
U.S. DEPARTMENT OF TRANSPORTATION 
FEDERAL AVIATION ADMINISTRATION GL AT 3450.1G 

.· GREAT LAKES REGION 

5/21/84 

INCENTIVE AWARDS PROGRAM ~~IR TRAFFIC DIVISION 
SUBJ: 

1. PURPOSE. This order revises. procedures for processing Quality Step 
Increases (QSI's) and Special Achievement Awards (SAA's), including Special 
Act/Service Awards. 

2. DISTRIBUTION. This order is distributed to section 1eve1 and above in the 
Air lrillic Division and to all air traffic field facilities, Great Lakes 
Region. 

3. CANCELLATION. This order cancels Order GL AT 3450.1F, dated 4/5/83 .. 

4. ASSOCIATED DIRECTIVES. FAA Order 3450.70, Incentive Awards Program, and FAA 
Order 3400.11, General Performance Appraisal System. · 

0l' .• HACKGROUNIJ. 

a. Previously, the regional Incentive Awards Coordinator had the* responsibility for reviewing all award justifications for specificity, format, 
length, and compliance with existing directives and, if necessary, returned them 
to the originating facility/branch/staff office for rewrite with an explanation 
of changes required. This included a.wards that were already approved by the 
facility/branch office manager •. Th:ts removes from the regional incentive Awards 
co·ordinator, the responsiblity for reviewing facility/branch approved awards and 
places it solely on those facility and branch managers who approve them. 
Subsequent reviews of those faci 1i ty /branch approved awards wi l1 be conducted by 
the Evaluation ·Staff, AGL-505, during regular check and special.evaluations as a 
separate 1i ne i tern. The regiona I awards coordinator wi 11 continue to process 
awards in all other aspects and manage program resources. Those awards that 
require approva 1 by the Air Traffic Division Manager will continue to be 
reviewed by the Regional Incentive Awards Coordinator. *' 

b. Since the development of "Merit Pay" classification, separate directives 
provide procedures when granting Merit Pay employees monetary awards for 
sustained superior performance. The incentive Awards Program Handbook and this 
directive are used for all other types of awards (i.e~. Special Act/Special 
Service•. Beneficial Suggestions, etc.} forthe.se employees. 

6. ACTIUN. 

a. Each field facility shall appoint a facility Incentive Awa.rds* 
Coordinator, if other than the Air Traffic Manager, to be the focal point for 
all facility communica·tion and coordination with the regional Incentive Awards 
Coordinator. The name of the appointee shall be confirmed in writing to the 
regional Incentive Awards Coordinatqr. AGL-513, with d copy retained by the 
designating/delegating official. · * 
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b. Supervisors shall ensure that the criteria descr.ibed in FAA Order 

3450.70. "Incentive Awards Program," is documented in the awards justification 

write-up. 


c. All award justifications for QSI's and SAA's for sustained superior 

performance shall: 


(1) be submitted on pl~in bond paper in the format depicted in 

Appendix 1 or 2 of this order. When supervisors use the format depicted in 

Appendix 2, they must ensure that: 


* 	 (a) the most recent General Performance Appraisal Document (GPAD) 

is attached and is not more than 60 days old (if more than 60 days old, use 

Appendix 1 format); 


(b) the GPAD contains in each Critical Job Element (CJE), a 

minimum of one specific occurrence of observed or known emp 1oyee performance 

that exceeds the performance standards for the position; and 


(2) 	 the GPAD reflects the majority of the award period. * 
(3) 	 normally not exceed two ty~written pages. 

d. Award justification for SAA's for Special Act/s or Service/s, whether 

for individual or groups, shall: 


{1) specifically desc"ribe the act or service performed; 

{2) indicate the period covering the act or service; 

(3) explain how the act or service increased the efficiency, produc

tivity, and/or economy of government operations, and 


(4) 	 normally not exceed one typewritten page. 

e. Award amounts for SAA • s for sustained. superior performance shall be 

determined through use of the formula and worksheet depicted in Appendix 4. 


f. Award amounts for SAA's for Special Act's or Special Service's shall 

be determined in accordance with Handbook '3450. 7D, paragraphs 36a and 36b. 


7. 	 RESPONSIBILITIES AND AUTHORITY. 

* 	 . a. Facility/branch office managers. (when approval authority is within the 
facility/branch dffice) shall: . ·l 

(1) review the justification for format, length, compliance with. 

existing directives, an<,t the specificity of the award justifi cation for those 

awards submitted by subordinate supervisors; · 


(2) 	 approve or disapprove award recommendations; 
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(a) if approved, forward the award justification and ap-propriate 
forms to the regional Incentive Awards Coot•dinator for further processing. The 
award sha 11 not be announced until notified by the regi ona 1 Incentive Awards 
Coord1nator that final processing has been completed. 

(b) if disapproved, return 'the award to the recommending offi cia 1 
with an explanation why it was disapproved. When appropriate, provide guidance 
and assistance to the recommending official for rewrite and required changes. 

b. Facility/branch/staff office managers When approva 1 authority is at the 
di vi s1 on leve1 sha 11 forward award recommendations and appropriate forms to the 
regional Incentive Awards ·Coordinator for review and obtain the necessary 
division approval. The award shall not be announced until notified by the 
regional Incentive Awards Coordinator that final processing has been completed. 

c. Regional Incentive Awards c~~·ordinator shall: 

(1) when the approval authority is the Air Traffic Division Manager or 
above. review the justification format, length, compliance with existing 
directives, and the specificity of the award justifi cation; and if necessary, 
return the award to the originating facility/branch/staff office for rewrite· 
with an explanation of changes required; and 

(2) process awards in accordance with procedures outlined in paragraph 
8 below. 

8. PROCEUURES (QSI's, SAA's). 

a. Facility/branch office managers shall submit the following: 

(1) When approva 1 authority is within the faci 11 ty/branch 

(a) One copy of the award justification with signatures. 

* 	 (b) One copy of the most recent GPAD including performance
standard. (SAA's for Special Act/Service need performance standard only.) 

(c) One original FAA !f.orm 2730-71 (SAA's only). 
I 

(2) When approval authority is the Air Traffic Division Manager or 
above 

(a) The original and one copy of the award justificat16n with 
signatures on each. 

(b) One copy of the most recent GPAD including performance
standard. (SAA's for Special Act/Service need performance standard only). 

b. The regional Incentive Awards Coordinator shall. sign only the copy of 
the award justification that is forwarded to the employee's Official Personnel 
Folder (OPF). The signature line shall be omitted on the employee's copy. 
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(b) 	 Complete final processing. 
"' " 

{2) When approval authority is t.he Air Traffic Dhi sion Manager, o.r 

above 

(a) Insure all appropriate documents are included in the aw.ard 

package; 


(b) Review the justification for format~ length, specificity, and 
comp 1iance with existing directives; and 

(c} 	 Complete hnal p.rocessing. 

(3) Notify the or:igtnating .facility/branch/staff office when final 

processing has been completed; 


(a) verba 1}:y ~ when the approva 1 authority is at the 
fad 1i ty/branch· office level~ or * 

(b) by returning an approved ori·gina1 letter of justification 

and an appropriately completed "certificate" when ttle approval author.ity is 

the Air Tra.fffc Division Manager or above~ · · 


* c. The facility, branch~ staff office presents the award. (The 
facility/branch ts responsible for the ~erreparation of the appropriate 
certificate when the approval authority 'is at the facility/branch office leve 1. 
The regional incenti-ve Awards Coord.i.nator -is re.s.ponsible fQ.r the preparation of 
the appropriate certificate when the approval authority is at the division 
level.) * 

. . . . . . 
9. UTTERS OF COMMENDATION. Facility/branch/staff ofHce managers shall 
forward one copy of all Letters of commendation di.rectly to AGL-14 for inclusion 
in the employee's official personnel folder. 

10. F0Rf4S AND CERTIFICATES. The following is a .list of forms and an explanation 
of their use in the Incentive Awards Program .• 

* 	 a. SF-50» 11 N:otice o-f Personnel Action... This. is provided .to the employee 
when a Qua1i ty Step Increase Award h.as been approved and proce.ssed. * 

b. FAA 2:730-U,. "Casn Award Payment Authorization.," This is used to 

authorize payment of Special Achievement Awards. 
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c. FAA 3450-14, "Certificate ·~f Special Achievement." This certificate is 
given to an employee in association with a Special Achievement Award. (However, 
when a Special Achievement Award is based on the same period of performance for 
which an outstanding rating is approved, FAA Form 3450-13, Outstanding 
Performance Cert'ificate, is issued in lieu of 3.n award certificate.) 

d. FAA 3450-7, "Certificate of Quality Performance." This certificate is 
given to an employee in association with a Quality Step Increase Award. 
(However, when a Quality Step Increase Award is based on the same period of 
performance for which an outstanding rating is approved, FAA Form 3450-13, 
Outstanding Performance Certificate, is issued in lieu qf an award 
certificate). · 

, Air Traffic Uivision 
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Appendix 1 

APPENDIX 1 •. AWARD FORMAT. FOR QSI AND SAA ·FOR SUSTAINED SUPERIOR PERFORMANCE 

JUSTIFICATION FOR (QSI OR SAA) FOR SUSTAINED SUPERIOR PERFORMANCE 

·NAME & SSN ·. TITLE &GRADE/STEP PERIOD COVERED TIME IN POSITION 

John Doe · ATCS GS-12/5 11/1/81~11/1/82 3 years 5 months 
999-99-9999 

G~neral description of duties are included in the attached performance .standard 
(or performance appraisal document). 

Examples of superior performance are: 

* CJE #1 - (Title of Critical Job Element) * 
(Briefly describe one occurrence of observed or known performance of how the 
employee actually performed above and beyond the p.erformance standards for the . 
positiqn•. This·example must be representative of the employee's·rwrmal . 
performance. Stating bench marks descri'oed in 3-400.15, Appendix 5, and. 3400.16, 
Appendix 5, will not suffi~e.) 

* CJE #2 - {Title of Critical Job Eh~ment) * 
(Same as in. CJE #1. Continue for each subsequent CJE.) 

The emp1oyee' s position description and the performance standard for the 
position were thoroughly reviewed prior to subm,itting this recommendation. 
I certify that the employee's performance of all the critical job elements met 
or exceeded the standard. · 

NOTE: Select the appropriate sentenr:e to finish supervisory certi fica ti on. 

For Quality Step Increases 

Performance was sustained at these levels for at least 6 months and is 
expected to continue in the future. 

For Special Achievement Award 

Performance was sustained at' these levels for at least 6 months. 

* 	 Therefore, I recommend John LJoe for a (Quality Step Increase Award or Special 
Achievement Award). * 
I certify that all applicable requirements of FAA Order 3450.7D and 3400.13 
have been met, and that this employee has not received an award based upon 
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sustained individual performance Qf regularly assigned duties within the 

previous 52 weeks. . 


rft?UY 
Date • 

IL, ATCT 

r/r/rx
Date 

* * 

** ·See paragraph 8.b. 
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Appendix 2 

_APPENDIX 2. 	 AWARD FORMl-\T (ALTERNATE) FOR QSI AND SAA FOR SUSTAINED SUPERIOR 
PERFORMANCE . _ ___ ____ _ _ ___ _ 

JUSTIFICATION FOR /~QUALITY STEP INCREASE /--7 SPECIAL ACHIEVEMENT 

AWARD FOR SUSTAINEOSUPERIOR PERFORMANCE 

NAME:¥.., ~ TITLE: 

S-sN : ,,'/__..u-mt GRADE/STEP: 

~6~~~~o: s/tr/n- rt,tJ.y_ ·~~~iri~N: 
* In support of this award, the attached GPAD is not more than 60 days old and 

contains within each CJE a description of at least one specific occurrence of 
observed or known performance of hpw the employee actually performed above and 
beyond the performance standards fur the position. * 
The employee•s position description and the performance standard for the 
position were thoroughly reviewed prior to submitting this recommendation. 
I certify that the employee's performance of all the critical job elements 
or excee<led the standard. 

met 

~ ~uality Increase- Performance 
least 6 months and is expected 

was sustained at these levels for at 
to continue in the future. 

Special Achievement Award- Performance 
for at least 6 months. 

was sustained at these levels 

* Therefore, I reco-nd ~flit,/ ,;1~, for a (Quality Step 
Increase or Spec1al Ach1ev ent Award). . * 
I certify that all applicable requirements of FAA Orders 3450.70 and. 3400.13 
have been met and that this employee has not received an award based upon 
sustained individual performance of regularly assigned duties within the 
previous 52 weeks. · 

~g l.cia(JJJ= i'·-----
Areit Supervisor, Anyplace, IL, ATCT 

Date · 

* 

Approving Official 
f\'lanager, Anyplace, IL, ATCT 

~·(,fl., ·kk /_ ~ 
*edHma~ce'nti ve Awar~lnator 

Supervisor, Programs Section, AGL-513 
* 

**See paragraph 8.b. 

Page 1 (and 2) 



5/21/84 
GL AT 3450.1G 
Appendix 3 

APPENDIX 3. AWARD FORMAT FOR SAA FOR SPECIAL ACT AND/OR SPECIAL SERVICE 

* JUSTIFICATION FOR SAA FOR (SPECIAL .ACT OR SPECIAL SERVICE} 

NAME & SSN TITLE &GRADE/STEP PERIOD COVERED TIME IN POSITION 

John Doe ATCS GS-12/5 11/1/81-11/1/82 3 years 5 months 
999-99-9999 

General description of duties are included in the attached performance standard 
(or performance appraisal document). 

(Describe the act or service that was performed and explain how it increased 
the efficiency, productivity, and/or improved the economy of the operation.) 

In accordance with Handbook 3450.7D, the above contributions have resulted in 
benefits in the amount of ~:§ot~t~,~~ or ·intangible benefits of 
(modera telsubstantia1/hi gh ex epti,ona 1) va 1ue 1nd ( 1 imi ted/extende<l/broad/ 
general) benefit. Therefore, I recommend that a cash award in the amount of 
$ f!t:NI,Qii . be awa,rded. (See 3450. 7D, Chapter 4.} 

I certify that all applicable requirements of FAA Order 3450.70 have been met. 

o.~hHr 

.Area Supervisor, Anyplace, IL, ATCT 

~ _J, 'fJ~~NL 

Approving Official · 
Manager, Anyplace, IL, ATCT 

* 
c~w., iJo/-"144-'

':;E:*'!r,*R~e::-::g::-:!i"=o'::"na:-",......,.I-=n'::"ce=-=n:":lt:"l'i":":'ve'::"""1A~w~a':'!"rd~s~·-,.:C~oo~r~dii1~na~t~o~r----

Supervisor, Programs Section, AGL-513 

**See paragraph 8.b. 
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Appendix 4 · 

.. APPENDIX 4.. SAA FOR 	SUSTAINED SUPERIO.RJERFORMANCE FORMULA_ 

1. (Step 1) Enter the employee•s General Salary (GS) grade and step plus the 
·salary for the step (e.g., GS-11/6/$28.593). 

2. (Step 2) Enter the Total Performance Appraisal Score (TPAS) found in 

Section VI of the General Performance Appraisal Document. 


3. (Step 3) Check the appropriate box in which the TPAS is found$ in order 
to determine the percentage to be applied to the award. 

4. (Step 4) Use the base salary (determined in Step 1) and multiply it by 

the percentage (determined in Step 3). · 


5. Take the figure. determined in Step 4, and round up to the next dollar 

increment. 


1. Employee GS Grade/Step/Base 

2. Total Performance Appraisal Score (TPAS) - /,11 
3-. Percentage to be applied: 

TPAS Percentage 


0 · 1.50 to 1.5.4 . 1% 


0 1.55 to 1.64 	 2% 

D 1.65 to 1.74 	 3% 

·o 1. 75 to 1.84 	 - 4% 

D 1.85 to 1.94 	 5% 

D 1.95 to 2.00 	 6% 

4. 	 Amount of Award $~1J)8o '$ 
% x base pay) 

5•. Round up to the nearest dollar $ /OJ ?~NOTE: The maximum dollar 
amount approvable within the Air Traffic Divisi~n is $2,000.) 
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