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Personnel Center DoDEA Regulation 545 1.9 

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY 
REGULATION SYSTEM TRANSMITTAL 

SUBJECT: DoDEA Regulation 545 1.9 - Change 2 

The following pen changes to DoDEA Regulation 545 1.9, "Incentive Awards," July 10, 
1997, have been authorized: 

Page 2, Section E. 1 .c. - Change to Read: 
"Approve or disapprove award nominations in excess of $5,000, but not more than 

$10,000." 

Page - 2, Section E.2. - Change to Read: 
"Area and Associate Directors shall approve or disapprove award nominations up to 

$5,000. District Superintendents and Division Chiefs at the GS-15 or above shall approve or 
disapprove award nominations up to $2,500." 

Enclosure 1, Page 1-1, Section B.1.c. - Change lSt and 2"d Sentences to Read: 
"District Superintendents and Division Chiefs at the GS-15 or above may approve award 

nominations up to $2,500, and Area and Associate Directors may approve up to $5,000. The 
Director, DoDEA, shall approve awards of $5,001 to $10,000." 

Enclosure 1, Page 1 - 1, Section B.2.a. - Change to Read: 
"The Director, DoDEA, and Area and Associate Directors may approve a SCA up to 

$1,000. District Superintendents and DoDEA Division Chiefs at the GS-15 may approve a SCA 
up to $500. All other approving officials may approve a SCA up to $250." 

These changes are effective immediately. 

()Joseph D. Tafoya 
Director 
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Educational Support 
Policy and Legislation 

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY 
REGULATION SYSTEM TRANSMITTAL 

SUBJECT: DoDEA Regulation 5451.9 - Change 1 

The following page changes to DoDEA Regulation 545 1.9, “Incentive Awards,” dated 
June 10, 1997, are authorized! 

Remove: Enclosure 6 (including Attachment 1) 

Replace: Enclosure 6 (Changes appear only on 6-1 and 6-2 and are indicated by 
marginal asterisks.) 

p c k  erald E. Bloom 

k h i e f ,  Educational Support 
Policy and Legislation 

Attachments : 
As stated 



PERSONNEL CENTER 

DEPARTMENT OF DEFENSE 
EDUCATION ACTIVITY 

4040 NORTH FAlRFAX DRIVE 
ARLINGTON, VIRGINIA 22203-1635 

DODEA REGULATION 545 1.9 
JUN 10 199 

.DEPARTMENT OF DEFENSE EDUCATION ACTlVITY 
INCENTIVE AWARDS 

References: (a) Title 5, United States Code, Chapters 43 and 45 
(b) DS Regulation 5430.9, "Performance Management System," 

December 5,1988, with change 1 
(c) DoD Directive 5120.15, "Authority for Approval of Cash Honorary 

Awards for DoD Personnel," August 13,1985 
(d) DoD Instruction 5 120.16, "Department of Defense Jncentive Awards 

Program: Policies and Standards," July 15,1974, with change 1 
(e) Executive Order 10717, "Tbe President's Award for Distinguished 

Federal Civilian Service," June 27,1957, as amended 
( f )  Title 5, Code of Federal Regulations, Part 45 1, "Incentive Awards," 

current edition 

This regulation establishes the Department of Defense Education Activity (DoDEA) Incentive 
Awards Program. It establishes policy, assigns responsibilities, and prescribes procedures under 
reference (a) to carry out an incentive awards program. 

B. A p p L r c A B I L r r y A N D S m  

This regulation is applicable to Department of Defense Dependents Schools (DoDDS) 
personnel serviced by the DoDEA Personnel Center, including the Headquarters, DoDEA, and 
the Domestic Dependent Elementary and Secondary Schools (DDESS), and Department of 
Defense Dependents Schools @ODDS). Excluded fiom coverage are employees assigned to 
DDESS at the installation level and foreign national employees. 

c. IEFmmms 
1. _Contribution. An individual or group accomplishment in the form of a suggestion, a 

special act, or a service in the public interest connected with official employment, which 
contributes to the efficiency, economy, or other improvement of Government operations or 
reduces paperwork significantly. 

. Recognition for special achievements or acts, superior job 2. U v e  A d  ormance, 
beneficial suggestions or inventions, or long and satisfactory or better service whic resulted in 
tangible or intangible benefits that merit special recognition. Recognition can be in the form of a 
cash award, an honorary avrdrd, a career service award, or a time-off award. Incentive awards 
may not be granted in the place of Performance Awards. 

3. Intangible Benefits . Benefits to the Government that are not measured in dollar savings. 

F 

4. khcbry A d .  A cash award which does not increase an employee's base pay and is 
subject to the withholding of income taxes. 



c 

a. Ensure that program and operational areas, where superior accomplishment may 
wanant award consideration, are identified through the management review and control process. 

b. Encourage supervisors to identify employees or groups of employees who deserve 
award consideration and promptly submit award recommendations. 

c. Approve or disapprove award nominations in excess of $2,500 but not more than 
I *  

$10,000. 

‘-7 94 

c -- 5. Pe-m. Performance Awards are based on the employee’s rating of record 
for the current appraisal period and consist of either a cash award or a Quality Step Increase. 
Performance awards be given in the place of an Incentive Award. For information 
regarding performance awards see DS Regulation 5430.9, “Performance Management System,” 
dated December 5,1988. 

I 

6. w e  Benefits . Benefits or savings to the Government that are measurable in terms of 
dollars. 

a. Ensure that the DoDEA Incentive Awards Program is administered in accordance with 
OPM regulations. --- 

I 

* *  2 

D. POLICY 
It is the DoDEA policy to encourage the participation of DoDEA personnel in improving 

Government operations and to recognize and reward eligible personnel at all levels, individually 
or in groups, for (a) contributions to efficiency, economy, and other improvements in 
Government operations that are above those n o d y  expected, and (b) special achievements in 
the public interest in connection with or related to their official employment. 

E. RESPONSIBILITIES 

1. -Director. DODEB , shall: 

. .  . . .  2. &. Area Service Cent- 
shall review and approve or disapprove award nominations not in excess of 

$2,500. 

, shall plan and coordinate or refa to Enclosure 3 School, 3. I h e C h i & E d U ~  . . .  
Principal of the Year, and Teacher of the Year awards and arrange site visits, boards, and panels 
used to select award recipients. 

4. T h e t i v e  A r o y e e  Re- shall: 

a. Monitor program activities and be the poht-ofcontact for questions and procedures 

b. Ensure supeMsors are aware of award nomination requkements and deadlines, and 

relating to the DoDEA Incentive Awards Program. 

forward approved award nominations to the appropriate Personnel Management Team 
(PMT) for processing. 

5. The Chief. D- ’ shatl: 

\ 



-. Approve cash payments not exceeding $2,500 for adopted suggestions. 

6. Superv isars at all levels shall: 

a. IdentifL employees or groups of employees, whose superior accomplishments or 
suggestions merit special recognition, and promptly recommend them for appropriate awards. 

b. Evaluate suggestions and ideas promptly to determine applicability within their 
respective administrative areas. 

This regulation is effective 30 days after the date of publication. , 

Enclosures - 6 
1. CashAwards 
2. Suggestion Program 
3. School, Principal, and Teacher Awards 
4. Honorary and Career Seryice Awards 
5. Time-off Awards 
6. DoDEA Awards 

DISTRIBUTION: E, N, 0 

3 



DODEA Pegulation 545 1.9 
Enclosure 1 - 

benefits. The minimum amount of a cash award is $25. To approve an award for a contribution 
with a tangible benefit, the contribution must have d t e d  in a benefit@) having a value of $250 
or more. 

Cash awards are used to recognize contributions based on either tangible or intangible 

A. e. The amount of cash awards, unIess otherwise specified, w e d  on 
Award S-. Award Scale A, Attachment 1-3-1, outlines awards for accomplishments having 
tangible benefits. Award Scale B, Attachment 1-4-2, shows intangible benefit awards. The 
scales are guidelines and do not entitle the award recipient to an mount in excess of the amount 
awarded by the approving authority. Approval authority for cash awards is in accordance with 
reference (c). 

B. -ofAwards. There are generally four types of awards that have a monetary component 
as part of the recoption: Suggestion Awards, outlined in Enclosure 2; Principal and Teacher 
Awards, outlined in Enclosure 3; and Special Act or Service Awards and Supervisor's Cash 
Awards, outlined below. There may be other awards for which DoDEAIDoDDS personnel may 
be considered by outside and local agencies, and these awards will be announced as they occur. 

1. Act or S e  A w d ,  outlined in reference (d), is granted for wnrecurring 
w n t r i b z  or accomplishments, within or outside of job responsibilities, which contribute to 
the efficiency, economy, or other improvement of Government operations. It may also be 
granted for an heroic act of unusual courage or competence in an emergency connected with 
official employment. 

a To submit an award nomination, a DS Form 5502, "Award Recommendation 
Transmittal," Attachment 1-5-3, shall be completed along with a I-page justification concisely 
stating the act. The nomination is then submitted to the appropriate official for approval and 
forwarded to MER for review. 

the amount which can be awarded. 
b. The dollar amount awarded &uId be b a s ~ ~ d e s .  There is no limit to 

c. Area and District Superintendents, HQ DoDEA Division Chiefs, Area Service Center 
Chiefs, may approve award nominations up to $2,500. The Director, DoDEA, shall approve 
awards of $230 1 to $10,000. Award recommendations in excess of $10,000 shall be forwarded 
to the Assistant Secretary of Defense (Force Management Policy) (ASD)(FMP) for approval. 

r's C-d (SQQ is granted for day-to-day accomplishments. Examples of 
a c h i e v z - t h g  the SCA include the completion of a special, short suspense project that 
contributed to the mission of the organhtion; modifying an office procedure to improve 
effectiveness, efficiency or timeliness; or accomplishing a special, unprogrammed assignment 
that required a significant extra effort. Such awards should recognize accomplishments clearly 
outside of an employee's performance expectations. 

2. 

a. The maximum dollar amount of a SCA is $250. 

1-1 



b. It is a supervisory decision that an action is worthy of an award nomination. The next 

c. The DS Form 5506, “Supervisor‘s Cash Award,” Attachment 1-5-1 or 1-4-1, shall be 

level supervisor has award approval. 

completed with a description of the accomplishment entered on the form or attached on a 
separate sheet. The approved form is then-submitted to MER for review. The forms may be sent 
by facsimile to MER at (703) 696-3736, or by mail to 4040 N. Fairfax Drive, Attn: MER, 
Arlington, VA 22203-1634. After the form is reviewed by MER, it is forwarded to the 
appropriate servicing Personnel Management Team (PMT) for processing. 

Attachments - 5 
1. Award Scale A - Tangible Benefits Scale 
2. Award Scale B - Intangible Benefits Scale 
3. DS Form 5502, “Award Recommendation Transmittal” 
4. DS Form 5506, “DoDEA Supervisor‘s Cash Award” 
5. DS Form 5506, “DoDDS Supervisor’s Cash Award” 

1-2 



DODEA Regulation 545 1.9 
Enclosure 1, Attach 1 

Less than $250 

$250 - $10,000 

$10,001 - $100,000 

$100,000 or more 

No cash award 

10 percent of benefits 

$1,000 plus 3 rcent of 
benefits over 1%" 10,000 

$3,700 plus 0.5 percent of 
benefits over $100,000 
(maximum $25,000) 

1-1-1 



DODEA Regulation 5451 .9  
.' Encl 1, Attach 2 

AWARD SCALE B 

AWARDSCALE FOR SUGGESTIONS, INVENTIONS, SPECIAL A C E  OR 
SERVICES AND SUENTmC ACHIEVEMENTS RESULTING IN INTANGIBLE 

BENEFITS TO THE GOVERNMENT 1 

Value of 
Benefits 

- 

Limited 

2 

4 
*@' 

&tent of Application 

Extended Broad 

+*-@ 

0 
@-- 

I 
1-2-1 

General 

f .. 



1. htanrible benefits 

a. In determining awards on the basis of intangible results. the value to the Government r b i h  
companble to those  hibut but ions receiving equivalent awards on the E i s  of tangible results. A W ~  
jurtifiutionr shall set forth dearly the mti0~1e supporting the rrcommended mount ir\ tamrof this a w d  
d e .  

1-2-2 



DODEA Regulation 5451.9 
Encl 1 ,  Attach 3 

(THIS FOR\l >=ST BE TYPED) 
I DATE AWARD RECOhfMENDATION TRANSMITTAL 



DODEA Regulation 545 1.9 
Encl 1, Attach 4 

DEPARTMENT OF DEFENSE 
I)EPEND]E?CI'§ SCHOOLS 

presents 

(;school%District or Area Office)) 

with a 

In the net amount of S 

for a contribution deserving immediate recognition 

(brief description of accomplishment) 

Recommending Offlcial Date 

Approving Official Dote 

DS Form 5506 1-4-1 




































