OFFICE OF ACQUISITION AND LOGISTICS MANAGEMENT
ADMINISTRATIVE GUIDELINES

AWARDS PROGRAM
I. INTRODUCTION

The policies and procedures for the operation of an Awards Program within the Office of Acquisition and Logistics Management (OALM) are set forth herein.  The purpose and role of the OALM Awards Program and its objectives are also set forth.

II. PURPOSE

The OALM Awards Program establishes and maintains special recognition for employee achievements.  Administration and oversight of the program will be accomplished by the OALM Awards Program Coordinator (APC) and the OALM Awards Committee.

III. PROGRAM OBJECTIVES 

The OALM Awards Program was established to:

· Identify and provide recognition for employees who have provided services which meet the criteria of the program;

· Give employees a mechanism to acknowledge co-workers for a job well done;

· Identify and reward special achievements and performance;

· Improve morale and serve as an incentive for performance excellence.

IV. ROLE OF OALM AWARDS COMMITTEE

The committee will consist of one representative from each of the Offices and Divisions.  The current Offices and Division include:

· Administrative and Program Resources Office

· Deputy Director, Office of Acquisition and Logistics Management

· Division of Acquisition Policy and Evaluation

· Division of Financial Advisory Services

· Division of Simplified Acquisition Policy and Services

· Office of Acquisition

· Division of Information Technology Acquisitions

· Division of Logistics Services

The OALM Awards committee totals 8 members.

The Committee’s role has multiple layers which include:

· Serves in an advisory capacity to the Director, Administrative and Program Resources Office

· Meets to promote recognition of OALM Awards Program

· Implements program guidelines to evaluate and select recipients

· Ensures confidentially of nominations and all documentation
V. DUTIES AND RESPONSIBILITIES
A. Awards Program Coordinator
· Prepares meeting agenda, sets meeting schedules, calls special meeting as required and distributes information to members.

· Prepares committee correspondence.

· Reports committee activities to the Director, APRO on a monthly basis or as needed.

· Coordinates the annual awards ceremony.

· Consults with Program Director for committee member substitution.

· Provides leadership, oversees and coordinates committee activities and functions.  This includes:

· Ensures group participation;

· Notifies all OALM employees of the program; and

· Coordinates the selection of the Awards Committee.

B. Committee Members

· Attend all meetings or notifies APC of reason for absence.  A quorum is a minimum of 50 percent plus 1 of total membership.  A vote cannot be taken unless there is a quorum.

· Select one member as the recording secretary.
· Inform their respective office of committee news and planning status.

· Convey questions and concerns from their respective office to the committee.

· May recommend program changes to the APC.

· Select Award Recipients.

· Plan and organize awards ceremony.

· Facilitate nomination process.

· Evaluate award nominations will include:

· Keep all information about nominees name, etc. confidential
· Do not discuss with anyone outside the committee
· Do not let any personal feelings or rumors affect your rating

· Rate according to the information provide on nomination form

· Be consistent with assigning ratings

· Nominees who are on the committee cannot rate themselves and will be recused when ratings are disclosed
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C. Recording Secretary
· Facilitates meeting and maintains attendance records.

· Will take minutes of all meetings and prepare notes to be distributed to members.

D. OALM Management
· Nominates committee member. (See Appendix 1)
· Enthusiastically supports the OALM Awards Program and emphasizes the importance of active membership, e.g., attendance and participation at committee meetings.

· Allows committee members time to attend meetings and disseminate information regarding the awards program.

· Allows committee members time to accomplish work for the committee, to gather data, research information and make appropriate presentations.

E. Director, OALM and Director, APRO
· Initiate kickoff of Awards Program. (See Appendix 2)

· Provides support and guidance to committee for program direction.

· Makes selection from nominations submitted for Director’s award.

· Provides support to committee for obtaining necessary funds, materials and clerical support to accomplish committee programs.

· Ensures OALM management support to committee members and committee activities.

F. OALM Employee
· Nominate fellow employees and contractors for OALM awards.
· Volunteer as the representative for their organization.
· Recognize that nominations are competitive within OALM.
· Provide feedback to their representative.
VI. PERFORMANCE PERIOD
The performance period for the OALM Awards Program is based on calendar year.

VII. AWARDS TYPES
· Certificate

· Plaque

· One Day Time-Off Award

The time-off award (federal employees only) is a form of excused absence without loss of pay or charge to leave to recognize an accomplishment or personal achievement that contributes to the quality, efficiency or economy of government operations.  This award may not be converted to cash.
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VIII. AWARDS PROGRAM CATEGORIES
Environmental Stewardship Award (multiple awards may be given)
The Environmental Stewardship Award recognizes an employee or contractor of the Office of Acquisition and Logistics Management who has displayed in the workplace a commitment to making positive efforts that preserve and protect the environment and natural resources. The awardee actively seeks to enhance, publicize or facilitate awareness of the importance of environmental stewardship through sharing knowledge, highlighting NIH and community programs, NIH policy and/or current news related topics, and/or takes action to implement energy savings, waste reduction or other actions that reduce our impact on the environment and promote sustainability.  The awardee displays a responsible and proactive approach to modifying behaviors and business practices in an effort to increase positive impacts on the environment and natural resources.
Rising Star Award (multiple awards may be given)
The Rising Star Award recognizes an employee of the Office of Acquisition and Logistics Management who has demonstrated an extraordinary, self-motivated effort in obtaining increased knowledge and skill to develop and better contribute to the organization.  The awardees’ personal drive and commitment to career advancement should be demonstrated in the following key areas: volunteering for special projects/assignments, fostering partnerships and mentoring relationships, improvement in work quality and willingness to cross-train or perform other duties. 
The awardee should exhibit a desire to obtain and/or improve their skill set by securing sponsored and non-sponsored training and development opportunities that enhance personal and professional growth.  The awardee should demonstrate the ability to successfully balance continuing education, training courses and other development activities with work assignments and the overall goals and mission of the OALM.
Partnership Award (multiple awards may be given)
The Partnership Award gives special recognition to employees and contractors of   the Office of Acquisition and Logistics Management who have demonstrated a commitment to successful team work and partnership by collaborating on committees, task forces and other groups.  The awardee(s) can include individuals, OALM offices/divisions and other workgroups partnering to accomplish special projects, demonstrate effective team work, improve customer service or otherwise contribute to OALM’s mission.  
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Leadership Award (single award)
The Leadership Award gives special recognition to employees of the Office of Acquisition and Logistics Management who exhibit outstanding leadership skills in support of the goals and objectives of the OALM.  The awardee should demonstrate skill and ability in the following areas: effective communication; creative and knowledgeable mentor; willingness to share information to improve quality of work; creative problem solving and decision making; open and honest feedback; and 
extraordinary customer relations.  The awardee should exhibit leadership by projecting a positive attitude, fostering a team concept, and recognizing the benefits inherent in a diverse workforce.  
Organization Award (single award)
The Organization Award recognizes one organizational component (Office, Division, Branch etc.) within the Office of Acquisition and Logistics Management for outstanding achievement. This award recognizes an organizational component that consistently met or exceeded its goals of operational efficiency/effectiveness in an effort to support the customer.  The organizational component should demonstrate a commitment to improving, developing and/or effectively utilizing techniques in one or more of the following areas: innovation; re-engineering; computer software/ application utilization, cost efficiency, program operations, reduced processing time, and extraordinary customer relations.  The awardee will be that organization which best exhibits develops and demonstrates creativity in problem solving, a commitment to develop its employees and staff performance, and one which values the benefits inherent in the diversity of its workforce.
Outstanding Customer Service Award (multiple awards may be given)
The Outstanding Customer Service award emphasizes the Office of Acquisition and Logistics Management’s commitment to providing a superior quality service to its customers.  The award recognizes those employees and contractors (both individually and on teams) who have exceeded expectations and made exceptional contributions in an effort to carry out OALM’s mission.  The awardee should demonstrate a commitment to developing and/or improving partnerships with customers.  Examples of outstanding customer service may include: developing innovative practices, techniques, or systems resulting in significant quality improvements in service; and delivering a superior level of service through establishing and maintaining working relationships. 
Outstanding Employee of the Year Award (multiple awards) (only one per OALM component)

The Outstanding Employee of the Year award gives special recognition to an 
employee of the Office of Acquisition and Logistics Management whose year-long dedication, enthusiasm, accomplishments and work performance has elevated the 
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standard in the areas of professionalism, quality of work, dependability and initiative.  
The awardee should exemplify the OALM’s commitment to providing outstanding customer service.  The awardee is one who upholds the OALM vision by taking pride 
in their work and striving to go above and beyond to accomplish the task at hand.
Director’s Award (single award)
The Director’s Award gives special recognition to an employee of the Office of 
Acquisition and Logistics Management whose consistent leadership,
accomplishments and dedicated performance merits the highest recognition of 
the OALM and particular recognition from the Director of the OALM.  The 
awardee is an individual whose professional standard and execution of duties 
consistently results in superior performance.  The awardee upholds the goals 
and vision of the OALM with a strong emphasis on superior customer service,
initiative and teamwork.  The awardees’ proficiency in technical abilities and
general business competency serves as a benchmark to others.
IX. EVALUATION GUIDELINES
The descriptions of each award program category will serve as the evaluation criteria.  Evaluators will review each award nomination to assess how well it embodies the purpose of the award, and will then rank each of the nominees.  The evaluators will discuss the nominations as a group and then rank them individually on an anonymous ballot.  Each vote for a first rank nominee will get one point; each vote for a second rank nominee gets two points, third gets three points and so on.  Then all the points are added together and the nominee with the lowest number of points is our first place awardee.  In categories with more than one winner, the awards would go to the nominees from lowest point total on up until the numbers of awards we have determined should be granted are selected.
An individual evaluator can put the nominations in order using their best judgment.  One way to order them would be to compare each nomination as it is read with the previous nominations.  If the second one you read is better than the first, put it on top.  When you read the third, you compare it with the ones you read previously, while keeping the purpose statement in mind and put below any nomination that you feel is stronger and above any nomination you find to be weaker.  This should result in a rank order when you are done reading them.  You can reassess and reorder when you are done if your perception has changed as a result of reading all the nominations.
If a great number of nominations are received, it can be a lot of work for the full committee.  When more than seven nominations are received for an award with a single winner, a subcommittee comprised of three or more committee members may review the nominees and recommend 5 for consideration by the full committee.  
If an evaluator has a conflict of interest they should recues themselves from the evaluation of all candidates within that category.
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An example of the scoring and selection is provided below, based on hypothetical “Greatest President Award”.  The nominations for Jimmy Carter, Teddy Roosevelt, Dwight Eisenhower and Thomas Jefferson were eliminated from consideration by the relevant subcommittee based on their determination that Washington, Lincoln, F. D. Roosevelt, Truman and Reagan were our five greatest Presidents.  The full committee then considered these nominees, discussed their merits and then independently and anonymously voted their preferences.
X. RATING PROCESS
The scores are summarized in the table below with each vertical column representing a single evaluator’s ranking, and each horizontal column summarizing each nominees votes from the group of evaluators.  The votes per nominee are added up and the lowest score is our selectee and award winner.  In this case, Lincoln wins with 10 points.
	Nominees
	
	
	
	
	
	Total

	Washington
	2
	3
	1
	4
	2
	12

	Lincoln
	1
	2
	2
	2
	3
	10

	FDR
	3
	5
	3
	1
	5
	17

	Truman
	4
	4
	4
	3
	4
	19

	Reagan
	5
	1
	5
	5
	1
	17


XI. RECIPIENTS
All recipients are notified. (See Appendix 3)
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Appendix 1
TO:

OALMC Members
FROM:
Director, APRO
SUBJECT:
Annual OALM Awards Program
It is that time again to start planning for the OALM Annual Awards Program.  Ethel Carson serves as the OALM Awards Program Coordinator and needs a representative from each OALM Office to serve on the OALM Awards Committee.  One representative is needed from each OALM major components APRO, Deputy Director OALM, DAPE, DFAS, DSAPS, OA, DITA and DLS.  The committee will be responsible for:
· Coordinating the logistics of the OALM Awards Ceremony,

· Distributing and collecting the nomination forms, and answering any questions employees may have,

· Evaluating nominations, and

· Participating in the awards ceremony, as needed.

Please e-mail your representatives’ name, building, room number and phone number to Ethel by _________________________.  If you have any questions, please call Ethel on (301) 435-3894.







[Director, APRO]

Appendix 2

TO:

All OALM Employees and Contractors
FROM:
Head of the Contracting Activity

Director, Office of Acquisition and Logistics Management

SUBJECT:
Annual OALM Awards Program

It is my pleasure to announce the kickoff of the Annual Office of Acquisition and Logistics Management Awards Program.  This program provides another mechanism for recognizing the talents and special achievements of our employees.  The theme for this year’s program is “                                                                                          .”

Our OALM Awards Ceremony will be held on _____________________________________, at __________________________________________________________________________________________________.
This year’s committee has been selected and its role is to provide general administration and oversight of the program objectives to evaluate and select award recipients.  As such, they are responsible for overseeing and managing the Award nomination process.  Attached for your use and consideration is detailed procedures on the nomination process.  Award recipients will receive a certificate or plaque and a one Day Time-Off Award.  All nominations are due by ___________________________.
I encourage you to take this opportunity to acknowledge the dedication and hard work of your colleagues.  Your continued participation and support will ensure the success of this program.








Diane Frasier

Attachments

Nomination Procedures

There are eight (8) award categories for which employees may be nominated.  These categories are 1) Environmental Stewardship Award; 2) Rising Star Award; 3) Partnership Award; 4) Leadership Award; 5) Organization Award; 6) Outstanding Customer Service Award; 7) Outstanding Employee of the Year Award; and 8) Director’s Award.

Attached are the nomination forms for all categories with the exception of the Director’s Award.  Candidates selected for Outstanding Employee Award will automatically be nominated for the Director’s Award.  Please select the most appropriate award for your nominee by using the award criteria shown on the form.  The specific accomplishments and qualities of your candidate should be described in a written narrative.  To assist the committee, we ask that you limit narratives to one page.  The performance period for consideration is January through December.

The committee members are available to answer any questions you may have regarding the completion of the nomination form.  Please submit the nomination form, including the narrative, to any of the following committee members by _________________________________.
Name



Organization

 Location

     Phone
Office of Acquisition and Logistics Management

Environmental Stewardship Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Environmental Stewardship Award recognizes an employee or contractor of the Office of Acquisition and Logistics Management who has displayed in the workplace a commitment to making positive efforts that preserve and protect the environment and natural resources. The awardee actively seeks to enhance, publicize or facilitate awareness of the importance of environmental stewardship through sharing knowledge, highlighting NIH and community programs, NIH policy and/or current news related topics, and/or takes action to implement energy savings, waste reduction or other actions that reduce our impact on the environment and promote sustainability.  The awardee displays a responsible and proactive approach to modifying behaviors and business practices in an effort to increase positive impacts on the environment and natural resources.   

Number of Awards:  Multiple Awards

Eligibility:  All employees and contractors of the Office of Acquisition and Logistics

        Management

Process:  Complete the information below and attach a narrative describing the specific accomplishment and characteristics for which the nominee merits the Environmental Outreach Award (limit one page).  Submit the form to an awards committee member by ___________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization:  ________________________________________

Your Name and Organization:  ___________________________________________
Office of Acquisition and Logistics Management

Rising Star Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Rising Star Award recognizes an employee of the Office of Acquisition and Logistics Management who has demonstrated an extraordinary, self-motivated effort in obtaining increased knowledge and skill to develop and better contribute to the organization.  The awardees’ personal drive and commitment to career advancement should be demonstrated in the following key areas: volunteering for special projects/assignments, fostering partnerships and mentoring relationships, improvement in work quality and willingness to cross-train or perform other duties.  The awardee should exhibit a desire to obtain and/or improve their skill set by securing sponsored and non-sponsored training and development opportunities that enhance personal and professional growth.  The awardee should demonstrate the ability to successfully balance continuing education, training courses and other development activities with work assignments and the overall goals and mission of the OALM. 

Number of Awards:  Multiple Awards

Eligibility:  All employees of the Office of Acquisition and Logistics Management

Process:  Complete the information below and attach a narrative describing the specific accomplishment and characteristics for which the nominee merits the Rising Star Award (limit one page).  Submit the form to an awards committee member by ________________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization:  _______________________________________

Your Name and Organization:  __________________________________________

Office of Acquisition and Logistics Management 

Partnership Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award: The Partnership Award gives special recognition to employees and contractors of the Office of Acquisition and Logistics Management who have demonstrated a commitment to successful team work and partnership by collaborating on committees, task forces and other groups.  The awardee(s) can include individuals, OALM offices/divisions and other workgroups partnering to accomplish special projects, demonstrate effective team work, improve customer service or otherwise contribute to OALM’s mission.   

Number of Awards:
Multiple awards may be given

Eligibility:  All employees and contractors of the Office of Acquisition and Logistics

                    Management who have participated on committees, task forces and groups

Process: Complete the information below and attach a narrative describing the specific accomplishment, tasks or project for which the nominee merits the Partnership Award (limit one page).  Submit the form to an awards committee member by ____________________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization: _______________________________________

Your Name and Organization: __________________________________________

Office of Acquisition and Logistics Management 

Leadership Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Leadership Award gives special recognition to employees of the Office of Acquisition and Logistics Management who exhibit outstanding leadership skills in support of the goals and objectives of the OALM.  The awardee should demonstrate skill and ability in the following areas: effective communication; creative and knowledgeable mentor; willingness to share information to improve quality of work; creative problem solving and decision making; open and honest feedback; and extraordinary customer relations.  The awardee should exhibit leadership by projecting a positive attitude, fostering a team concept, and recognizing the benefits inherent in a diverse workforce.  

Number of Awards:  Single Award

Eligibility:  All employees of the Office of Acquisition and Logistics Management

Process:  Complete the information below and attach a narrative describing the specific accomplishment and characteristics for which the nominee merits the Leadership Award (limit one page).  Submit the form to an awards committee member by _________________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization:  _______________________________________

Your Name and Organization:  __________________________________________
Office of Acquisition and Logistics Management 

Organization Award

 Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Organization Award recognizes one organizational component (Office, Division, Branch etc.) within the Office of Acquisition and Logistics Management for outstanding achievement. This award recognizes an organizational component that consistently met or exceeded its goals of operational efficiency/effectiveness in an effort to support the customer.  The organizational component should demonstrate a commitment to improving, developing and/or effectively utilizing techniques in one or more of the following areas: innovation; re-engineering; computer software/application utilization, cost efficiency, program operations, reduced processing time, and extraordinary customer relations.  The awardee will be that organization which best exhibits develops and demonstrates creativity in problem solving, a commitment to develop its employees and staff performance, and one which values the benefits inherent in the diversity of its workforce.

Number of Awards:
Single Award

Eligibility: Any organization, office, division, branch, etc. within the Office of 

                   Acquisition and Logistics Management

Process:   Complete the information below and attach a narrative describing the specific accomplishments and characteristics for which the nominee merits the Organization Award (limit one page).  Submit the form to an awards committee member by ____________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization: _____________________________________
Your Name and Organization: ________________________________________

Office of Acquisition and Logistics Management

Outstanding Customer Service Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Outstanding Customer Service award emphasizes the Office of Acquisition and Logistics Management’s commitment to providing a superior quality service to its customers.  The award recognizes those employees and contractors (both individually and on teams) who have exceeded expectations and made exceptional contributions in an effort to carry out OALM’s mission.  The awardee should demonstrate a commitment to developing and/or improving partnerships with customers.  Examples of outstanding customer service may include: developing innovative practices, techniques, or systems resulting in significant quality improvements in service; and delivering a superior level of service through establishing and maintaining working relationships. 

Number of Awards:  Multiple awards may be given

Eligibility:  All employees and contractors of the Office of Acquisition and Logistics

                    Management

Process:  Complete the information below and attach a narrative describing specific accomplishment and characteristics for which the nominee merits the Customer Service Improvement Award (limit one page).  Submit the form to an awards committee member by _______________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization:  ______________________________________

Your Name and Organization:  _________________________________________
Office of Acquisition and Logistics Management

Outstanding Employee of the Year

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award: The Outstanding Employee of the Year award gives special recognition to an employee of the Office of Acquisition and Logistics Management whose year-long dedication, enthusiasm, accomplishments and work performance has elevated the standard in the areas of professionalism, quality of work, dependability and initiative.  The awardee should exemplify the OALM’s commitment to providing outstanding customer service.  The awardee is one who upholds the OALM vision by taking pride in their work and striving to go above and beyond to accomplish the task at hand.  

Number of Awards:
Multiple awards may be given; only one per each OALM component

Eligibility:  All employees of the Office of Acquisition and Logistics Management 

Process:   Complete the information below and attach a narrative describing the specific accomplishments and characteristics for which the nominee merits the Outstanding Employee of the Year Award (limit one page).  Submit the form to an awards committee member by ______________________.
Questions:  If you have any questions or would like assistance in completing the form, please contact an awards committee member.

Nominee Name and Organization:  _______________________________________

Your Name and Organization:  __________________________________________

Office of Acquisition and Logistics Management

Director’s Award

Award Type:  Certificate and One Day Time-Off Award

Purpose of Award:  The Director’s Award gives special recognition to an employee of the Office of Acquisition and Logistics Management whose consistent leadership, accomplishments and dedicated performance merits the highest recognition of the OALM and particular recognition from the Director of the OALM.  The awardee is an individual whose professional standard and execution of duties consistently results in superior performance.  The awardee upholds the goals and vision of the OALM with a strong emphasis on superior customer service, initiative and teamwork.  The awardees’ proficiency in technical abilities and general business competency serves as a benchmark to others.

Number of Awards:
Single Award

Eligibility:  Only employees selected for the Outstanding Employee of the Year Award 
                    will be considered for the Director’s Award 

Appendix 3
Recipient

National Institutes of Health

Office of Acquisition and Logistics

  Management

6011 Executive Boulevard, Room 625-J

Rockville, MD  20852

Dear Recipient:

It is my pleasure to inform you that you have been selected to receive the _________________________.  As an award recipient, you will receive _________________________ Award to be used _________________.

The award will be presented to you at the Annual OALM Awards Ceremony on Tuesday, August 30, 2011, 10:00 am at the Neuroscience Building, 6001 Executive Boulevard, Conference Room C and D, Rockville, Maryland 20852.  A continental breakfast will be held from 9:00 am – 10:00 am for you and your invited guests.

Congratulations on your outstanding accomplishments, which have brought special credit and distinction to you and the Office of Acquisition and Logistics Management!

I wish you continued success in your career.






Sincerely,

Director

Office of Acquisition and Logistics Management


