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U.S. DEPARTMENT OF AGRICULTURE
SECRETARY'S HONOR AWARDS NOMINATION
INSTRUCTIONS:
Purpose of the Secretary's Honor Awards
   The purpose of the Honor Awards is to provide Departmental recognition to distinguished employees and other individuals who have made outstanding contributions that support USDA's mission and goals.
 
Eligibility
  - All USDA employees, employees of other departments, and organizations collaborating with USDA to accomplish the Department's mission are eligible to be nominated for a Secretary's Honor Award.  
  - The contributions must have occurred or result realized within the three years prior to the nomination deadline.  Acts of heroism must have occurred within the last year.  
  - In most cases, nominations are submitted by USDA agencies or staff offices to recognize outstanding contributions of USDA employees, or of mixed teams led by USDA employees.  In those instances where the contributions were led by external organizations collaborating with USDA, nominations must be sponsored by and cleared through the applicable Under/Assistant Secretary.
 
Number of Nominations
  - Agencies and staff offices with fewer than 1,000 employees may submit two nominations
  - Agencies and staff offices with 1,000 - 10,000 employees may submit four nominations
  - Agencies with more than 10,000 employees may submit six nominations.
 
Approval of Nominations
   All nominations must be submitted through and have the concurring signature of the Under/Assistant Secretary, as appropriate.
 
General Information
  - The current version of the AD-495 is required; nominations submitted on older versions will be returned to the nominating agency.
  - Nomination packages must be submitted electronically  - no hard copies are required.
  - Once approved by the Under/Assistant Secretary, a PDF of the full nomination form with a scanned signature page must be submitted to OHRM.  
  - A non-scanned electronic copy (i.e., one from which sections can be copied and pasted) will also be required to facilitate the clearance process.  
  - A supplemental Excel spreadsheet must also be submitted for all nominations with the nominees' information.  The data from the spreadsheet must match the employee data on this form exactly. (The spreadsheet is available from the agency or staff office Honor Awards Contact).
  - Nomination forms must include the phonetic spelling for individual nominees' or team leaders' names, terminology, automated systems, etc. 
  - Congressional District numbers must be completed or indicated as “At Large” if applicable.  Congressional Districts may be found at http://www.house.gov/representatives/find/.
  - Groups are limited to no more than 2 leaders and a total of 20 members, including the leader(s).
 
Format
   Nomination content must be single-spaced, with double-spacing between 
   paragraphs.    
   The justification is limited to the blocks provided for the four criteria.
 
Nomination Requirements
  - Do NOT use acronyms or abbreviations in your justifications.
  - Clearly justify the accomplishment, including how it significantly contributes to the Department's mission and/or goals.
  - Supplemental attachments will not be accepted.
Citation Requirements
  - No more than 25 words in length, suitable for reading during the ceremony, that briefly explains the accomplishment AND the results achieved.
  - Focus on the action and result, rather than the level of effort or teamwork (with the exception of Category 10)
  - The following are examples of acceptable and unacceptable citations:
     - Acceptable:  For implementing the Plain Writing Act of 2010, enabling USDA to better serve the millions of people who depend on our programs and services.
     - Acceptable:  For mutually crafting a Collective Bargaining Agreement that promotes increased quality and productivity, customer service, mission accomplishment, quality of work life, and organizational performance.
     - Unacceptable:  For exceptional teamwork and commitment in the development of a performance accountability tracking service.
 
Photograph Requirements
  Each nomination package must include one clear, crisp JPEG digital image appropriate for use in the slide presentation at the ceremony.  Acceptable image content includes:
  - the individual nominee
  - the team leader(s)
  - the entire team
  - the nominee(s) interacting with customers
  - the nominee(s) otherwise at work
  - the clearly identified location (e.g., the sign at the entrance to the National Forest or other identifiable location)
 
File Naming Conventions
  Since each submission will consist of four electronic files, they must be named consistently to ensure they are properly associated with the correct nomination package.  Files name should start with the category number, then the agency/staff office, then the individual or team name.  Examples:
  - 02NRCSJones.pdf (original, unscanned)
  - 02NRCSJonesSigned.pdf (scanned with all signatures in the Clearance 
    section)
  - 02NRCSJones.xlsx
  - 02NRCSJones.jpeg
 
Nomination Package Checklist
¨ PDF of the nomination form, including the completed Clearance section
¨ Non-scanned electronic copy of the nomination form
¨ Excel spreadsheet with nominee(s) information
¨ JPEG image
 
Deadline
  All documents should be submitted through your respective agency/staff office's Honor Awards Contact, and must be received in OHRM by 4pm ET on the due date in the annual announcement memorandum.
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b. RECOGNITION TYPE
c. PERIOD COVERED
e. AWARD CATEGORIES (check one)    A description of the award category criteria is provided in the annual announcement memorandum.
2. EMPLOYEE DATA FOR INDIVIDUAL SUBMISSIONS
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3. GROUP LEADER DATA FOR GROUP SUBMISSIONS
b. SECOND GROUP LEADER
a. GROUP LEADER
Complete for individual submissions.  Do not use acronyms.
1. GENERAL NOMINATION INFORMATION
Complete for group submissions.  Do not use acronyms.
Rev. 05/2013
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4. GROUP MEMBERS' DATA
NAME TO APPEAR ON CERTIFICATE
USDA AGENCY/STAFF OFFICE/NON-USDA ORGANIZATION
OFFICIAL TITLE
PP/SERIES/GRADE
DUTY STATION
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5. PREVIOUS SECRETARY'S HONOR AWARDS
YEAR AWARDED
HONOR AWARD CATEGORY
NAME
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6. JUSTIFICATION FOR NOMINATION
SECRETARY'S HONOR AWARDS NOMINATION
U.S. DEPARTMENT OF AGRICULTURE
 -  All nominations must address all four criteria, with the exception of Category 8, as noted.
 -  Avoid the use of general or vague statements; emphasizing job responsibilities rather than accomplishments; in-house terminology and technical language; retirement testimonials, lengthy      statements and excessive superlatives; and descriptions of outside personal activities.
 -  If utilizing statistics, include comparative data. e.g., if the data show an increase of 50%, please include "from ____ to ____" to clearly indicate the scope
 -  Descriptions of accomplishments must be consistent with USDA's most recent annual Agency Financial Report and/or Performance and Accountability Report, if applicable.
Form AD-495 (4/6)
Rev. 05/2013
6. JUSTIFICATION FOR NOMINATION (cont'd)
SECRETARY'S HONOR AWARDS NOMINATION
U.S. DEPARTMENT OF AGRICULTURE
 -  All nominations must address all four criteria, with the exception of Category 8, as noted.
-  Avoid the use of general or vague statements; emphasizing job responsibilities rather than accomplishments; in-house terminology and technical language; retirement testimonials, lengthy      statements and excessive superlatives; and descriptions of outside personal activities.
-  If utilizing statistics, include comparative data. e.g., if the data show an increase of 50%, please include "from ____ to ____" to clearly indicate the scope
-  Descriptions of accomplishments must be consistent with USDA's most recent annual Agency Financial Report and/or Performance and Accountability Report, if applicable.
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7. SUMMARY STATEMENT
SECRETARY'S HONOR AWARDS NOMINATION
U.S. DEPARTMENT OF AGRICULTURE
8. NOMINATOR CONTACT INFORMATION
9. SURVIVOR INFORMATION (POSTHUMOUS AWARD)
10. REVIEWS AND CLEARANCES
 -  Nominations must be submitted through the respective Human Resources Director, Agency Head/Staff Director, and the appropriate Under/Assistant Secretary.
 -  Human Resources Directors must screen nominations for equal employment opportunity violations and disciplinary actions.    -  Agency Heads/Staff Directors must screen nominations for civil rights violations and must ensure the validity of all nomination accomplishments.    -  Once selected, Honor Awards recipients may also be screened at the Department.
For all nominations, complete items a through e below.
a. RECOMMENDING OFFICIAL
Signature
b. CATEGORY 10 ONLY - Concurrence from the Senior Labor Official of the National Labor Management Forum
Signature
c. HUMAN RESOURCES DIRECTOR
Signature
d. AGENCY HEAD/STAFF OFFICE DIRECTOR
Signature
e. UNDER/ASSISTANT SECRETARY
Signature
Group nominations with individuals other than the submitting agency must have concurring signatures from the participating employees’ Under/Assistant Secretary.
f. UNDER/ASSISTANT SECRETARY
Signature
g. UNDER/ASSISTANT SECRETARY
Signature
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