
 

 

  ON-THE-SPOT (OTS) AWARD  

Frequently Asked Questions  

 

1.  Q:  Who is eligible to receive the OTS award? 

A:  All employees including:  
    - Students in the SCEP and STEP program 
    - Part Time and Job Share employees 
    - Foreign Service Officers  (Class 01 and below) 
 

2.  Q:  Who is NOT eligible to receive the OTS award? 
 
      A:  - Unpaid students such as the Student Volunteer Program 
            - Contractors 

      -  Locally Employed Staff (LE Staff) 
            - All Political Appointees including Schedule C employees 
            - Senior Executive Service and  
              Senior Foreign Service Officers (Classes Counselor, Minister Counselor and Career Minister) 

 
3.  Q:  Can a supervisor use the OTS award in lieu of overtime or compensatory time? 
 
     A:  No, OTS is not meant to substitute for premium time worked. 
 
4.  Q:  Can a non supervisor recommend an OTS award for another employee? 
 
     A:  No. OTS is a reward program designed for use by supervisors only.  
 
5.  Q:  Can a supervisor award an OTS award to an employee of another supervisor for contributions made       
          during a detail or participation in a group project etc.? 
 
     A:  Yes, but the award will be absorbed by the office/business unit awarding the award. 
 
6.  Q:  Can OTS awards be awarded to groups? 
 
     A:  Yes. A group is made up of at least 2 employees. The amount awarded must be for the same  
           value gift certificate for each awardee. Only one CD-326 is required with an attachment listing each       
           awardee as a group. 
 
7.  Q:  Can an OTS award be awarded to supplement a Special Act award? 
 
     A:  No. OTS awards should be used to recognize employees for their day-to-day efforts that contribute      
          in a special way to getting the job done by awarding an employee for one of the three     
          award level categories (A,B, or C) of the OTS program. 
 
8.  Q:   How long does it take before an employee receives the award?  
 
     A:  An employee can receive an award the same day a supervisor decides to recognize an employee, so       
           long as the supervisor takes immediate action to generate the required documentation and get    
           approval.   



 
 
9.  Q:  Do gift certificates have an expiration date? 
 
     A:  No. There is no expiration date and the gift certificates do not decrease in value over the course of        
           time. 
 

10.  Q:  How soon can an employee redeem a gift certificate? 
 
        A:  Immediately upon it being awarded. 
 
11.  Q:  Can an employee add the value of more than one gift certificates to purchase a gift of       
              greater value? 

 
      A:  Yes. Once the employee goes on-line to redeem a gift, the employee will need to enter      
            multiple certificate redemption numbers. 
 

12.  Q:  Can an employee add value to a gift certificate using their own personal credit card to      
              redeem a gift of greater value? 
 
        A:  Yes. Once the employee goes on-line to redeem a gift, the employee will need to enter         
              their personal credit card information into the secured site. 
 
13.  Q:  Can an employee split the amounts of a gift certificate to redeem from more than one merchant? 
 

 A:  Yes.  When redeeming a gift certificate, an employee will have the option to decide how many dollars from 
the gift certificate to put towards a redemption.  For example:  An employee receives a gift certificate for 
$400.  When the employee goes on-line to redeem the gift certificate, they can choose to put $200 toward 
Macys and $200 towards T.J. Max.  At this point, the entire gift certificate for $400 will be used up.  Or if 
they only redeem for $200, they can go back on-line later to redeem the rest.     

 
14.  Q:  If an employee receives an OTS award, can they shop on-line during work hours? 
 
        A:  Yes.  Employees can use a reasonable amount of time to go on-line to redeem their gift.    
 
15.  Q:  What happens if an employee loses a gift certificate? 
 
        A:  Gift certificates are awarded to employees via email so it's not likely to lose a gift      
              certificate. If the email is deleted, then see your supervisor so that they can obtain a       
              copy of the gift certificate from the Award Custodian. 
 
16.  Q:  Is there a gift certificate dollar limit an employee can receive per calendar year? 
 
        A:  Yes. $1000 dollars per employee per year. 
 
17.  Q:  Are gift certificates taxable? 
 

      A:  Yes, gift certificates are taxable.  Taxes are “grossed-up” based on the face value of            
        the gift certificate and reflected in the payroll processing system.  For example, an      
        award is approved for $300.  When the award is processed through the National  
        Finance Center’s payroll/personnel system, the resulting action will account for the     
        appropriate amount of taxes that will be added to the $300 award.  The Notification of  
        Personnel Action, SF-50, Award Action will reflect the grossed up amount ($300 plus  
        taxes) of the award.   

 
 
 



 
18.  Q:  Can employees redeem their gift certificates outside of using GiftCertificate.com? 
 
        A:  No. GiftCertificate.com is the only source of redeeming gifts. There are many retailers         
              available through GiftCertificate.com. 
 
19.  Q:  Do OTS gift certificate amounts awarded count toward the 10 percent maximum for performance      
              awards.  
 
        A:  No. 


