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This purpose of this checklist is to assist rating, nominating, and approving officials in ensuring compliance with NOAA policies for granting contribution awards (which include special act, time off, cash-in-your-account, and on-the-spot awards).  Detailed policies for each award and procedures for nominations and approvals can be found in the DOC Performance Management Handbook, NOAA Administrative Order (NAO) 202-451 and the NOAA Incentive Awards Program Handbook.  

	|_|
	The award is submitted on the CD-326-LF (for special act, time off, and on-the-spot awards) or CD-326n (for cash-in-your-account awards)

	|_|
	The form includes the employee name, organization, accounting information, period of recognition, type and amount of award, and whether the award is for an individual or group

	|_|
	Funds availability, including specific annual limitations, has been confirmed

	|_|
	The amount of the award is commensurate with the value of the achievement

	|_|
	The employee has not already been recognized for the achievement with a separate contribution or performance award

	|_|
	A thorough narrative justification is provided describing the employee’s specific achievement and why the achievement was above and beyond that normally required by the position

	|_|
	The award has been approved and signed (either by hand or electronically) by both the immediate supervisor and the approving official

	|_|
	For special act awards greater than $5,000, the award was approved by the NOAA Incentive Awards Board (NIAB) and the Under Secretary for Oceans and Atmosphere

	|_|
	Time off awards are granted in amounts between 4 and 40 hours, with no more than 80 hours granted to an employee in one leave year

	|_|
	Cash-in-your-account awards are granted in $100 increments.  An employee may not receive more than $2,000 in cash-in-your-account awards in a calendar year

	|_|
	The employee’s aggregate compensation received within the calendar year does not exceed the rate of pay for Level I of the Executive Schedule

	|_|
	The CD-326 form is maintained in the employee’s Employee Performance File (EPF)


Questions?  
Visit the Performance Management Portal at https://secure.wfm.noaa.gov/noaa_only/perfmgmt/index.html or 
speak with your Performance Management POC
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