
             ATTACHMENT B

Honor Award

Submission Format

A. 
Indicate Type of Award (gold or silver):  
B.  
Category:


C.
Name of Nominator:

D.
Nominator’s Area Code and Phone Number: 

E.
Nominator’s Program Area (IA, MAC, MAS, US&FCS, etc.): 

F.
Nominator’s Immediate Office: 
G.
Nominee (If it is a group or organization nomination, please designate a title for this unit): 

H.
Pronunciation (Full name with accented syllables in upper case):

I.  
Pay Plan/Series/Grade/Title
J:
Nominees Location:

K.
Salutation (Mr. or MS/ Mesdames, Messieurs for Groups): 

L.
Nominee’s Current Performance Rating (for group and individual nominations, ONLY):

I.
Certificate Text (maximum of 150 characters)
II.
Program Booklet Text (minimum of 450 and maximum of 600 characters)
III.
Justification

The following questions are designed to succinctly clarify the nominee's accomplishment(s) and the reasons this nomination merits either a Gold or Silver Medal.  The justification should be concise and clear, written in “Plain English,” and should not rely on acronyms, jargon or extremely technical text.  In addition, the justification should be written for the lay reader, not an expert in the field.  Complicated technical descriptions often confuse the reader and are seldom necessary to describe the accomplishment.  Complete nominations must include responses to Section 1, if applicable, and to both Sections 2 and 3.
Section 1 – Definitions (maximum 500 characters)
Use this section to define all scientific/technical terms, acronyms, or terms-of-art whose meanings are not readily apparent to a lay reader.  This section is only for the definition of terms used in the justification below.



Section 2 - Award Justification (Maximum number of characters for all four questions in this section cannot exceed 2000.)

1. What was the specific goal, challenge or problem related to the Department’s mission and/or strategic plan?

2. What was the context in which the nominee addressed the goal, challenge or problem?

3. What specific actions did the nominee take to address the goal, challenge or problem?

4. What were the results of the actions in either quantifiable or qualitative terms?

Section 3 - Additional Information (Maximum number of characters for all six questions in this          

 section cannot exceed 2000.)
1. How long did it take to complete the accomplishment?  When was the accomplishment completed/implemented/deployed?
2. What is the short-term impact (1-2 years) of the accomplishment on the bureau and/or Department’s mission? 
3. What is the long-term impact (3-5 years) of the accomplishment on the bureau and/or

Department’s mission? 

4. Does the accomplishment affect other bureaus/Department or other Federal agencies? 

If so, how?
5. Did the accomplishment result in a major advancement in science, technology, or automation?  If so, how?
6. Did the accomplishment result in a major advancement in non-scientific areas such as customer service or administrative support?  If so, how?
7. Describe how this accomplishment exceeds the performance expectations of the individual(s) or organization(s). (response limited to 300 characters) 
The answer to this question will be used to determine how the nominee exceeded performance expectations as opposed to merely doing his or her job. Please note, while exceeding a performance metric and contributing to the accomplishment of the Department’s organizational mission and strategic goals is laudable, it does not necessarily evidence exceptional work above that which would have been expected by the nominee in the normal course of his or her job. The impact of the nominee’s accomplishment must be truly exceptional and reflect only the highest level of achievement in the Department.

