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Dear Federal Executive:

The Federal Executive Association (FEA) of Alaska is pleased to announce that nominations are being accepted for the 36th Annual Outstanding Federal Employee of the Year Awards.

This award program is sponsored by the FEA to recognize and honor outstanding Federal employees, both military and civilian. On behalf of the FEA, I urge each agency head and military unit to take a personal interest in nominating and encouraging nomination of worthy employees.

Each Federal agency may submit a nomination, one in each category.  If your agency has more than 1,000 employees, then you can submit 1 per 1,000 in each category.  Agency's final nomination will be accepted through March 19, 2004 through your FEA representative.  Those without a representative may submit directly to the FEA Committee Chair, Mrs. Tammy Hoch, Alaskan Command/J12, 9480 Pease Ave, Ste 305, Elmendorf AFB, AK 99506-2100.

A committee of prominent Alaska citizens (non-Federal employees) will judge the nominations. The winners in each category will be announced and receive their awards at the luncheon April 28, 2004, the particulars to be announced at a later date.  All nominees will be recognized during the luncheon award ceremony.

Details of the nomination criteria are outlined in the enclosed packet. If you have questions regarding the awards or luncheon, please contact your Awards Committee representative or call this year’s Awards Committee Chair, Mrs Tammy Hoch at 552-8536.

Your support in making the 36th Annual Federal Employee of the Year Award program a success is greatly appreciated.

Sincerely,
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Cam Toohey

President, Alaska Federal Executive Association

CRITERIA FOR THE FEDERAL EMPLOYEE OF THE YEAR COMPETITION

1.
These guidelines are provided for nomination in the Outstanding Federal Employee of the Year Program sponsored by the Anchorage Federal Executive Association.

2.
All military and civilian Federal employees are eligible for nomination.  Each Federal agency/activity head may nominate one employee in each of the four individual categories as well as a team nomination.  In the Community Service Award category, grade or pay levels do not apply, and the nominee may be the same person nominated in one of the other categories. An individual may win only one award.

3.
To be eligible for nomination in Categories One through Four, the following conditions must be met.  For Category Five, all members of a team must meet these criteria with the exception that only one team member must work in the Alaskan area.

a.
The type of work of the employee is in the Alaskan area.

b.
 The type of appointment is continuing (non-temporary) for more than six months yearly, with the Federal government as the major employer (this may include part-time, intermittent, and term types of positions.

c.
 The employee serves in an on-going type of position.

d.
 The employee’s outstanding performance, contributions and achievements of primary emphasis were during calendar year 2003.

4.  Nomination formats are attached. These should be followed carefully so the identity of the nominee is concealed from the judges. The evaluation by a judging panel of non-Federal volunteers is final.  Please submit an original and four copies for each nomination with a 3.5-inch disk in Word Perfect or Word form for each nominee.

5.  Agency's final nomination will be accepted through March 19, 2004 through your FEA representative.  Those without a representative may submit directly to the FEA Committee Chair, Mrs. Tammy Hoch, Alaskan Command/J12, 9480 Pease Ave, Ste 305, Elmendorf AFB, AK 99506-2100.

6.  Questions can be directed to you Agency's representative or by calling Mrs. Tammy Hoch at 907-552-8536.
FEDERAL EMPLOYEE OF THE 2003 YEAR

NOMINATION FORM

PART I

(Submit original and four copies for each nomination)

Nomination Category (Circle one)  I
II
III
IV
V  

The employee or team named below is this agency’s only nomination for this award category. 

The social security number is presented with the nominee’s permission and will be used as identification on Part III, which is sent to the judges, and for completion of a United States Savings Bond for the winners (team awards are recognized with a plaque but the team leader’s social security number is used to identify team nominations).

Nominee’s Name:  

Social Security Number:  (Full Number)


Rank/Grade:  

Work location:  


Length of Federal service:  

Nominating official’s signature/date:

_______________________________



______​​​​​_________

Nominating officials name






Date

Nominating official's position

Approval signature:  (Agency/Activity head):

________________________________



_______________

Approval official's name






Date

Approval official's position

Agency name and address:  

RELEASE:  "Under the provisions of the Privacy Act, I hereby authorize the use of personal information by the Federal Government and the Anchorage Federal Executive Board for publicity and the promotion for the 2004 Excellence in Federal Government Awards Program."

_________________________________

 

________________

Nominee's Signature







Date

FEDERAL EMPLOYEE OF THE 2003 YEAR

SUMMARY OF ACHIEVEMENTS 

PART II

(USE A COPY OF THIS FOR EACH NOMINATION)

For publicity purposes a brief summary of the individuals or team’s achievements and a limited amount of personal (or team) information is needed.  This summary will be used in introducing the nominee(s) at the awards luncheon.  

NOMINEE'S NAME:  

SUMMARY OF ACHIEVEMENTS:

(Format as follows:  1-inch margins on all sides, Font:  Times New Roman or equivalent Font, 12 Pitch, Regular Font-no bold or italics, Paragraph:  Full Justification, Word count:  No more than 100 words)

(USE A COPY OF THIS FOR EACH NOMINATION)

Justification:
The following describes the reasons for nominating this employee or team and includes a full description of this nominee’s or team’s outstanding performance, achievements and contributions.  It also presents applicable information, such as the ways in which this employee’s or team’s image reflects that of a desired employee(s) in the Federal service:

(General guidance for completion - Information Only)

1.  Up to two (2) pages may be submitted for Part III.  Please include the nominee’s Social Security Number in Part I (Team Leader’s SSN for team award nominations) and only the last 4 numbers in Part III.  This will allow anonymity for judging while ensuring appropriate processing for winner selection by FEA of the award.

2.
Attachments or enclosures as part of the justification are not acceptable.

3. Ensure that your nomination package is objective, clear and concise, and state outstanding performance, contributions and achievements.  Describe the ways in which this employee or team stands out in comparison with others.  Focus on what the employee or team accomplished and their impacts to the process.  The judges are non-Federal volunteers and it is unrealistic for them to attempt evaluation of lengthy, generalized statements. The judges will select the winner based on performance, contributions and achievements under each of the five categories.

4.
Judges will only consider information contained in the nominations.  Telephone calls or visits for clarification are not permitted, as such your package will be the only factor in the decision.

5.
Personal traits may be of influence on the employee’s performance such as leadership and professional contributions; however, this is not a personality contest - see paragraph 3 above.

6.  References to race, creed, religion, age, color, marital status and other non-performance types of information may not be used.  Any reference to the individual's name or team name needs to be removed.  Rather identify the individual as the "Nominee" or the "Team" as appropriate, you may use general references such as “he” and “she" or "they" within your package.

7.  Format as follows:  1-inch margins on all sides, Font:  Times New Roman or equivalent Font, 12 Pitch, Regular font - no bold, italics, or underlines.  Accomplishments may be written in bullet or paragraph format.   No other form is provided.  

CATEGORIES FOR NOMINATION

CATEGORY I

A.
Examples of kinds/levels of work

1.
Typing, stenography, office machine operation and miscellaneous clerical.

2.
Unskilled and semi-skilled trades, crafts and manual operations work, including leaders of these workers.

B.
Examples of grade levels of work within some major pay systems

1.
Military, Army and Air Force, E-1 through E-6.

2.
Unskilled and semi-skilled trades, crafts and manual operations such as civilians under Coordinated Federal Wage System, grades WG-1 through WG-6, and WL-l through WL-6.

3.
NAF employees, NA grades 1 through 10. AS grades 1 through 7, PS grades 1 through 7.

4.
Office related types of work such as general schedule civilian workers, grades GS-l through 5-6.

5.
Other types of work and levels similar to above.

CATEGORY II

A.
Examples of kinds/levels of work

1.
Technical, administrative, professional, engineering or scientific office-related work, such as those jobs approaching and including journey levels in these fields of work. Some higher level clerical is included.

2.
Semi-skilled and skilled types of trades, crafts and manual operations work, including leaders and supervisors of these workers.

B.
Examples of grade levels of work within some major pay system

1.
Military, Army and Air Force, E-7 and above, WQ- 1 through WO-3, 1 LT through Captain.

2.
Semi-skilled and skilled trade, crafts and manual operations such as civilians under the Coordinated Federal Wage System, WG-6 and above, WL-6 and above and WS- 1 through WS-8.

3.
Office related types of work such as general schedule civilian workers, grades GS-7 through GS-11.

4.
Other types of work and levels similar to above.

CATEGORY III

A.
Examples of kinds/levels of work

1.
Administrative, professional, executive, engineering, sciences such as physical, social or environmental and technical work of an office-related nature. The levels of these positions are typically staff, analytical or specialist types above the journey levels.

2.
Full-level supervisors over skilled journey and specialist types of trades, crafts and manual operations.

B.
Examples of grade levels of work within some major pay systems.

1.
Military, Army and Air Force WO-4 and Major and above.

2.
Supervisors at the full level and above, over skilled trades, crafts and manual operations such as civilians under the Coordinated Federal Wage System, WS-9 and above.

3.
Office-related work such as general schedule civilian type grades 08-12 and above.

4.
Other types of work and levels similar to above.

CATEGORY IV (Community Service Award)

1.
This category represents volunteer off-duty contributions and achievements in civic activities such as social, welfare, service and nonpartisan political organizations and activities. The level and type of achievements, performance and significance should be described.

2.
All Federal employees, military and civilian may be considered for this award. This category requires a complete set of nomination documents even if the nominee is also nominated for another category. While the person may be nominated in this category and Category I, II or III, he or she may win only one award.

CATEGORY V (Team Award)

1.
This is a category to recognize team contributions, achievements or accomplishments.

2.
Teams of Federal employees, military and civilian may be considered for this award.

3.
This category is open to work-related and volunteer off-duty contributions and achievements such as social, welfare, service and nonpartisan political organizations and activities.

4.
A team is defined as a cohesive group that coordinates a common project or task.

5.  Teams comprised of more than 20 individuals will receive a team recognition certificate in lieu of an individual certificate.


FEDERAL EMPLOYEE OF THE 2003 YEAR 


JUSTIFICATION --PART III


AWARD CATEGORY:  


SSN:  XXX-XX-XXXX (Last 4 only)





• 








