Instructions for Recognition and Rewards Notification Form
[bookmark: OLE_LINK25][bookmark: OLE_LINK26]Open the DON Performance Appraisal Form and click ‘Options’ in the yellow banner to enable JavaScript for this document.  For MS Office 2010 users in the banner above ‘Security Warning some active content has been disabled.’  Click Options… Enable this content. 

ADMINSTRATIVE DATA:  Complete blocks 1 – 7.

1.  PERFORMANCE-BASED AWARD – RATING OFFICIAL RECOMMENDATION: 
Critical Element 1 - IDP Competencies:  Assign a reward recommendation number (1, 2, or 3).
Critical Element 2 - DAWIA Certification:  Assign a reward recommendation number (1, 2, or 3).
Enter average of Reward Recommendation and Recommended Award Amount.  The Recommended Award Amount is based on a percentage of basic pay.  Refer to the Awards Eligibility Table located on Page 11 of the NADP GS Business Rules.      
2. QUALITY STEP INCREASE RECOMMENDATION:
Check the box. (QSI’s are rare.  Adequate justification to support the QSI is required in the Rating Official assessment.)

COMPLETION
Step 1: Subject line in email should read as stated below: 
FOUO-PS:  RR Form-Command Name-Employee Name
Example: FOUO-PS:  RR Form-NAVAIR-John Doe
              Step 2: Rating Official must complete blocks 3a-3d, then forwards form to Senior Rating Official.
              Step 3: Senior Rating Official must complete blocks 4a-4d.
Step 4: Career Field Manager submits form, via email, to the NACC Career Manager.
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