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AFEA Awards Committee
Procedures Handbook
The purpose of this handbook is to assist the AFEA Awards Committee in planning and presenting the AFEA Annual Federal Employee of the Year Awards Luncheon held each year in Anchorage, Alaska.   This awards program is held simultaneously with Public Service Recognition Week (PSRW) during the first week of May each year.  PSRW is a nationwide public education campaign honoring men and women who serve our nation as federal, state, and local government employees and ensure that our government is the best in the world.

The Alaskan awards ceremony is sponsored by the AFEA to recognize and honor outstanding Federal employees, both military and civilian.  It generally lasts about 1 ½ - 2 hours in its entirety.  

There are several categories to from which to recognize employees and each Federal agency may submit one (1) nomination per 1,000 employees in their agency in each category.  Both civilian and military organizations will be awarded in all categories.  Final nominations for all agencies are accepted through AFEA agency representatives until the date identified as the cut-off date by the AFEA Awards Committee.  

A Committee Chair is designated each year to chair the AFEA Awards Committee through an assignment of agency responsibility identified by the AFEA.  A list of agency participation is maintained and responsibility rotates through the major federal agencies in Alaska.  A copy of the most current list is included with this handbook.

Once the Committee Chair is designated, the call for nominations is prepared for signature by the AFEA President and issued to all agency heads in Alaska.   This letter announces the solicitation for nominations of employees for the awards as well as provides information on the date, location, and theme of the year’s luncheon.  The theme generally runs along the same theme identified for PSRW.  Also, this letter solicits interest from agencies in identifying employees to represent their agency on the AFEA Awards Committee. 

The Committee Chair attends the scheduled AFEA Membership Meetings as well as the AFEA Policy Committee Meetings to keep the board apprised of the progress of the awards ceremony.  Changes in budget requirements and/or any established procedures must be approved by the AFEA prior to implementation. 

Once the AFEA Awards Committee has been identified, it is crucial to establish sub-committees to start working on various tasks.  Identifying the venue and the guest speaker is foremost in beginning this function.  The outgoing committee should be instrumental in identifying the next year’s venue so it is committed for the function.   The AFEA Awards Committee also participates in making suggestions to the AFEA for proposed guest speakers.  The AFEA is the final approving authority for the selection.

When the nomination solicitation period has closed, the AFEA Awards Committee reviews the awards for compliance requirements and preparation for judging.  A committee of prominent Alaskan citizens (none of whom are Federal employees) is selected to judge the nominations.  The winners in each category will be announced and receive their award at the annual awards luncheon.  All agency nominees will be recognized during the luncheon award ceremony.   
Details of the nomination criteria are outlined in a nomination package which is located on the AFEA webpage.  The call for nomination makes reference to the webpage to provide easier access through electronic methods.   The AFEA Awards Committee Chair is identified to all agency heads as a point of reference as well as the committee members once they are identified by their agencies.
The AFEA Awards Committee operates on a budget established by the AFEA.  Expenditures are coordinated through the AFEA Treasurer.  Generally, the venue identified for the luncheon ceremony waives a facility fee.  Thus, the AFEA is responsible for ensuring sufficient funds are available to pay for meals, speaker fees and transportation (if any), décor for the ceremony, printing of programs, flyer and publicity documents, awards, and any other incidentals.  
In addition to incurring miscellaneous expenses, the AFEA Awards Committee is instrumental in obtaining door prizes to be distributed throughout the luncheon ceremony to attendees.  (Due to protocol, the head table dignitaries and the judges are exempt from receiving door prizes.)  The door prizes are donations obtained through local community organizations and vendors.  

The AFEA Awards Committee is an interactive committee that works together as a team to produce the most visible federal function of the year.  Participants on this committee should be individuals who are committed to helping and contributing equal shares to make the program successful.  In order to assist in making the program a success, this handbook has been developed and includes various attachments with explanations on processes. 

Good luck on your AFEA Annual Federal Employee of the Year Awards Ceremony.  This is an experience you will enjoy and be proud to part of. 
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CHAPTER 1
Federal Agency Responsibility Rotation List

Responsibility for chairing the AFEA Awards Committee rotates among federal agencies each year.  It is recommended that the agency who will be chair for the following year sit as co-chair on the current year’s committee.  This will allow for some consistency in the annual production.   The AFEA will review this responsibility annually so as to cover any changes in agency requirements.

CHAPTER 2

Solicitation for Nominations

Solicitation of nominations should be issued by the President of the AFEA a minimum of four months prior to the scheduled date of the luncheon.  This will allow agencies sufficient time to solicit nominations, review them internally and ensure they meet all requirements of the nomination format.  Agencies are also required to submit photographs of each nominee to be used during the award celebration.  It is important at this time to ensure the nomination packet has been updated with the correct award year.

A few weeks after the initial solicitation for nomination, a follow-up notice should be issued by the AFEA President.  

It is recommended that all correspondence sent to AFEA committee members be forwarded via email and that all documents be available for the AFEA members on the AFEA website.  Some agencies are unable to receive large documents via email, and thus, are able to obtain necessary documents through the website.

It is recommended that, in addition to receipt of originals, all nominations and photographs be forwarded by email to the AFEA Awards Committee chair for final preparation for judging.  Nominations sh0uld be prepared in word format.  However, it is important that originals be submitted with recommending official signatures as well as the nominee’s authorization for disclosure of information.
A deadline should be established for nominations so that there is sufficient time for judging and then preparation of the luncheon program.
Chapter 3

List of Agency Representatives
It is generally common to see larger agencies have representatives on the AFEA Awards Committee.  However, it will change from year to year.  It is important to solicit committee members at the beginning of the AFEA Awards Committee process to ensure a sufficient size committee.   Generally, a committee of at least twelve members is recommended.

When correspondence is forwarded to AFEA members, it is important that they know who committee members are as well.  This can be done through an email and at the monthly meetings.

Chapter 4

Program Timelines
Establishing timelines for this program is crucial.  It is also helpful in planning to ensure all activities are accomplished.  A sample task list is attached and can be changed as needed.  However, it includes most of the activities that need to be accomplished and can help keep the AFEA Awards Committee on track.
It is recommended that, at a minimum, monthly meetings are conducted with the AFEA Awards Committee members.  In previous years it was helpful to have meeting minutes prepared and distributed to committee members.

The first and foremost timeline that needs to be met is scheduling a venue for the year’s event.  Hopefully, the previous AFEA Awards Committee Chair has already made arrangements for the current year.  Reserving a venue really needs to be done immediately following the current year’s event in order to ensure the following year’s event can be held during the first week of May (in conjunction with Public Service Recognition Week).

Second, the solicitation for nominations must be timely.  This is important so as to allow agencies sufficient time to identify nominees and prepare their nominations.  Often times, agencies will need to convene an agency Awards Review Board if too many nominations are submitted internally than is allowed by the AFEA process.

Thirdly, the guest speaker and emcees need to be identified early in the process.  Identifying these special guests can take some time, especially if the committee would like to invite someone from out of state.

And, fourth, efforts need to begin to identify judges who will judge the nominations.

Chapter 5

Budget
The budget for the AFEA Awards Committee is generally established with permission of the AFEA membership.   Past practices are considered in developing a budget.   Budget must be considered for the following items:


Venue
Venue Meals


Speaker Fees 


Audio/Visual


Decorations


Awards for Winners


Certificates and Folders


Printing Expenses


Guest Speaker Gift


Miscellaneous Expenses

The AFEA Awards Committee chair generally is the individual who agrees to and signs contracts with venues and contractors.  Individual committee members may incur costs for such things as awards, decorations, gifts, etc, and be reimbursed by the AFEA Treasurer.

Venue

The venue must be large enough to accommodate at least 500 persons.  Generally, one of the local hotels or convention centers is available.  In the past, the venues have been generous enough to forgive any venue costs as a result of the expected attendance at the celebration.  The AFEA Awards Committee Chair will sign a contract with the venue committing to the expense on behalf of the AFEA membership.
Venue Meals

Meals will need to be discussed with the venue representative to determine what will be served and what cost will be charged.  It is customary for three meals to offered – one beef or chicken, one fish and one vegetarian.  The AFEA Awards Committee members usually make the decision on which meals to accept.  (sometimes the venues will allow a meal tasting to help with making the choice.)
Once a meal fee is determined, the AFEA membership generally covers about half of the cost.  This will be determined separately each year.  The goal is to keep the cost as low as possible in order to make the luncheon cost as affordable for federal employees (keeping in mind the lower graded employees as well).

Certain meals are “comped” (paid for by the AFEA).  These include meals for the special guest speaker, invited dignitaries, judges, emcees, band members, handlers for special animal guests, and AFEA Awards Committee members.

When determining the budget, it is important to remember that although a fixed figure is agreed to with the venue for lunches, the AFEA will be responsible for that entire cost.  However, some of that cost will be recouped when employees purchase tickets.

When making arrangements with venues for payment, it must be clear that payment cannot be made until after the event, as tickets will be sold up until just a couple days prior to the luncheon.

Speaker Fees

The guest speaker may or may not have a fee attached for his/her services.  If a fee is included, it is important to try to keep the fee to a minimum.  Generally, when a guest knows the event is a federal event, they will be reasonable on their fee, if there is one at all.  Guest speaker suggestions should be presented to the AFEA prior to contact.

In the case of travel and any fees for a guest speaker, the AFEA membership will have final approval on those costs.  

Audio/Visual

Arrangements are necessary for Audio Visual services to handle the video and audio on the day of the event.  Usually a slide show is prepared by the committee and sometimes the speaker may have a presentation.  Consideration should be given to any needs for cameras, projectors, screens, microphones, etc.  Often, the venue may have contractors available that they can recommend for these services.

Decorations

Each year the AFEA Awards Committee determines what the decorative theme of the luncheon event will be.  This will usually require some kind of table decorations, room decorations and foyer decorations.  The AFEA Awards Committee has some decorations bought and stored at the Denali Commission.  But other necessary costs may be incurred and will need to be included.  There also may be costs incurred by the venue depending on what kind of decorating is required.
Decorations may include table flowers and vases, ribbons, balloons, etc.  Most venues will restrict the use of any type of confetti.   There may also be restrictions about hanging anything on the walls.  The venue representative will be able to assist with any restrictions on decorating.  
For the most part, the AFEA Awards Committee has worked together on making and setting up decorations at the annual ceremony.  (many committee members really enjoy this part)  As a result, it has also been important that arrangements be made for early entry in the ballroom so that decorations can be displayed.

It will be important to remember established seating protocol for invited dignitaries.
Awards

Each award category winner receives an award at the time of their recognition.  These awards are in addition to certificates that will be prepared.  It is usually customary for the cost of each award to be approximately $30-$40.
Generally, agencies are able to provide certificate folders and certificates.  One of the federal agencies usually completes the printing of the certificates prior to placement in the certificate folders.
Certificates and Folders

Certificates are printed internally by one of the Federal agencies.  Attached on the website are examples of certificates for each category.  It is important that whoever is printing the certificates do a test run to determine if their printer ink will run on the certificates.
Federal agencies have also furnished the certificate folders to prevent additional costs.

Printing Expenses
A luncheon program is developed by the committee and printed by a federal agency.  Enough programs must be printed so that each person that attends the luncheon will receive a program.  As a courtesy, it is also recommended that enough programs be printed so that one can be mailed to each special guest and door prize contributor with a thank you letter.
Options for printing generally include agencies with large printing equipment, such as BLM and VA.  Arrangements need to be made early on with the agency to commit to the printing requirement.

Guest Speaker Gift

The AFEA President will present a thank you gift to the guest speaker at the end of the luncheon.  The cost of this gift will depend on whether or not a fee is paid for the services.  Generally, with a minimal speaking fee, the guest speaker gift is purchased for approximately $30-$50.

Miscellaneous Expenses

There may be miscellaneous expenses that come up from time to time.  Usually, the AFEA Treasurer will sit on the AFEA Awards Committee and can discuss any necessary expenses with the board.  Any expenses that are out of the norm will need to be approved by the AFEA membership.
Chapter 6

Sub-Committees
The AFEA Awards Committee will not work without sub-committees.  The sub-committees will be comprised of AFEA Awards Committee members.  These members may find other federal employees who are also willing to assist them on their projects.  The following committees are helpful:


Audio/Visual


Awards/Guest Speaker Gift

Certificates and Folders 

Decorations


Dignitaries


Door Prizes


Judges/Judging Process

Meal/Flyers/Tickets


Program Brochure

Publicity/Media
Script
Speaker/Emcees

Venue/Day of Event
Audi0/Visual Sub-Committee
This committee will be responsible for locating and arranging for appropriate audio/visual services for the luncheon event.  Often times the venue where the event will be held will have services that they can recommend.

It will be important that a large enough screen be secured that may be seen throughout the luncheon room.  This expense is usually included with the audio/visual services.

Prior to the luncheon, it will be important to have a “run through” with the audio/visual staff to ensure the program will run smoothly.

Awards/Guest Speaker Gift Sub-Committee
This committee will be responsible for finding and recommending awards for winners to AFEA Awards Committee.  Committee members generally call or visit various vendors in the local area and get ideas on what would be nice awards.  They do not have to be the same each year.  However, careful attention has to be given to ensure they are appropriate awards.

The guest speaker gift will depend on whether or not there is speaker fee.  Often times this committee will also make a suggestion for this award as well.
At the actual awards ceremony, a table should be set up close to the awards stage so they can be handed to the AFEA President for presentation.

Certificates and Folders Sub-Committee

Once the certificates have been printed by an agency representative, then all of the  certificates are placed in a certificate folder for presentation to the recipients.  Usually the agency that does the printing will ensure they are placed in certificates.  

It has worked well in the past to have tables set up with all the certificates off to the side so each nominee can be pick their certificate after having been recognized.  Committee members have helped in keeping this function under control.

Decorations Sub-Committee
The Decorations Committee is responsible for recommending decorations that will coordinate with the theme of the year.  If it is difficult to come up with a specific decorative idea, is always acceptable to present a red, white, and blue decorative theme.

Decorations will need to include table decorations (including the head table and possibly tables in the foyer as guests enter), backdrops, balloons, flowers, table color themes (table cloths and napkins), etc.  

Once a decorative theme is established, it is not uncommon for most of the AFEA Awards Committee members to want to help.  On the day of the luncheon, it is suggested that all committee members be present to assist in setup.  

Dignitaries Sub-Committee
It is customary to invite certain dignitaries each year:  Governor, Senators, Congressman, Mayor, and a Chaplain.  Invited dignitaries will be seated at the head table, usually located at the front of the room and elevated so everyone can see them.  Dignitaries should be seated at the head table according to seating protocol.

Individual letters are sent to each dignitary signed by the AFEA President.  Included with the letter is a copy of the general announcement flyer that is distributed to agencies.  It is a good idea to ask for an RSVP, even from dignitaries so the head table seating will be appropriate.
After the luncheon, a thank you letter is prepared for each attending dignitary.
Door Prizes Sub-Committee
Door prizes are solicited for local vendors and citizens for presentation throughout the ceremony.  Generally, the larger more valuable door prizes are held for presentation until the end of the ceremony.  Otherwise, it has worked well to have door prizes distributed throughout the luncheon to break up the events.

Some companies will ask for documentation that they have donated a gift.  A form has been prepared for that purpose when needed.

It is important to keep track of the companies and individuals that donate so that thank you letters can be sent after completion of the luncheon.  A sample list is attached.  Along with their thank you letters, it is nice to consider sending a copy of the program showing that their company was recognized for the donation.  A list will also be necessary for announcement of door prizes at the actual luncheon.
Some regular donators to this federal function have been:

2 Roundtrip Tickets (ARR - Anchorage to Denali)
Bounce-back Weekend Package for Two (Hilton Anchorage Hotel)

Resurrection Bay Wildlife Cruise with FOX Island for 2 (Kenai Fjord Tours)

1 USPS Postal Stamp Print
Alaska Airlines or ERA Airlines (roundtrip for 2)

Donations will vary from year to year depending on the activity the committee puts in to solicitation for door prizes.  It has been customary to try to have approximately thirty door prizes, small to large, that can be distributed throughout the ceremony.
Judges/Judging Process Sub-Committee
Judges consist of prominent members of the local community that are not connected to the federal government in any way.  These individuals may serve year after year sometimes.   It is crucial that these individuals are reviewing nominations in a controlled environment in order to ensure complete confidentiality of their review.
The AFEA Awards Committee usually works together on reviewing the nominations for procedural requirements.  It is important to treat all nominations the same as all agencies receive the same guidance.   Usually, reviewing the nominations for procedural correctness can be accomplished in one meeting.

Generally, setting aside one day for nomination judging will be sufficient.   It is beneficial to have the AFEA Awards Committee Chair and at least one other committee member available to assist. Having writing paper and pencils available for the judges is also helpful.

Experience has shown that it has been beneficial to have at least nine judges, of which can be broken up in to three groups.  Each group will receive a particular category of awards and rate and rank those awards.  Each category given to the group needs to contain one Xerox copy of each nomination, without the cover sheet that shows any identifying information.  These copies can be controlled by assigning numbers or letters.  Each nomination in the category will be rotated among the group members until they have all had a chance to review them.  It is sometimes helpful to have the groups identify a lead.
A ranking sheet has been established to assist with overall ranking.  Prior to ranking by the group, it is acceptable for the group to have discussion among themselves prior to making their final decision.  When finished with their ranking, the group returns the packet to the committee member overseeing the process.  At that time, another category of awards is given to the group for review.
It is important to try to even out the group assignments by the number of awards in each category.  Some categories inherently have a larger number of nominees and will take more time to review.

Once the rating of nominations has been completed, all copies of nominations should be collected and destroyed.
Once the winners have been determined, it is helpful to prepare two lists.  One list for use by the committee and one list that may be requested for use by dignitaries who want to send the winners a congratulations note.  The second list would include the winners “work” address.  Attached are copies of previous lists.
Meal/Flyers/Tickets Sub-Committee
Once the meals have been determined, a flyer should be prepared and distributed to all AFEA membership.  Agencies should be encouraged to identify a person within their agency that can sell and collect money for tickets.  One of the AFEA Awards Committee members will have overall responsibility for ticket sales and depositing money into the AFEA Board account. 

A number count on total tickets sold will need to given to the venue so they know how many of each meal to prepare.  Usually, the venue will need these numbers at least two days prior to the celebration.  It is not uncommon for the venue to allow a percentage of tickets sold at the door or right up to the luncheon. 

A method that has worked in the past is to have different colors of tickets for each meal type.  At the luncheon, attendees can place their meal ticket at their seat and that indicates to the servers what kind of meal they have requested.

It is important to remember that even if individuals do not show up for the luncheon, the venues will still expect payment for the total tickets sold.  Venues will generally allow collection of monies to occur one or two days after the event is over.

Proclamations Sub-Committee

Proclamations are requested from the State of Alaska Governor’s Office and the Municipality of Anchorage Mayoral Office.  Sufficient time must be provided to obtain the signed proclamations.  Often this can take weeks depending on the office issuing the proclamation.

Program Brochure Sub-Committee
This committee will be responsible for developing the luncheon program.  The format used for 2010 is attached and can be changed accordingly.  There is no set format, but it is important to always have a section recognizing the speaker, emcees, entertainment, judges, AFEA Awards Committee members, audio-visual providers, venue, and companies that donated door prizes.

Arrangements should be made for printing of the programs to be accomplished at least the week prior to the event, if possible.  This helps prevent last minute rushes.

Enough flyers need to be printed so that a copy can be sent to each sponsor identified in the brochure.
Publicity/Media Sub-Committee
Efforts should be made to publicize the event through local media.  A news release needs to be sent to radio and television station representatives.    A copy of a recent release is included.  In the past, there has been television coverage, as well as radio and newspaper coverage.
Flyers sent to federal agencies every month are helpful in getting the word out.  This can be accomplished by email to all AFEA board members.  A reminder to agencies to post the flyers so employees can see them is helpful.

Script Sub-Committee
The flow of the AFEA Awards luncheon has, for the most part, been very similar each year.  However, it is important to speak with the AFEA President to determine what he/she would like to say as well as the AFEA Vice President. 
It is also important to talk with the guest speaker to determine what kind of presentation they are planning on so it can appropriately be addressed in the script.  Placing some humor in the script has been well received and adds to the momentum of the event.

The script will need to be finalized in a timeframe that will allow the individuals speaking and the emcees enough time to review it.  This may mean having more than one copy available.  It has been acceptable to forward the script by email to those the need to see it.

At the ceremony itself, there is a need for a minimum of four notebooks with the script:  one for each of the podiums where speakers and emcees will stand; one for the audio-visual staff; and one for the individual running the PowerPoint slide presentations.

Speaker/Emcees Sub-Committee
The guest speaker is a person selected that has a message to offer to federal employees.  This doesn’t mean the individual needs to be federal employee.  It is important to try to stay away from politics and political affiliation as much as possible.  Past committees have considered CEOs of large companies, prominent individuals in Alaska (Iditarod Mushers), retirees who have something to offer, an agency head who might be highly visible at the moment, etc.  Some individuals have an extensive schedule of public speaking engagements, thus requiring substantial advance notice.
The most important thing to remember is that the person speaking must able to hold the attention of the audience.  It makes for a very long lunch when the audience is not interested in what the speaker has to say.  The speaker should be advised that their talk should only go for about 10 – 15 minutes and no more.  This allows sufficient time to allow attendees to eat lunch, receive door prizes and view the award nominees receiving their awards.  In fact, it is not uncommon for the lunch to be served while the guest is speaking.  Someone should be available to watch the time and notify the speaker if they are going over the allocated time.
Emcees will need to be identified to narrate the program.  Having two emcees has worked well in the past, but is not paramount.  Various radio and television personalities are often recommended for this role.  They are also usually comfortable with bringing some humor into the participation.  If particular emcees have worked well, it is perfectly fine to invite them again.

Venue/Day of Event Sub-Committee
Generally, the Chair of the AFEA Awards Committee takes care of the commitment for the following year’s venue.  The Chair is the only person other than the AFEA Treasurer who sign for the commitment.  The venue should be scheduled after the completion of the current year’s event.  It should be a facility large enough to accommodate at least 500 persons.  Generally, one of the local hotels or convention centers is available.  
There are several things to consider when identifying a venue:

· Location

· Access

· Parking

· Ethically correct location

· Size

· Comfort of attendees

· Lighting

In the past, the venues have been generous enough to forgive any venue costs as a result of the expected attendance at the celebration.  The AFEA Awards Committee Chair will sign a contract with the venue committing to the expense on behalf of the AFEA membership.  The venue representative will be very helpful in identifying what can and cannot be done in their facility.  They may also have items available that can be used by the committee on the day of the luncheon.

Generally, the venue will offer the use of table cloths, napkins, and dinnerware free of costs.  Sometimes they can be accommodating in the use of different colors for a color theme. 

If animals are being brought in for viewing, the venue representative will advise where they can be located.  Usually, it is recommended that animals not be allowed in the luncheon room, unless there are special reasons for the need for the animal. 

It is important to keep the venue in the loop on what will be happening so as not to open the possibility of something going wrong. 

Tables will need to be set up for the dignitaries and judges to sign in as well as the nominees.  Nominee sign-in is important so as to know whether or not a winner is present.

In the past, the committee has used carriers with category signs who crossed in front of the audience to indicate when certain groups of nominees need to go to the award platform.  This seems to work well.

Chapter 7
Close-out Activities

Close-out activities are important as this will bring to light any specifics that need to be brought to the attention of the AFEA Membership.  A close-out meeting should be planned for the AFEA Awards Committee during which time the committee members can offer thoughts on what worked and what didn’t work.  This will allow consideration for any changes that may need to be made in process of activities.

The AFEA Awards Committee Chair will present a close-out report to the AFEA Membership at a membership meeting.   The close-out report should include a report on financial expenses of the year’s ceremony, how it differed from last, and whether or not it was sufficient.   The AFEA Treasurer will assist in finalizing the final financial report.

At the time of the close-out report to the AFEA, it is a good idea to also review the AFEA membership rotation list to determine who the co-chair will be for the function the following year.  
This is also the time to make sure that thank-you letters have been sent to appropriate people.
