[image: image1.png]w SERVIC,,
M S,

HIALT,
<& ot ”"/,
e,

Public Health Service

O

-/é DEPARTMENT OF HEALTH & HUMAN SERVICES
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Bethesda, Maryland 20892




DATE:
April 12, 2004
FROM:
Director, NCI

SUBJECT:
Delegations of Authority - Monetary and Non Monetary Awards

TO:

NCI Deputy Directors

NCI Division/Scientific Directors

NCI Lab/Branch Chiefs and OD Office Heads and Directors

The authority to approve monetary and non-monetary awards in the NCI is delegated as indicated in the attached NCI Awards Delegation Matrix.  NCI Division/Scientific Directors may delegate authorities delegated to them to their Deputy.  No other delegations may be made.  

All previous delegations of authority inconsistent with the provisions of this delegation are hereby rescinded and superseded.  This delegation is effective upon date of signature.

/s/

Andrew C. von Eschenbach, M.D.

	
NCI AWARDS DELEGATION MATRIX
	
	
	
	
	
	
	
	
	
	

	
	Special Act or Service Award
	On-the-Spot Award
	Suggestion Award
	Invention Award
	Quality Step Increase
	Staff Recognition Award
	Time Off Award
	Incentive Award (as described in the NCI policy)
	Certificates of Service/

Retirement Certificate
	NIH Director(s Award/ NIH  Merit Award

	NCI Deputy Directors
	up to $10,000 for special act or suggestion awards; up to $2500 for on-the-spot awards.

Refer to intangible and tangible benefits scales in the NIH awards policy (Appendixes B & C) and the NCI-specific intangible benefits matrix for award amount guidance. 


	
	
	up to $5000
	Yes
	up to $5,000 regardless of percentage of salary.
	up to 80 hours, or the number of hours in the employee's biweekly scheduled tour of duty if part-time.
	Yes up to $100
	No
	No

	Division and 

Scientific Directors
	up to $5000 for special act or suggestion awards; up to $2500 for on-the-spot awards.

Refer to intangible and tangible benefits scales in the NIH awards policy (Appendixes B & C) and the NCI-specific intangible benefits matrix for award amount guidance.  
	
	
	up to $1000
	Yes
	up to 3% of  employee(s salary (i.e. Level 3 award).  

May round to nearest hundred.

One award per calendar year.
	up to 40 hours or half the number of hours in the employee(s biweekly schedule of duty if part-time.
	Yes up to $100
	No
	No

	Associate Directors, Program Directors, and OD Office Heads and Directors that report to a Deputy NCI Director.
	up to $3150 for special act or suggestion awards; up to $2500 for on-the-spot awards.

Refer to intangible and tangible benefits scales in the NIH awards policy (Appendixes B & C) and the NCI-specific intangible benefits matrix for award amount guidance.   May approve awards at the moderate to substantial level on the NCI-specific intangible benefits matrix.
	
	
	No
	Yes
	up to 3% of employee(s salary (i.e. Level 3 award).  

May round to nearest hundred.

One award per calendar year.
	up to 24 hours for full-time employees.  Up to 12 hours for part-time employees.
	Yes up to $100
	No
	No

	Lab/Branch Chiefs and ARC Managers


	up to $1300 for special act, suggestion, or on-the-spot awards.

Refer to intangible and tangible benefits scales in the NIH awards policy (Appendixes B & C) and the NCI-specific intangible benefits matrix for award amount guidance.   May approve awards at the (Small to Moderate Benefit( level on the NCI-specific intangible benefits matrix.
	
	
	No
	No
	up to 2% of employee(s salary (i.e. Level 2 award).  

May round to nearest hundred.

One award per calendar year.
	up to 8 hours for full-time employees.  Up to 4 hours for part-time employees.
	Yes up to $100
	No
	No


Revised: April 12, 2004

Additional Guidance from NIH Policies: 

1.
The NIH Director retains the authority to approve monetary or cash awards for employees reporting directly to the NCI Director and members of the SES/SSS/SBRS.

2. The maximum amount of time off that may be granted for any full-time employee during one leave year is 80 hours. For part-time employees, the maximum hours that may be granted during one leave year are the number of hours in the employee's biweekly scheduled tour of duty. This award does not carry over from year to year, may not transfer if the employee leaves, and may not be exchanged for cash.
3. Title 42 employees may receive any combination of performance bonuses or cash awards provided the combined total within the last 52 weeks does not exceed 10% of the scientist(s base pay.  Any Title 42 awards that will cause total compensation to exceed $200,000 must be reviewed by the NIH Compensation Committee and approved by the Director, NIH, or designee.

4. No more than 50 percent of the employees under a Title 42 mechanism whose pay is above the GS-15, Step 10, level may be nominated for and receive a performance bonus in a particular fiscal year. 

5. All Title 42 awards must be approved by the NCI Director until redelegation is allowed by the NIH.

6. See additional guidance for On-The-Spot, Special Act, and Staff Recognition Awards.  Refer to NIH Manual Chapter 2300-451-1 for guidance on other award amounts.

Additional Guidance for On-the-Spot Awards and Special Act Awards
On-The-Spot Awards are for (day-to-day extra efforts and contributions.  (Examples of employee contributions that might be considered for this type of award are one‑time noteworthy achievements which may not meet the criteria for other types of awards, volunteering for an extra or emergency assignment while maintaining own workload, using personal initiative and creativity to solve an unusual problem, or producing a work product of exceptionally high quality under tight deadlines.); the contributions being recognized will usually have been executed during a limited period of 4-6 weeks or less.(  (NIH Policy Manual 2300‑451‑1) Awards may not exceed $2500.

Special Act Awards recognize (significant one‑time contributions of an employee or group in the public interest in connection with or related to official employment. (Examples of such contributions may be exceptional participation or leadership on a project, detail, or regular or special assignment; overcoming unusual difficulties or showing extraordinary creativity in meeting an objective; achieving substantial savings of resources in meeting an objective; achieving a breakthrough (scientific or technical) that contributes significantly to the accomplishment of a goal or mission; completing an important objective in record time; or other efforts which contribute to the efficiency, economy, or improvement of IC, NIH, or another federal agency's performance.)(  (NIH Policy Manual 2300‑451‑1)   Recognition should be awarded within 45 to 60 days of completion of the noteworthy contribution.

The following table provides expanded guidance to the NIH Intangible Benefits Table in NIH Manual Chapter 2300-451-1.  The examples provided are meant to give some guidance on appropriate award levels.  The examples provided are not all inclusive nor are the award amounts necessarily the definitive word on the amount for a specific act or service.  Judgment must be exercised in each case to determine the appropriate mechanism and award level.  Award narratives must clearly indicate what level is being requested and provide supporting evidence.  Division may expand on this table with Division-specific examples.  Additional examples must fit in the overall scheme.

	
NCI-SPECIFIC INTANGIBLE BENEFITS MATRIX


for Special Act or Service, On-the-Spot, and Suggestion Awards 

	
	Delegation
	Limited Impact: Impacts a specific small work unit to as large as a Division or IC.
	Broad Impact: Impacts several IC(s or all of NIH
	General Impact: Impacts the mission of other components of DHHS, or of Agencies other than the NIH

	Small to Moderate Benefit


	Lab/Branch Chiefs

OD Office Heads and Directors who report to an Associate Director
	$100 - $325

Volunteering for an extra or emergency assignment while maintaining own workload.

Substantive role in site-visit preparation for a large lab.

Using personal initiative and creativity to solve an unusual problem affecting the immediate work area.

Producing a work product of exceptionally high quality under tight deadlines.

Conducting a training session for immediate office/lab/branch.

Organizing a seminar series for the office.
	$325 - $650

Depending on level of involvement:

Participation on a project, detail, special assignment, or workgroup affecting the NIH community.

Completing an objective that has a small to moderate effect on the efficiency, economy, or improvement of NIH performance.
	$650 - $1300

Depending of level of involvement:  Participation on a project, detail, special assignment, or workgroup affecting the HHS, other Federal agencies, or outside scientific community.

 Completing an objective that has a small to moderate effect on the efficiency, economy, or improvement of HHS or other Federal agnecy performance.



	Moderate to Substantial Benefit


	Associate Directors/ Program Directors/

OD Office Heads and Directors who report directly to a Deputy NCI Director.
	$325 - $650

Volunteering to cover for an absent employee for a short period of time.

Using personal initiative and creativity to solve an unusual problem affecting a Program.
Chair of a workgroup that has a direct effect on an Program-wide policy or operation.  


	$650 - $1300

Depending on level of involvement:

Participation on a project, detail, special assignment, or workgroup affecting the NIH community.

Completing an objective that has a moderate to substantial effect on the efficiency, economy, or improvement of NIH performance.
	$1300 - $3150

Depending of level of involvement:  Participation on a project, detail, special assignment, or workgroup affecting the HHS, other Federal agencies, or outside scientific community.

Completing an objective that has a moderate to substantial effect on the efficiency, economy, or improvement of HHS or other Federal agnecy performance.

	Substantial to Extended Benefit


	Division Directors and Scientific Directors may approve awards with substantial to extended benefit within their Division.
	$650 - $1300

Using personal initiative and creativity to solve an unusual problem affecting a Division.
Volunteering to cover for an absent employee for an extended period of time.
Serving as a Division coordinator for CFC or bond drive.

Chair of a workgroup that has a direct effect on an Division-wide policy or operation.  

Conducting or coordinating a training session or seminar series for a Division.
	
$1300 - $3150

Depending on level of involvement:

Participation on a project, detail, special assignment, or workgroup affecting the NIH community.

Completing an objective that has a substantial to extended effect on the efficiency, economy, or improvement of NIH performance.
	
$3150 - $5000

Depending of level of involvement:  Participation on a project, detail, special assignment, or workgroup affecting the HHS, other Federal agencies, or outside scientific community.

Completing an objective that has a substantial to extended effect on the efficiency, economy, or improvement of HHS or other Federal agnecy performance.

	
	NCI Director or NCI Deputy Directors may approve awards with substantial to extended benefit for the NCI.
	
$650 - $2500

Using personal initiative and creativity to solve an unusual problem affecting the NCI
Chair of a workgroup that has a direct effect on an NCI-wide policy or operation.

Achieving a breakthrough (scientific or administrative) that contributes significantly to the accomplishment of a stated NCI goal or mission

Conducting or coordinating an NCI-wide training session or seminar series.

Serving as NCI coordinator for CFC or bond drive.

Completing an objective that contributes to the efficiency, economy, or improvement of the NCI performance.


	
$1300 - $5500

Overcoming unusual difficulties or showing extraordinary creativity in meeting an NIH wide objective.

Exceptional participation or leadership on a project, detail, special assignment, or workgroup affecting the NIH community.

Achieving a breakthrough (scientific or administrative) that contributes significantly to the accomplishment of a stated NIH  goal or mission

Serving as NIH coordinator for CFC or bond drive.
	
$3150 - $10,000

Achieving a breakthrough (scientific or administrative) that contributes significantly to the national public health.  




*On-the-Spot example are in italics; Special Act examples are in normal type.
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Additional Guidance for Staff Recognition (i.e Annual Performance) Award
Staff Recognition Awards are for (accomplishment of duties in a manner characterized by high work output; consistently completing timely work products of high quality; and/or providing prompt and courteous service to customers, clients, and coworkers.  At the higher monetary levels (over $2500) employee accomplishments must be exemplary and of exceptionally high quality to qualify for this award.(  (NIH Policy Manual 2300‑451‑1)

Staff Recognition Awards should be tied to accomplishments in key initiatives under the individual(s performance contract or plan and/or the organization(s strategic plan.  Division-specific criteria may be developed based on the general criteria below for the different levels of Staff Recognition Awards to ensure fairness and consistency.

Staff Recognition Awards are normally given once annually to employees.  

	Level of Performance
	Level of Award

	Level 1


	up to 1% of salary

	Level 2


	up to 2% of salary

	Level 3


	up to 3% of salary OR QSI


General Criteria:

Level 1 performance: 
Employee has exceeded standards (i.e. what would be expected) in terms of quality, timeliness, creativity, or some other measure, on up to 50% of EPMP elements or contract tasks.

Level 2 performance: 
Employee has exceeded standards (i.e. what would be expected) in terms of quality, timeliness, creativity, or come other measure, on more than 50% of the EPMP elements or contract tasks.

Level 3 performance:
Employee has exceeded standards (i.e. what would be expected) in terms of quality, timeliness, creativity, or some other measure, on all elements or tasks in the EPMP or contract.  
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