             HQ. HUMAN RESOURCES MANAGEMENT DIVISION

                         STANDARD OPERATING PROCEDURE

Activity:  Secretarial/Clerical Awards Program

Authority:  5 U.S.C., Chapter 45; 5 CFR, Part 451; NPG 3451.1

Responsible Branch:  Special Programs Branch

Purpose:  This instruction sets forth the NASA Headquarters policy,

                  responsibilities, delegations of authority, and criteria for

                  the annual Secretarial/Clerical Awards Program

Effective Date:  June 17, 2003

Applicability:  All NASA Headquarters secretarial/clerical employees

INTRODUCTION:
The Federal Women’s Program sponsors annual awards for secretarial/clerical employees at NASA Headquarters as a way to recognize the outstanding support they provide.  This Standard Operating Procedure outlines the criteria and procedures to be used for these awards.

CRITERIA:

This award may be given to any permanent or temporary Headquarters employee in the secretarial, clerical, or technician classification series.

Nominees must have served a minimum of one year in NASA as of January 1 of the year in which the award is given.

Detailees from other NASA Centers or from other Federal agencies are ineligible.

An employee who receives this award is ineligible for consideration during the following year, but may be considered for ensuing years (e.g., award received in 2003; ineligible in 2004; eligible in 2005).

Students in secretarial, clerical, or technician series are eligible for consideration.

Employees serving on the awards panel will be replaced if nominated for the Secretarial/Clerical awards.

PROCEDURES:
1. A call for nominations will be issued by the Headquarters Human Resources Management Division in January of each year.

2. Headquarters supervisors and employees using NHQ Form 212 may submit nominations.  No other form may be used.

3. The nomination narrative must fit within the space provided on NHQ Form 212, without attachments.  The nomination will be returned to the nominator if this procedure is not followed.

4. Nominations should be based on personal knowledge or awareness of the nominee’s performance.

5. No self-nominations will be accepted.

6. The Headquarters Human Resources Management Division will determine basic eligibility.  

7. Nominees will be rated on technical skills, initiative/creativity, administrative skills, cooperativeness/interpersonal relations, and management of workload.

8. A panel comprised of representatives from Headquarters codes will rate and rank the nominations to determine the awardees.  This panel will be comprised of both professional and clerical representatives.  Approximately half of the Headquarters codes will have a professional representative, and the other half will have a clerical representative.  This will rotate from year to year, so that no code will have a representative in the same category for two consecutive years.

9. Awardees names will be forwarded to their supervisor, the Official-In-Charge of their code, the Office of General Counsel, Office of Equal Opportunity Programs, the Office of Inspector General, and the Headquarters Equal Opportunity and Diversity Management Office for review and approval before the award may be made final.

10. There may be a total of up to 10 awardees.  The top awardee will receive $1500; the remaining nine awardees will receive $1000 each.

11. Awards will be kept confidential until presentation is made at the secretarial/clerical awards ceremony.

DELEGATION OF AUTHORITY:
Generally, the panel will decide who the awardees will be.  However, in cases of controversial nominations, the Associate Administrator for Headquarters Operations has the authority to make the final decision.

FAIR AND IMPARTIAL TREATMENT:
All nominations will be evaluated on their merits, and all employees will be treated equally without regard to any non-merit reason such as race, religion, sex, national origin, politics, marital status, physical or mental disability, or membership in any organization.  Questions and/or concerns should be brought to the immediate attention of the Chief, Special Programs Branch, or to the Director, Headquarters Human Resources Management Division.

___________________________                           _______________ 

Alfred Castillo                                                                    Date

Director

Headquarters Human Resources

  Management Division

