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DEFENSE, VETERANS AND EMERGENCY MANAGEMENT
Military Bureau
Joint Force Headquarters, Maine National Guard
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MENG-Z	                                                                  		         28 Aug 2012
                                                                                                                     TAG 12-09
                                                                                                                                     
MEMORANDUM FOR All Maine National Guard Technician Supervisors
 
SUBJECT: Policy for Maine National Guard Technician Incentive Awards Program

  
1.   This policy replaces policy memorandum, MENG-TAG 10-06, dated 20 April 2010, Subject: Policy for Maine National Guard Technician Incentive Awards Program.  Unless sooner rescinded or superseded, this policy will expire 27 Aug 2014.   

2.  Scope and Applicability: This policy addresses four aspects of the Incentive Awards Program: 

		-  Cash Awards 
		-  Quality Step Increases (QSI)
		-  On-the-Spot Awards
		-  Time Off Awards   

Funding awards is dependent on available resources and will be determined by the Air Financial Management Board or the Army Program Budget Advisory Committee.  
  
3.   Maine National Guard Incentive Awards Committees: 

	a.  ANG.  The Air Committee consists of the following or a designated representative:

		-  Director of Staff, Chair 
		-  Human Resources Officer 
		-  101st Air Refueling Wing Commander
		-  101st Air Refueling Vice Wing Commander 
		-  All Group Commanders
		-  243rd EIS Detachment Commander
		-  265th CBCS Detachment Commander
		-  MaineiACTs Chapter #128, ACT, will be allotted 25% membership on the                 
                         committee.  
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b.  ARNG.  The Army Committee consists of the following or a designated representative:

		-  Army Chief of Staff, Chair 
		-  Human Resources Officer
		-  Deputy Chief of Staff Aviation
		-  Director Facilities Engineering
		-  Director of Support 
		-  Director Military Support
		-  Deputy Chief of Staff Personnel
		-  Deputy Chief of Staff Operations
		-  Deputy Chief of Staff Logistics
		-  Deputy Chief of Staff Information Management
		-  United States Property and Fiscal Officer 
		-  Pine Tree Chapter, ACT representation will be according to provisions of the   
                         Collective Bargaining Agreement

     	c.  The committees will meet quarterly, or at the discretion of the committee chair(s), and consider submissions for Quality Step Increase (QSI) and Cash Awards, and to provide appropriate program oversight.  Only awards for which funds are available will be approved.   The committees may consider award submissions for which there is no available funding under one of two options:

		(1)  Hold pending availability of funds; or 

		(2)  Reduce the amount of the award(s) to the level of available funds.
  
4.   Cash Awards:  A Cash Award is given in recognition of superior performance relating to a performance appraisal “rating of record” in accordance with the following rules:  

     	a.  May not exceed $10,000.00 and may not be granted to an employee who has received a Cash Award or a QSI within the preceding 52 weeks.
 
     	b. Technician’s most recent performance appraisal must have been at least an excellent rating of record.  

     	c.  The Cash Award will be a percentage (not to exceed 10%) of the employee’s annual rate of basic pay (to include locality pay), as determined by the Incentive Awards Committee based on available funds and the recommendation made by the submitting official.
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     	d.  Technicians must have been in their position for at least 12 months.  
 
     	e.  Permanent and indefinite GS and FWS Technicians are eligible for Cash Awards. 

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]	f.   See paragraph 8 for submission procedures.  
  
5.   Quality Step Increase (QSI): A QSI is an increase in the Technician’s rate of basic pay from one step of the Technician’s grade to the next higher step given in recognition of service significantly exceeding high quality job performance in accordance with the following rules:

      	a.  A QSI may not be granted to an employee who has received either a Cash Award or QSI within the preceding 52 weeks. 
      	b.  The Technician’s most recent performance appraisal must have been a rating of record of Outstanding.   
  
      	c.  Technicians must be in their current position for at least 12 months. 
 
      	d.  Only GS permanent and indefinite Technicians are eligible for Quality Step Increases.

	e.   See paragraph 8 for submission procedures.  
  
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]6.   On-the-Spot Awards: An On-the-Spot Award is a special act or service monetary award designed to quickly recognize one-time or short-term efforts by a Technician or group of Technicians in recognition of superior accomplishment or other personal effort that contributes to the quality, efficiency, or economy of the agency.  The amount of the award will be requested by the supervisor and may be up to $1,500 per person. Amounts greater than $1,500 per person is addressed in paragraph 9c. below. All Technicians, to include temporary Technicians are eligible for On-the-Spot Awards.  See paragraph 9 for submission procedures.  

7.   Time Off Awards: A time off award is granted to a Technician, without charge to leave or loss of pay, for recognition of a special act or service or other personal effort that contributes to the quality, efficiency, or economy of government operations. The rules governing approval are: 

      	a.  All Technicians, to include temporary Technicians, are eligible for time off awards. 
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	b. A time off award is awarded in 8-hour increments up to a maximum of 40 hours for a single contribution.

	c. No more than 80 hours in time off awards may be granted in a leave year.

      	d. Time off granted as an incentive award must be used within one year from the effective date on Standard Form (SF) 50 or it will be forfeited.  Time off awards may be used in 15-minute increments.  There is no provision in law for restoring time-off awards or converting to a cash payment.

	e.   See paragraph 9 for submission procedures.  
  
8.   Submission Procedures & Approval Authority for Cash  and QSI Awards: 

     	a.  Supervisors may submit Cash and QSI award nominations anytime throughout the year as long as there is a current appraisal on file as required in HRR 430.      

    	b. Submission will be made electronically on NGB Form 32 with narrative through the chain of command to HRO.  Supervisors will review all materials for compliance with paragraph 4 or 5 as applicable.  The narrative must make a meaningful distinction that further amplifies supervisory remarks annotated in the current appraisal. The inclusive dates of the award will reflect the dates on the current annual appraisal.  Approved submissions will be forwarded to HRO electronically using: hrotech@me.ngb.army.mil.  

     	c.  Army/Air Union Representatives will not participate in the review of any non-bargaining unit position award submissions.  Upon request, the president of the respective Labor Organization may request information on approved Incentive Awards.  

     	d.  The chair of the committee(s) has authority to approve Cash Awards  and QSI’s.  The committee by a majority vote will recommend approval or disapproval.  If the committee chair approves the award, the chair will sign NGB Form 32, and return it to the HRO for final processing. If an award is disapproved, it will be returned through the chain of command to the submitting official with an explanation.

9.   Submission Procedures & Approval Authority for On-the-Spot and Time Off Awards: 

     	a.  Nominations for On-the-Spot and Time Off Awards may be submitted anytime throughout the year on NGB Form 32 with narrative through supervisory chain to the following approving officials:  
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     		(1)  ANG.  The 243rd EIS, 265th CBCS, JFHQ-ANG and HRO will submit the NGB Form 32 electronically to the Director of Staff for Air.  101 Air Refueling Wing Units will submit the NGB Form 32 electronically through the chain of command to the Air Wing Commander.  

		(2) ARNG.  Army Directorates will submit the NGB Form 32 electronically through the chain of command to the Army Chief of Staff.

     	b.  The approving officials identified above have authority to approve or disapprove time off awards and On-the-Spot Awards up to $1,500 and may approve/recommend a lower award cash/hours amount than recommended by the supervisor.  

     	c.  On-the-Spot Award recommendations greater than $1,500 will be forwarded to the HRO using: hrotech@me.ngb.army.mil, who will forward them through the Director of Staff (Air) or Army Chief of Staff to The Adjutant General for approval.

     	d.  The HRO will review all award submissions to ensure compliance with regulatory requirements and this policy.  If The Adjutant General approves the award, the NGB Form 32 will be signed and forwarded to the HRO for final processing. If an award is disapproved, it will be returned through the chain of command with an explanation.

10. POC for this policy is JFHQ-HRO Employee Benefits Specialist, LTC Lydia Jordan, 207-430-6013.  

 
								      //s//
	 JAMES D. CAMPBELL 
Colonel (Promotable), MENG 
The Adjutant General 
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