Recommendation for Performance


and Incentive Awards�
U.S. Department of Housing


and Urban Development


Office of Human Resources�
�
A. Award Processing


1.  Effective Date (m/d/yyyy)


� FORMTEXT ��–––––��
2.  NOAC


� FORMTEXT ��–––––��
3.  Legal Authority


� FORMTEXT ��–––––��
4.  Case No.


� FORMTEXT ��–––––��
�
5.  Type of Award Recommended


a. � FORMCHECKBOX �� Performance�
b. � FORMCHECKBOX ��  Superior Accomplishment (Special Act or Service)�
c. � FORMCHECKBOX �� Spot


d. � FORMCHECKBOX �� Time-off�
e. � FORMCHECKBOX �� Suggestion�
� FORMCHECKBOX �� Individual


� FORMCHECKBOX �� Group�
6.  No. of Persons Receiving the Award  � FORMTEXT ��–––––��
�
B. Employee Information/Recommendation


7. Employee’s Name (last, first, middle initial) or Name of Group


� FORMTEXT ��–––––��
8. Social Sec. No.


� FORMTEXT ��–––––��
9. Pay Plan Grade/Step


� FORMTEXT ��–––––��
10. Position Title


� FORMTEXT ��–––––��
11. Bargaining


� FORMCHECKBOX �� Yes    � FORMCHECKBOX �� No�
�
12. Organization


� FORMTEXT ��–––––��
13. Organization Code


� FORMTEXT ��–––––��
14. Budget Code


� FORMTEXT ��–––––��
15. Appropriation Code


� FORMTEXT ��–––––��
15a.Sub Object Code


� FORMTEXT ��–––––��
�
�
16. Type and Date (m/d/yyyy) of Awards received within current fiscal year


� FORMTEXT ��–––––�


17. Complete this block if you checked 5b or e


� FORMCHECKBOX �� Tangible Benefits


� FORMCHECKBOX �� Intangible Benefits�
18. Tangible First Year Savings


� FORMTEXT ��–––––��
19. Recommended Award


� FORMTEXT ��–––––��
20. Total Amount Approved


$ � FORMTEXT ��–––––��
21. Amount Per Person (Group)


$ � FORMTEXT ��–––––��
�
22. Signature and Title of Recommending Official or Suggestion Program Officer








�
Date (m/d/yyyy)


� FORMTEXT ��–––––��
25. Period of Accomplishment (m/d/yyyy)


From  � FORMTEXT ��–––––�	To  � FORMTEXT ��–––––��
�
23.  Date (m/d/yyyy) of award approval by HCER/OIG  � FORMTEXT ��–––––��
�
24.  Award Justification 


� FORMTEXT ��–––––�





C. Award Approval/Concurrence  (someone other than Recommending Official or Suggestion Program Officer)


26. Division Director (signature & date)





�



�
27. Office Director (signature & date)





�



�
�
28. Assistant Secretary (signature & date)





�



�
29. Secretary or Designee (signature & date) (if applicable)





�
�
30.  Signature of Authorized Human Resources official (if required)








�
Title


� FORMTEXT ��–––––��
Date(m/d/yyyy)


� FORMTEXT ��–––––��
�
31. Special Handling Instructions


� FORMTEXT ��–––––��
�
�
Guidance for Recommending Preformance and Incentive Awards





Performance Award  A lump sum payment.


Requirements  Award recommendation is based on employee's summary rating of record for the current performance cycle.  The A/S for Administration determines yearly whether performance awards will be paid.  If authorized, AFGE and non-AFGE employees must have an Outstanding summary rating of record for the current performance cycle.


Documentation  Award justification requires the following statement  "Performance award recommendation based on ____________ summary rating of record for the  _____ (insert year) performance cycle."


Award Amount If authorized, performance awards may be paid in amounts up to 3% of step 1 of each grade's entry level salary.





Superior Accomplishment Award  A lump sum payment.


Requirements Award recommendation is based on an employee or group accomplishment/contribution that improves the efficiency, effectiveness, and other aspects of HUD operations.


Documentation  Award justification must clearly describe the employee's contribution and how HUD benefits from the contribution.  If the benefits are "tangible" (resulting in cost savings to the Department), the justification must show how the dollar savings are computed.


Award Amount   Award amounts are determined by the recommending official based on the value of the contribution.  Assistant Secretaries or equivalent level officials may approve awards up to $1000 for an individual and up to $5000 a group.  Award amounts in excess of $1000/$5000 must be approved by the HUD Committee for Employee Recognition.





On-the-Spot Awards A lump sum payment.


Requirements  Award recommendation is based on an employee's extra effort (one-time or short-term) to perform his/her duties in an exemplary manner, especially efforts that might otherwise go unrecognized.


Documentation  A brief award justification is required describing the employee's contribution and the benefits gained by HUD.


Award Amount  Award amounts range from $50 to $300.  The recommending official determines the amount based on the value of the employee's contribution.





Time-Off Awards Time off from duty without charge to leave.


Requirements  Award recognizes an employee's extraordinary accomplishment or personal effort that contributes to the quality, efficiency, or economy of HUD operations.


Documentation  Award justification must describe accomplishment or effort that merits time-off.


Award Amount  Time-off ranges from 1 workday to 40 hours for a single accomplishment.  An employee may not receive more than 80 hours of time-off within a leave year.





Suggestion Award A lump sum payment.  Award recognizes an employee's suggestion which has been adopted by HUD and which is not job-related.


Requirements  The Suggestion Program Officer must verify the suggestion's benefits to HUD and determine that the suggestion is not job-related.


Award Amount  Refer to the Suggestion Program Handbook for guidance on determining the award amount.








Instructions ...


   for Awards Other than Suggestions


Shaded areas will be completed by the Office of Human Resources (excludes Time-Off Award recommendations which are approved by the program offices).


	Program offices complete Blocks 5 thru 19.  Please prepare a separate HUD-840 for each person in a group award recommendation.


	Program offices complete Blocks 22 thru 29, as applicable.  Note  Dates in Block 23 must be eight digits, e.g., 01/02/1999 to 12/31/1999.


…for Suggestion Awards


The HUD-840 will be completed by the Suggestion Program Staff.


Complete Block 1 (Enter beginning date of the next pay period); omit Blocks 2 and 3.


Complete Blocks 4 thru 10; omit Block 11.


Complete Blocks 12 thru 15; omit Block 16.


Complete Blocks 17 and 18; omit Block 19.


(If this is a "group" suggestion adoption, prepare a separate HUD-840 for each group member.)


Complete Block 20 (enter award amount from form HUD-20000C (prepare a form for each group member); then complete Blocks 21 (enter amount per group member) and 22.  Omit Block 23.


Complete Block 24 (if a group recommendation, insert names only of group members); omit Block 25.


The appropriate authorizing officials for award approval signs in Blocks 26 thru 29, as applicable.


Previous editions are obsolete�
form HUD-840 (12/99)�
�












