recognition provides a source of notivation for continued
excel | ence.

2. BACKGROUND

Consi stency is the basic principle of the enpl oyee recognition program
The issuance of awards at all organizational |evels must be carried out
wi th consistent application of the appropriate guidelines and policy.
The foll owi ng guiding principles pronote an effective enpl oyee
recognition program

Fundi ng of the enpl oyee recognition program shoul d be consi stent
anmong each of the Service Center Agencies.

| ssuance of enpl oyee recognition shoul d be based on consistently
appl i ed gui del i nes.

Approval authorities should be consistently del egated to the | owest
practical |evels.

Qut st andi ng acconpl i shnments shoul d be consistently recognized in a
timely manner.

Approved enpl oyee recognition should be consistently publicized to a
wi de audi ence.

Thi s policy enphasizes i medi ate recognition of teans and individuals
for noteworthy contributions and/or achi evenents.

3. LEGAL AUTHCRI TI ES THAT GOVERN EMPLOYEE RECOGNI Tl ON

Chapter 45, Title 5, United States Code (U.S.C. ) provides
authority to establish an enpl oyee recognition program (5 U.S. C
4503); and Title 5 Code of Federal Regulations (CFR) Part 451

The Federal Enpl oyees Pay Conparability Act of 1990 (FEPCA)
Public Law 101-509, provides Federal agencies authority to grant
enpl oyees time-off fromduty, wthout |oss of pay or charge to

| eave, as enpl oyee recognition

Regul atory requirenents for Quality Step Increases for Genera
Schedul e (GS) enpl oyees are found in 5 CFR Part 531

Regul atory requirenments for Senior Executive Service Recognition
are found in
5 US C 5384, 5 U S.C 4502 through 4503 and 5 U.S.C. 4507

Distribution: Al Enployees



4.

EFFECTI VE DATE

The effective date for this policy is April 1, 1999.

5.

a

DEFI NI TI ONS

Desi gnat ed Approving O ficial — An individual that has been
del egated the authority to review and approve recognition.

Nati onal Board of Directors — The Farm Servi ce Agency’s

Admi ni strator, Natural Resources Conservation Service' s Chief,
the Deputy Under Secretary for Qperations and Managenent for
Rural Devel opnment, and other officials as designated.

Nom nating OFficial — Any Service Center Agency or Support
Servi ces Bureau enpl oyee.

Private Gitizens — Wth the exception of FSA Non-Federal County
Enpl oyees, any non-federal individual. Conservation District
enpl oyees, vol unteers, state agency enpl oyees, and other m ssion
rel ated partners are considered private citizens.

Rating Oficial — An enployee’s first |ine supervisor or other
person designated with responsibility for issuing ratings of
record.

Servi ce Center Agencies — The Farm Servi ce Agency, Natural
Resour ces Conservation Service, and the m ssion areas of Rural
Devel oprent .

State Board of Directors — The three Service Center Agency
| eaders in a state.

Support Services Bureau — The converged administrative staff for
the Service Center Agencies.

Uni que Program Entity Adm nistrative Support Unit — Program
of fices, |ocated outside the Washington DC area, i.e., Atlanta,
Fort Wirth, Kansas City, and St. Louis.

ACRONYMS AND ABBREVI ATl ONS
SCA — Service Center Agencies
SSB — Support Services Bureau
CFR - Code of Federal Regul ations
US C — United States Code

SES — Seni or Executive Service



7. COVERAGE

Thi s program covers all enployees of the Service Center Agencies,
i ncl udi ng Farm Servi ce Agency Non-Federal County enpl oyees and the
enpl oyees in the Support Services Bureau

Excl uded from coverage are political appointees at the GS-13 |evel and
above (e.g., Executive Schedule). Current Adm nistration policy (as of
January 1999) precludes Schedule “C’ and non-career Senior Executive
Service (SES) enpl oyees fromreceiving cash awards.

8. RESPONSI BI LI TI ES
a The Agency Heads are responsible for

(1) Ensuring that the program supports the Departnent’s
m ssi on, goals, and objectives.

(2) Ensuring equity in the distribution of recognition

(3) Ensuring that enployees are infornmed of recognition
pol i ci es and procedures.

(4) Providing periodic training on the effective use of
the recognition program

(5) Conducting annual reviews to ensure the effective use
of the program

(6) Enphasi zi ng the i nportance of teammork through
recognition of groups.

(7) I ncorporating funding for recognition into agency
budget pl anni ng.

(8) Ensuring that enployee recognition is publicized.

(9) Del egating recognition program authority and funding
to the | owest |evel consistent with the Secretary’s
pol i ci es and gui del i nes.

(10) Elimnating unnecessary levels of review to ensure
timely processing of recognition.

(11) Encouraging innovative recognition at the | oca
| evel .

b The Servicing Human Resources Ofice is responsible for

(1) Provi di ng technical and operational support and
advi ce.

(2) Ensuring the enpl oyee recognition programis
adm nistered in a manner consistent with applicable
| aws, rules, and regul ati ons.

(3) Processi ng personnel actions related to recognition

(4) Ensuring that enpl oyee recognition records are
mai ntai ned in the Servicing Hunan Resources Office in
accordance with requirenents in 5 CFR Parts 430 and
432.

(5) Provi ding training on the enpl oyee recognition
progr am



Supervi sors and Managers are responsi ble for

(1)
(2)
(3)

(7)
(8)

Recogni zi ng enpl oyees for specific achi evenents.
Ensuring equity in the distribution of recognition.
Consi dering i nput as appropriate from co-workers,
custoners, or other sources such as unions and

enpl oyee organi zati ons when maki ng recognition
deci si ons.

Recogni zing contributions in a tinely manner
Enphasi zi ng the i nportance of teamaork through
recognition of groups.

Pronoting the recognition program by encouragi ng
enpl oyee participation, arranging for appropriate
presentation, and publicizing recognition

Al'l owi ng those recogni zed to choose the type of
recogniti on, when appropriate.

Revi ewi ng nonmi nations to ensure that recognition is
linked to the contribution and the anpbunt accurately
reflects the value of the contribution rather than
grade | evel or other non-nerit factors.

Desi gnated Approving Oficials are responsible for

(1)
(2)

Provi di ng support to enpl oyees, supervisors, and
manager s.

Revi ewi ng enpl oyee-initiated awards for conpliance to
stated criteria and certifying funds availability.

Nom nating Officials are responsible for:

(1)
(2)
(3)

Actively seeking out exceptional achievenents worthy
of recognition

Devel opi ng enpl oyee recognition nom nations in a
nondi scri m nat ory nmanner

Accurately docunenting the exceptional achievenents
of others and ensuring the appropriate guidelines are
applied to all nom nations.



PQOLI CY
Overvi ew

There are many different types of enpl oyee recognition avail abl e.
Recognition may be given for a specific outstanding
acconpl i shnment such as a superior contribution on a short-term
assi gnment or project, an act of heroism scientific achievenent,
maj or di scovery or significant cost savings. The follow ng types
of recognition are covered by this policy:

Cash

Certificates — Merit & Appreciation
Gft Certificates
Keepsake Itens

Letters of Commrendati on
Quality Step Increase
Thank You Cards & Letters
Time Of

U S. Savi ngs Bonds

Length of Service

Agency Honorary Awards
Depart ment Honor Awards
Federal Honor Awards

Ext ernal Awar ds



Exhi bit 1 describes each of the recognition categories in detail
Del egation of Authority for Enpl oyee Recognition

(1) Exhi bit 2, Enpl oyee Recognition Del egati on Worksheet,
descri bes the enpl oyee recognition approva
[imtations, as authorized by USDA. The Nati onal
State, and ASU Boards of Directors and equi val ent
positions are required to jointly discuss and,
whenever possi bl e, establish appropriate, consistent
del egations of authority for their service area.

(2) Further limtation of authority for enpl oyee
recognition approval is within the area of
responsibility of the National, State and ASU Boards
of Directors and equival ent positions. Delegating
authority and responsibility to the | owest level is
encouraged. Exhibit 2, Enpl oyee Recognition
Del egati on Wrksheet, should be used in assigning
del egations of authority within the appropriate area
of responsibility.

Pr ogr am Fundi ng

The National and State Boards of Directors and equival ent
positions are required to jointly discuss and, whenever possible,
establi sh appropriate, consistent awards budgets w thin del egated
budgetary authority. Consistency of funding |evels anong the
Service Center Agencies will pronote equity and teamwork between
enpl oyees.

Recommendati on and Approval of Recognition

(1) Al Service Center Agency enpl oyees shoul d be
consi dered for recognition based on work
acconplishrments, without regard to grade |evel, or
other non-nerit factors. Review and approva
requirements are determned by the National and State
Boards of Directors and equival ent positions, as
docunented in the | ocal Enpl oyee Recognition
Del egati on Wrksheet (Exhibit 2).

Desi gnat ed approving officials are responsible for
ensuring funding is avail abl e.

(2) Except for Quality Step Increases ( QSl's), enployees
may devel op award nomi nations invol ving co-workers or
enpl oyees from any of the Service Center Agencies,

i ncludi ng the Support Services Bureau. Subordinates
cannot approve an award for their inmediate
supervi sor or higher level official

(3) VWhen recognition is nom nated from outside an Agency,
the approving official nmust be fromthe Agency
benefiting fromthe service. The approving Agency is
responsi ble for funding the recognition



For exanpl e:

(a) I f an NRCS enpl oyee nomi nates an FSA enpl oyee
for work that benefited NRCS, the approving
of ficial must be from NRCS and NRCS is responsible
for funding the award.

(b) If a Rural Devel opnent enpl oyee nom nates a
team that consisted of enployees fromRura
Devel oprment, FSA, and NRCS for work that benefited
all three agencies, approval nust be obtained from
each of the agencies. Funding of the award woul d
be shared by all three agenci es.

(c) If an FSA enpl oyee nominates a Rura
Devel oprment enpl oyee for work that benefited only
Rural Devel opnment, the FSA enpl oyee would need to
work with approving officials within Rura
Devel opnment to obtain funding and approval

(4) In determ ning appropriate |evels of recognition
nom nators should determine if the contribution can
be nmeasured in terns of tinme saved, noney saved or
expendi tures avoi ded. The mneasurabl e benefits scal e
will help nom nators determ ne the appropriate |eve
of recognition. If the contribution cannot be
preci sely measured, the Nonmeasurabl e Benefits Scal e
criteria should be applied.

Measur abl e Benefits Scal e

Savi ngs to Cover nnent Awar d Anmount
Up to $10, 000 10 percent of the benefits
$10, 001 - $100, 000 $1,000 for the first $10,000 in benefits, plus 3

percent of benefits over $10, 000

$100, 001 or nore $3,700 for the first $100,000 in benefits plus
. 005 of benefits over $100,000. Award anount
shoul d not exceed recipient’s annual salary




Nonneasur abl e Benefits Scal e

Contri bution Level Definition Anount s

Moder at e change or nodification of Certificate
Moder at e operating procedures meeting m ni mum , or <

standard for cash award, sinple $500,

nodi fication of methods, or limted or 1 to 24

service to the public, which affect hour s of

the functions, mssion, or enployees time off.

of a specific work unit (e.g., easing

a backl og or completing a project of

short duration).

Subst antial change or nodification of $501 -
Subst ant i al an operating procedure. An inportant $2,500, or

i nprovenent to val ue of a product, 25 to 40

activity, program or service to the hour s of

public, which affect an entire state, time off

or several divisions, offices, or

counti es.

Maj or i nprovenent, usually affecting $2,501 -
H gh maj or probl ens; major changes in $5, 500

met hods, or procedures, which affect

nunerous states, regions, or

di vi si ons.

Initiation of a new principle or $5, 501 -
Excepti onal maj or program  Superior inprovenent $10, 000

to the quality of a critica

activity, program or service to the

public, which affect nore than one

agency, is Departnent-wide, or is in

the public interest throughout the

United States.

(5) Rating officials are the only persons authorized to
nom nate their enployees for @QSI’s. Approval nust be
obtai ned as defined in Exhibit 2.
(6) Enpl oyees may be all owed to choose the type of
recognition they receive.
e Docunent ati on
(1) Nom nati on and approval of recognition may be

docunented on form

SCA- 4130, “USDA Service Center Enpl oyee Recognition
Nom nati on and Approval” (Exhibit 3) or on form AD
287-2, Reconmendati on and Approval of Awards.
Docunentati on may also be in the formof a letter or
a nmeno containing all the necessary criteria outlined
on Form

SCA- 4130.




(2)

(3)

(4)

When the value of the recognition is $500 or |ess, or
time off is 10 hours or less, only a brief
description of the acconplishnent is necessary.

For recognition greater than $500, or tine off
greater than 10 hours, a witten justification is
required. Exhibit 4 outlines helpful hints for
preparing a justification

Nom nating and approving officials are responsible
for ensuring that dual recognition for the same
acconpl i shment does not occur. However, the

conbi nation of two fornms of recognition (e.g., a

pl aque may be given in conjunction with cash) cannot
exceed the total value of the approved award.

Team Recogni ti on

(1)

(2)

Enpl oyees working as a team may be recogni zed when
team contributions and results exceed expectations.
In addition to the guidelines and del egati ons of

authority, the follow ng guidelines apply to teans:

(a) Team recogni tion may be issued only when a
strong i nterdependence exi sts anong team nenber
tasks and team out cones

(b) Clear goals for the teamwere established in
advance of team performance and eval uation of
acconpl i shnent s.

(c) Team recogni tion should be distributed to
i ndi vidual team menbers equitably (i.e., based on
i ndi vi dual performance within the team rather
than equally (i.e., all team nenbers receive equa
anmount s) .

Teans of interagency enpl oyees nmay be nom nated for
recognition. Nom nations requiring a higher |eve
approval must be jointly reviewed and approved by
appropri ate personnel from each agency invol ved.
Team nmenbers that are private citizens may be

i ncluded in the teamrecognition; however, they nmay
only receive keepsakes, letters of comendation
certificates of appreciation, certificates of nerit,
or thank you letters/cards.



Recognition of Private Gtizens

(1)

(2)

Private citizens who contribute to the mission of the
Service Center Agency or USDA' s mi ssion as a whole
may receive recognition for those efforts.
Conservation District enployees, volunteers, state
agency enpl oyees, and other mssion-related partners
are eligible on the sane basis as other private
citizens.

Private citizens (including volunteers, Conservation
District enployees, etc.) may receive thank you
letters/notes, letters of commendation, certificates
of appreciation, certificates of merit, gift
certificates, or keepsakes. They are not eligible to
recei ve other types of recognition

Publicity

(1)

(2)

(3)

Publ i ci zi ng exceptional acconplishments establishes
per f ormance benchmarks for the workforce and pronotes
accountability in the utilization of agency

resour ces

Public recognition and communi cati on of exceptiona
contributions is encouraged. The announcenent shoul d
descri be the acconplishnent and the recognition

i ssued.

Local newspapers and simlar sources may be contacted
when recognition warrants this level of publicity.

Enpl oyee Recognition Conmittee

(1)

(2)

The National and State Boards of Directors and

equi val ent positions may consi der establishing an
Enpl oyee Recognition Commttee. Menbership of this
comm ttee should include a diverse cross-section of
enpl oyees, Associations, and Union representation in
| ocations with Bargaining Units.

Fol I owi ng are exanples of the roles of the Conmittee:

(a) Ensuring consistency in funding of the enpl oyee
recogni ti on program anong each of the Service
Cent er Agenci es.

(b) Ensuring that enployee recognition is based on
consistently applied guidelines.

(c) Ensuring nondi scrim natory enpl oyee recognition
di stri bution.

(d) Ensuring recognition is issued in a tinely
manner .



(3)

The comm ttee should not be used for routine approva
of individual or team award nom nations. However, to
support enpl oyee invol verent in the enpl oyee
recogni ti on decision process, the Conmttee may be
used as a source of input for high-level or |large
dol | ar val ue nom nati ons.



RECOGNI TI ON CATEGORI ES Exhibit 1
a Cash

(1) Al'l Federal enployees and Farm Servi ce Agency Non-Federal County
Enpl oyees are eligible to receive cash awards.

(2) Cash awards may range from $50 to $10, 000, dependi ng on the
contribution level. Awards may not exceed 10% of an enpl oyee’s
annual sal ary.

Cash awards | ess than or equal to $500 will be issued

i medi ately and taxes will be added to the award anount.
When an enpl oyee reaches the threshold of $501 during the
precedi ng twelve (12) nonths, taxes cannot be added to the
award. The award must be processed through the NFC system
for paynent and taxes nust be deducted fromthe award.

b Certificates, Letters of Commendati on, and Thank You Notes

(1) Al'l Federal enpl oyees and nonfederal individuals and
organi zations are eligible to receive certificates of
appreci ation, certificates of merit, letters of comendation, and
t hank you not es.

(2) Al'l enpl oyees are encouraged to wite letters of thanks,
appreci ati on, and conmendati on for individuals when they believe
a contribution to be noteworthy. When a contribution warrants
addi tional recognition, a letter of comendation from a higher
organi zati onal |evel may be requested.

c Gft Certificates

(1) Al Service Center Agency enpl oyees and private citizens
(i ncluding volunteers and other mssion-related partners) are
eligible to receive gift certificates. Gft Certificates may not
exceed $100.

(2) Gft certificates are itens that can be redeenmed for nerchandi se
or services at a particular place of business, a group of
busi nesses, or a retail location (this includes chain stores,
restaurants, and shopping centers).

(3) The Internal Revenue Service considers gift certificates to be
taxabl e fringe benefits that must be taxed on the fair narket
value. The face value of the gift certificate is the fair market
value. At the tinme the personnel action recording the
recognition is processed, the amount will be adjusted to include
the taxes due. The total of the gift certificate plus taxes wll
be reflected on the enpl oyee’ s Leave and Earning Statenent.

(4) A gift certificate cannot be converted to a cash paynent.



(1)

(2)

(3)

(4)

Keepsakes

Al'l Service Center Agency enployees are eligible to receive
keepsakes. Private citizens who contribute to the m ssion of
USDA or the Federal government as a whole may al so receive
keepsakes. Non-Federal County office enpl oyees, Conservation
District enployees, state agencies, and other m ssion-rel ated
partners are eligible on the same basis as other private
citizens. \Wen appropriate, concurrence fromthe non-Federa
enpl oyer shoul d be gained prior to issuing recognition

For recognition of Volunteers, refer to respective Agency
gui delines for additional direction

Keepsake itens enphasize synbolic recognition of significant
contributions and public recognition. Itens presented as
honorary awards must neet all the following criteria:

Be sonething that the recipient could reasonably be
expected to value, but not sonething that conveys a
sense of nonetary val ue;

Have a |l asting trophy val ue;

Synbol i ze the Agency — recipient relationship in some
fashi on;

Take an appropriate formto be purchased with public
funds and be used in the public sector

Keepsakes can include such itens as paperwei ghts, key chains,

cl ocks, plaques, jackets, T-shirts, coffee nugs, pen and penci
sets, etc. Presenters of awards should be particularly sensitive
to public perceptions that could arise fromgranting expensive,
keepsake itens. O fices are cautioned not to give “personal
gifts” to enpl oyees. Keepsake awards should normally meet the
following criteria:

be of an honorary nature;

be able to be worn, displayed, or used in the

reci pient’s work environnent; and

at a mnimm include the Departnent seal or |ogo.
The Departnent name, or |ogo, should be clearly

vi sible on the keepsake and nust be permanently
affixed. A peel-off sticker is not adequate.

No nmore than $250 may be spent on any one item The cost of
custom zing the itemmust be included in the total cost.



(1)

(2)

(3)

(4)

(1)

(2)

Quality Step Increases

Service Center Agency enpl oyees, except wage grade enpl oyees, may
receive one Quality Step Increase (QSlI) in a 52-week period

A Sl is an additional wthin-grade increase which may be granted
for sustained, high quality performance significantly above that
expected at the “results achieved” level. It nust be supported
by a “results achieved” rating. The supervisor nust provide
docunentation that specifically describes:

the actual results(s) achieved and their |inkage to
establ i shed targets;

how t he enpl oyee substantially exceeded the performance
standards and expected work results communi cated to the
enpl oyee by the supervisor; and

how t he enpl oyee’ s performance has been sustained at
such a high level throughout the performance appraisa
peri od.

Quality increases are not appropriate when it is known an

enpl oyee is in step 10 of the pay range or when it is known that
the enpl oyee is about to receive a pronotion or vacate a position
within 60 days. A I nmay be appropriate if the enployee is
nmoving to a simlar position at the sane grade |evel and
performance is expected to continue at the sane |evel of
effectiveness.

Since quality increases are in addition to within grade

i ncreases, an enpl oyee who receives a quality increase does not
start a new waiting period to neet the time requirenents for a
regular within grade increase. The tinme the enpl oyee served in
the previous pay step (before the quality increase was effective)
will count toward the total waiting period for the next within
grade increase.

Wen the QSI places the enployee into a step at which the
wai ting period beconmes longer (e.g., at step 4 the waiting
period becones 104 weeks, and at step 7 the waiting period
beconmes 156 weeks), the waiting period for the next wthin-
grade increase is extended by 52 weeks; however, the

enpl oyee receives the benefit of the quality increase
during this period.

Time Of Awards

Al Service Center Agency enployees are eligible for tine off
awar ds.

A full-tine enpl oyee may be granted up to 80 hours of time off
during a leave year. A part-time enployee or an enployee with an
uncommon tour of duty may be granted up to the average nunber of
hours worked in a pay period or the enpl oyee’ s schedul ed tour of
duty. Awards are in full-hour increments.



(3)

(4)

(1)

(2)
(3)

(4)

The amount of tine off that can be granted for a single
contribution is one-half the maxi mumthat may be granted during
the | eave year.

A time off award nust be schedul ed and used within 1 year after
the effective date of the award; any unused tine off is
forfeited. The award is effective the first full pay period
followi ng approval. Before using any tine off, the supervisor
must concur with the requested dates.

Atime off award will not convert to a cash payment under any
ci rcunst ances.

U S. Savi ngs Bonds

Al'l Service Center Agency enployees are eligible to receive
Savi ngs Bonds.

U S. Savi ngs Bonds nust be purchased in the enpl oyee’ s nane.

The amount of the award should be equal to the purchase price of
t he bond.

The Internal Revenue Service considers U S Savings bonds to be
taxabl e fringe benefits that nmust be taxed on their fair market
value. The fair market value of a savings bond generally is the
purchase price of the bond. For exanple, if a $200 bond is

pur chased for $100, tax withhol ding must be based on $100. At
the time the personnel action recording the recognition is
processed, the amount will be adjusted to include the taxes due.
The total of the fair narket value plus taxes will be reflected
on the enpl oyee’ s Leave and Earning Statenent.

Length of Service Awards

Length of Service Awards are given to recogni ze an enpl oyee’ s
federal and FSA County service. Enployees should be recognized
at 5 years of service and each 5-year increnment thereafter. In
conputing eligibility, enployees shall receive credit for total
federal and FSA County service, including civilian and all
honorable mlitary service

Recognition should be tinely, as close to the anniversary date as
possi bl e. Keepsakes may al so acconmpany Length of Service
certificates. Keepsakes should be appropriate, of nom nal val ue
(not exceeding $100) and be commensurate with the | ength of

servi ce.

Agency Honorary Awards

Each agency may establish honor awards and criteria as
appropri ate.



Depart ment Honor Awards

Departmental Honor Awards provide recognition to enpl oyees of the
Department and our partners. Honor awards are the nost
prestigious recognition that can be granted by the Departnent for
career acconplishnents, exceptional support of the departnenta

m ssion, or for heroism

O her Federal and External Honor Awards

These awards are sponsored by other federal agencies or

organi zati ons or are co-sponsored with the Departnment. These
awards may include, but are not limted to, the GEl CO Public
Service Award, the Roger W Jones Award, the Wlliam T. Pecora
Award, and the WSE (Wnen in Sci ence and Engi neering) Award

The Departnent will dissem nate award criteria including the
sponsor, the due dates, and other pertinent information, through
Agency Human Resources Managenent Divisions, when awards are
announced.



EMPLOYEE RECOGNI Tl ON DELEGATI ON WORKSHEET Exhi bit 2
This chart describes approval limtations as authorized by USDA and

provi des a worksheet to define the del egations within their area of
responsibility. Delegations for each area of responsibilities nust be

defi ned.
Approval with One
MAXI MUM Approval with H gher Level
RECOGNI Tl ON AUTHORI TY ALLOWED No hi gher | evel Revi ew ( Manager,
CATEGORY BY USDA POLI CY review required. Super vi sor or
Equi val ent)
Exanpl e: Title* Title*
Cash Val ue Val ue
Al enp Al enp
<$100 $101 - 500
CED, DC, CDM
DC, CED, $501- 999
<$500 AC, RDM DD
CDM & above $501- 2, 000
State Ldr
< $10, 000
Cash Title* Title*
Up to $500 Nom nati on and approval by Val ue Val ue
all enpl oyees (no higher
| evel review is required)
$501 to Approval with one higher
$10, 000 | evel of review
Quality Step Rating of ficials nom nate;
I ncrease one higher level of reviewis
required
Thank-you Card or |[Nom nation and approval by
Letter & all enpl oyees (no higher
Certificates | evel review required)
Savi ngs Bonds Nom nati on and approval by
Up to $250 all enpl oyees (no higher
Pur chase | evel review required)
Price
Keepsake Itens Nom nati on and approval by
Up to $250 all enpl oyees (no higher
| evel review required)
Gft Certificates |Nom nation and approval by
Up to $100 all enpl oyees (no higher
| evel review required)




Time- O f
Up to 10 Nom nati on and approval by a

Hour s manager or supervisor (no

hi gher |evel review

required)**

11-40 hours |Approval with one higher

[ evel of review*

*At a mini mum desi gnated approving officials nmust be identified by
title. Approval indicates funding is avail able.

** Further limtations apply to part-time and intermttent enpl oyees.

Effective: Area of Coverage:

Aut hori zedOf fi ci al :




USDA Service Center

Exhibit 3

Enpl oyee Recognition Nomi nati on and Approval

Reci pi ent’ s Nane:

Title, Series and G ade:

Enmpl oyer (specify agency):

Soci al Security Number:

Duty Station:

Recipient’s Contribution:

Time Period of
Contri buti on:
to

Award Type:
Cash: $ .00
Gft Certificate: $ .00

Keepsake: (Description of recognition item:

Qs : New G ade and Step:
Time Of: hour s

U S. Savings Bond: $ .00
Fundi ng Code:

Human Resources Use Only
NOA:

Aut h:

Ef f
Dat e:

Recogni ti on during
previ ous 12 nont hs:

Nomi nati ng Enpl oyee: (Nane)

Si gnat ur e: Dat e:

If Required, Reviewing Oficial: (Nane)

Si gnat ur e: Dat e:

Approving Oficial: (Nane) Appr oved: ( ) Yes
( ) No

Si gnat ur e: Dat e:




Filing Instructions: Cash, QSlI, Time-off, Savings Bonds, G ft
Certificates — Enpl oyee Performance File and O ficial Personnel Fol der
(optional, left hand side ); Keepsakes — Attach to procurenment and/or
paynment docunent.

SCA- 4130



JUSTI FI CATI ON QUTLI NE Exhibit 4

Following is a step-by-step outline that describes the sections and
verbiage to justify an award.

l. During the period of (give time of performance), (give nane of
i ndi vidual or group), (give explanation of acconplishnent).

. Thi s exceeded expectations as identified in the current position
description by:

a | mproving quality.
b Timely conpl etion of the project.
c I ncreasi ng productivity.
d Overcom ng adverse obstacl es or working under unusua
ci rcunst ances.
e Usi ng unusual creativity.
f Savi ng the Governnent time and/or noney.
g I ncreasi ng program ef fecti veness.
I[11. As a result:

a Proj ect acceptance.
b Savings in time, noney, and/or material
c More efficiency.
d Ef f ecti veness.
e Technol ogi cal advancenent.
f Productivity increase.
I mproved | evel s of cooperation that will result in

I V. Therefore, we propose an award of (anount/hours).





