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Department of the Army

headquarters SECOND region (rotc)

united states army cadet command

fort KNOX, KY  40121-5610


            attention of:
OM 672-20-1

ATOB-PA
       17 September 2001

Memorandum

No. 672-20-1

Incentive and Performance Awards

CIVILIAN PERSONNEL

1.  Purpose.  To provide information for nomination of civilian employees for incentive and performance awards.

2.  Applicability.  All civilian employees assigned temporarily or permanently to Second Region (ROTC), U.S. Army Cadet Command.

3.  Procedures.

      a.  Individuals may be nominated for Performance Awards, Quality Step Increases, or Time-Off Awards at the end of each annual rating period.  Refer to AR 672-20 for specific instructions pertaining to nominations for these awards.

      b.  Individuals may be nominated for Special Act or Service Awards, On-the-Spot Cash Awards, or Time-Off Awards at any time.  Refer to AR 672-20 for specific instructions pertaining to nominations for these awards.

      c.  Nominations for all civilian awards will be submitted on a DA Form 1256, with justification as appropriate.  Individual may only be nominated for one award per form.  

      d.  Justification for awards mentioned in paragraph 3.a., will include the annual appraisal and objectives.  Additional comments may be made on bond paper and included with the packet.  The timeframe for these awards will include the entire rating period and be specific toward annual performance.

This memorandum supersedes Policy Memo OM 672-20-1, dated 1 Oct 98

OM 672-20-1

      e.  Justification for awards mentioned in paragraph 3.b., will be typed in a text or bullet format on plain or letterhead paper.  The time frame for these awards will cover a short (previous 3 months) time period or a specific act or service.  They will not cover the rating period as a whole nor be specific toward annual performance.

4.  "COMMITTED TO EXCELLENCE!"

                                                                        “ORIGINAL SIGNED”





PAUL L. WILLIS


COL, TC


Commanding
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