Best Practices:  ARC 10A

PEER RECOGNITION AWARD
(aka “Making It Happen Award”, Peer Pride Award)

For more information contact Sharon Desmond or Judy Wongsam.
Purpose:  Peer Recognition Awards provide an opportunity for employees to recognize the contributions and accomplishments of their peers.   Peer Recognition Awards are effective in that the recipient is given a tangible gift of appreciation of nominal value ($25 to $100)  which is valued by the recipients as memorable.  Use of these awards may help promote organizational goals and objectives by fostering teamwork and providing the ability for employees to recognize peers across an organization (e.g. NCI).  The Peer Recognition Award does not replace existing awards programs (e.g. Incentive Awards).

Eligibility:  Only NCI employees are eligible to either nominate or receive this award.  An employee may not nominate his/her own supervisor or another employee to whom the supervisor reports.  Areas of consideration may include improved communications, team building, improved work environments, leadership, timesaving innovations, dependability, and other noteworthy accomplishments.

Maximum # of Awards:  Each employee may nominate up to two individuals per fiscal year.  Employees may nominate the same individual twice or nominate two separate individuals.  (ARC Manager will track awards throughout the year).

Approving Officials:  The nominator’s supervisor signs to authorize funds; the nominee’s  immediate supervisor signs as final approver.  

Types of Awards:
 Suggested types of awards include flower arrangements, balloon bouquets, fruit baskets, plants, NCI logo items, gift cards to local restaurants and/or stores.

Nomination Procedure:  Nominator will prepare and submit the Peer Recognition Award Nomination form and a Purchase Request (NIH-1861-1) to his/her immediate supervisor for fiscal approval.  Both forms are then submitted to the nominee’s immediate supervisor for final approval.  After approvals are obtained, the forms are returned to the nominator for submission to a Purchasing Agent or other employee with authority to obligate Government funds.

PEER RECOGNITION AWARD NOMINATION FORM

Name of nominee:
______________________________________________

Job title: _______________________________________________________

Division/Office: ________________________________________________

Nominator’s name & phone number:____________________________

Type of Award:  (select as many as are appropriate)

· Improved communication:  for participating in team meetings, offering helpful suggestions, sharing information with others, or by contributing in other ways that increase awareness and/or knowledge of others

· Innovation:  for developing or implementing a project that results in time and/or work saving for others

· Unsung Heroes:  for willingness to help others, being unselfish with one’s time, expertise and/or resources,  being dependable and responsible, encouraging, yet rarely recognized outside of his or her circle of co-workers

· Noteworthy accomplishment:  for a notable accomplishment 

· Leadership:  for demonstrating leadership on a particular project or over a period of time

· Improved Work Environment:  for suggestions and/or actions that improve the work environment 

PEER RECOGNITION AWARD NOMINATION FORM
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Please describe in a brief paragraph why nominee is being recognized for this award:

Recommended amount for this award: ______________________ 








    $25 to $100

____________________________________________________________


Nominator’s signature                                                     Date

____________________________________________________________

Concurrence by nominator’s  supervisor           Date/Amount



____________________________________________________________

Final Approval (Nominee’s supervisor)

Date/Amount

