Federal Employees of the Year 

Awards Program

PURPOSE 

To recognize outstanding current San Francisco Bay Area Federal employees who have demonstrated exceptional and noteworthy performance and dedication in a given field during the past two years. 

ELIGIBILITY 

Individual employees or teams at all grade levels within the Federal sector (civilian, military, and postal) in the San Francisco Bay Area. The workstation of the nominee(s) must be in one of the following nine counties: Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano, and Sonoma.

Consideration will also be given to the completion of any formal or recognized education or training outside of official duties, which enabled the nominee(s) to be more valuable to his/her agency. Participation in professional, scientific, or similar organizations may be included for evaluation

Both individual and team nominees must have demonstrated exceptional performance and results in his/her present position, leadership, suggestions, or inventions; performance and/or results achieved in the past 24-month period will be the basis for selection.  

Additionally, groups of employees working together as a team must have made an outstanding contribution to the achievement of a special project, the accomplishment of their agency’s mission, the achievement of a significant cost reduction or the provision of products and services to customers in an exception manner.  Teams nominated must consist of no more than 20 members.  Team members are not eligible to be nominated as an individual in any other category.  Teams can consist of members in any of the 11 categories.

EXCLUSIONS: San Francisco Bay Area Federal Executive Board staff, heads of agencies, students involved in Summer Aide, Work/Study, contractors and Student Career Employment Program (SCEP) formerly known as the Co-op Program. 

DESCRIPTION

There are 11 award categories. Judgment should be used in determining the appropriate category for nominations. As a rule of thumb, you should place the nomination in the category which best covers the nominees’ accomplishments.
Administrative/Technical


Recognizes employees in positions involving administrative duties. The employee should be engaged in work that requires analytical ability, judgment, discretion, or knowledge of a substantial body of administrative or technical program principles, policies, and objectives. The accomplishment in this category should be based on predetermined practices and precedent, acquired through on-the-job training and experience (e.g., Writer-Editor, Engineering Technician, Draftsman, Computer Technician, Budget Analyst, Management Analyst, Personnel Specialist, Budget Analyst, Program Administrator, Personnel Staffing/Classification Specialist, etc.).

Clerical 


Recognizes employees in all clerical support and equivalent positions (Secretary, Clerk-Typist, Supply Clerk, Administrative Assistant, etc.), who have demonstrated outstanding leadership skills, innovative approaches to assigned tasks, pride in work and continuous improvement through activities such as customer service and processes.

Civil Law Enforcement 


Recognizes individuals who have excelled in the area of civil law enforcement (e.g., Civil Investigators and Civil Attorneys, etc.). Nominees should have demonstrated innovative approaches, or demonstrated exceptional and outstanding initiative, creativity and judgment in the area of Civil Law Enforcement.

Criminal Law Enforcement 


Recognizes individuals who have excelled in the area of criminal law enforcement (e.g., Special Agents, Border Patrol Agents, Immigration and Naturalization Agents, FBI Agents, Drug Enforcement Agents, etc.).  Nominees should have demonstrated innovative approaches, or demonstrated exceptional and outstanding initiative, creativity and judgement in the area of Criminal Law Enforcement. 

Equal Employment Opportunity 


Recognizes individuals who excel in promoting equal employment opportunity. The nominee should have achieved outstanding civil rights, special emphasis or affirmative employment results through effective leadership, skills, imagination, innovation and perseverance in extending equal opportunities to minorities women and individual with disabilities. 

Management 


Recognizes those individuals who are managers/supervisors or team leaders responsible for guiding the work of others and whose vision and leadership skills have produced major results for the agency.  In addition, the nominee’s abilities in coaching, empowering, fairly compensating and rewarding members of the team should be emphasized. Nominees must have accomplishments in one or more of the categories below: 

· Human Resources Management - including outstanding efforts in motivating employees, utilizing their skills, appraising their performance, developing their talents and the use of innovative or motivational techniques. 

· Mission Support Management - recognizes achievement realized through the development of a more comprehensive response that utilizes the best available science, innovative management practices, technology and customer-friendly processes as opposed to piecemeal solutions. 

· Cost Saving Management - recognizes achievement in substantial saving in dollars or positions. A description of savings should be included with the nominations along with a description of how much of the savings was due to cost avoidance verses saving in existing expenditures. 

· State of the Art Management - recognizes achievement in leadership for taking professional risk to advance the state of the art scientific, technological or management area. The key words are "state of the art" and "leadership". Nominees should have displayed the entrepreneurial spirit to create environments where employees feel secure in extending the limits of current knowledge or practices.

Military Uniformed (regular or reserve) 

Recognizes the uniformed military personnel for outstanding performance of duty during the previous 24 months. This category is intended to recognize individuals who may not meet the criteria for nominations in any other category. Nominations are expected to be more action or operations oriented. Individuals may NOT be nominated in the Military category if they are nominated in any other category. This category includes military officials who are based at any of the nine-county Bay Area installations.

Professional 

Recognizes those employees in any of the professions and sciences, including such occupational areas as: legal, social services, accounting, engineering, architecture, mathematics, and statistics. The nominee must have earned an accredited degree from a four-year college. Persons nominated in this category may be employed at any level of professional work, but they will be compared, and should be nominated, on the basis of their competence, efficiency, and accomplishments in the professional field.

Scientific 


Recognizes those individuals who have made outstanding contributions in the scientific community. Includes those individuals in the physical sciences, the biological sciences, medicine, chemistry, etc. The absence of a degree will not disqualify a nominee in this category.

Service to the Community  

Recognizes employees who, through volunteering their services on their own time, have forged a bridge between Federal employees and the service needs of the community in which they live. Examples of the types of service to be recognized are: help provided to the physically or mentally handicapped, youth, homeless, or others in need of care; or time and effort directed toward projects of civil betterment and of voluntary organizations which serve individual or community needs.

Trades and Crafts 

Recognizes individuals in Wage Grade or equivalent military categories that relate to a specific trade or craft (e.g., Warehousing, Machining, Electrical, Custodial, Printing). 

 

Criteria and Nominating Instructions

· All nominations must be made on the Federal Employees of the Year Award Nomination Form. The narrative in bullet format should clearly describe significance of the achievements that makes the nominee worthy of special recognition.  The nomination form should include the signature to the nominee indicating authorization of the use of a photograph and nomination for program promotion must be completed.

· All nominations must be typewritten with no less than a 10-point font and should be limited to the space provided.  All nominations submitted by the agency to be considered by FEB must adhere to the format including the use of bullet statements.
· The background information should list information about current job responsibilities, title, length of service and information about normal job duties.   This information should not be repeated in the narrative.  All nominations submitted by the agency to be considered by FEB must adhere to the format including the use of bullet statements.
· You must submit 1 original and 2 copies of each nomination.

· The Summary of Achievement must be complete.  It is important to condense the one page write to a paragraph of 200 words or less since this is the statement that will be used in the official program brochure.

· The team nomination should include information on each team member as indicated on the Group Nomination Form. 

· There is no limit to the number of nominations an agency may submit. However, an individual may only be nominated in one category and an individual may not nominate himself/herself. Each nomination must be approved by the agency head.

· Nominations not meeting the format requirements, or that are incomplete, will be returned to the agency for correction and resubmission. Resubmitted nominations must still meet the deadline. Initial nominations and corrected nominations received or postmarked after the deadline will not be considered.  You must submit the nominations to: 

	PRIVATE
Federal Executive Board
1301 Clay Street, Room 1240N 
Oakland, CA 94612-5209


DEADLINE--All nominations for the 2004 Federal Employees of the Year Awards Program must be received at the address above or postmarked NO LATER THAN October 1, 2004. 
Remember to submit a digital photo (head shot - highest resolution) to dianna.louie@gsa.gov
Questions regarding the nomination process may be directed to:

Dianna Louie
Voice: 510-637-6103
FAX: 510-637-6253 

