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1.  Purpose.  Group awards are monetary or time-off awards that may be granted to recognize a 

team of employees of the Department of the Interior (DOI).  Group awards may be given for:   

A. Achieving organizational results. 

B. Providing quality customer service. 

C. Displaying exemplary behavior, dedication, innovation, and/or team cooperation. 

D. Fostering partnerships. 

E. Promoting diversity. 

F. Ensuring safety in the workplace. 

 

A group award is used to recognize noteworthy accomplishments of a team of employees that are 

limited to a one-time occurrence or for exceptional accomplishments over a period of months.  It 

should not be issued in relation to an employee’s annual performance appraisal.   

 

Accomplishments may be either within or outside the scope of an employee’s normal duties.  

Examples of situations for which it would be appropriate to give an employees a group award are 

those in which a team of employees:  produce exceptionally high quality work under tight 

deadlines; perform added or emergency assignments in addition to their regular duties; or 

exercise extraordinary initiative or creativity in addressing a critical need or difficult problem.   

 

2.  Objective. This manual chapter articulates Bureau of Ocean Energy Management 

(BOEM) policy on recommending, approving, and processing group awards that are not 

based on a group suggestion or invention (see 370 DM 451 for more information on 

suggestion and invention types of awards). 

 
3.  Authority.  Title 5, United States Code, Chapter 45, Incentive Awards. 

 
4.  References.   

 

A. DOI Departmental Manual (DM) Part 370 Departmental Personnel Program, Chapter 451 

Awards and Recognition Program, Subchapter 4 Monetary Awards. 

 

B. DOI Personnel Bulletin (PB) 19-16, Changes to Departmental Manual Chapter 370 DM 

451.5, Non-Monetary Awards. 
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C. BOEM Manual, Part 218 Special Redelegations, Chapter 1 Administrative Delegations of 

Authority, Human Resources Delegations. 

 
5.  Definitions. 

 

A. Group Award is a monetary or time-off award used to recognize a group of employees 

(minimum of 2) for an accomplishment.  The award can be provided in the form of cash or 

time-off, or a combination of both.  A time-off award is an excused absence awarded to an 

employee without loss of pay or charge to leave. Time-off awards shall not exceed 40 hours 

per event or 80 hours total per year in accordance with PB 19-16.  This limit includes 

individual time off awards, rating-based (performance) time-off awards, and group time off 

awards.   

 

B. Recommending Official is a Federal employee who would like to recognize a group 

of employees for an achievement he/she believes deserves recognition.  The 

Recommending Official is not intended to be a part of the group for which a 

nomination is submitted, although there may be circumstances where an exception is 

appropriate.  Although the Recommending Official does not need to be a supervisor, 

he/she should secure appropriate approval for funding the award prior to pursuing 

the group award. 

 
6.  Responsibilities.  

 
A. Director is responsible for approving monetary group awards up to a cumulative amount of 

$10,000 and individual award amounts that do not exceed $5,000.  Group awards with a 

combination of cash and time-off are also approved by the Director. 

 

B. Assistant Secretary – Land and Minerals Management is responsible for approving monetary 

group awards with a cumulative amount above $10,000, or when individual award amounts 

are between $5,001 and $10,000. 

 

C. Office of Personnel Management is responsible for approving monetary group awards when 

an individual award amount exceeds $10,000 with concurrence from the Assistant Secretary 

- Land and Minerals Management, DOI Director of Human Resources, and Assistant 

Secretary - Policy, Management, and Budget. 

 

D. Human Capital Officer is responsible for concurring on monetary group award 

recommendations. 

 

E. First Line Supervisor is responsible for approving time-off group awards for employees 

within their organization of up to one work day.  Approval must be sought by each 

appropriate supervisor for recipients of the time-off group award. 

 

F. Program Chief, Office Head, and/or Regional Supervisor is responsible for approving time-

off group awards for employees within their organization in excess of one work day.  

Approval must be sought by each appropriate approving official for recipients of the time-

off group award. 
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G. Servicing Personnel Office (SPO) is responsible for processing the group award 

actions. 

 

H. Recommending Official is responsible for preparing the DI-451, Recommendation 

and Approval of Awards, securing the proper funding and approvals, and coordinating 

the initiation of the SF-52, Request for Personnel Action(s). 

 

7.  Procedures. 

 
C. Recommending a Group Award.  A group of employees may be recommended for a group 

award by another Federal employee (Recommending Official) for an achievement he/she 
believes deserves recognition.  Only one group award (i.e, one DI-451) is permitted for the 
same achievement/project in order to ensure compliance with the cumulative award limits 
for group awards.   

1. Recommendation and Approval for Award (DI-451).  The form DI-451 is used to 
recommend a group award.  If an award recognizes team achievements and members 
are to receive different award amounts, the justification must describe each individual 
team member’s contribution.  When more space is needed for the justification or 
approvals, a separate document may be used but must be attached to the DI-451 for a 
complete record.  Employee name, last 4 digits of the SSN, bureau/office, award type, 
award amount/hours, and cost accounting number are required to be documented in 
the DI-451, Part XII.  See Attachment 1, Sample Recommendation and Approval for 
Award (DI-451) for Group Awards, for assistance in completing the award 
nomination. 

2. Monetary Group Award. Recommending Officials should recommend monetary 

amounts consistent with the criteria in Appendix A of 370 DM 451.4.  The scale of 

awards based on intangible benefits and the scale of award amounts based on tangible 

benefits to the government can be found in Appendices A and B to 370 DM 451.4.  

All monetary awards are processed using gross, not net, dollar amounts.  Although the 

Recommending Official does not need to be a supervisor, he/she should secure 

appropriate approval for funding the award prior to pursuing the monetary group 

award and provide the corresponding accounting information on the DI-451. 

3. Time-off Group Award.  Recommending Officials should recommend time-off awards 

for an appropriate number of hours commensurate with the employees’ contributions.  

The minimum amount that can be granted as time-off recognition is one hour.  Time-

off awards shall not exceed 40 hours per event or 80 hours total per year.  This limit 

includes individual time off awards, rating-based (performance) time-off awards, and 

group time off awards.   

 

D. Approving a Group Award.   

1. Monetary Group Awards.  Once the Recommending Official has received internal 

approval and secured funding for the for the monetary group award, the DI-451 award 

nomination must be submitted to the Human Capital Officer for review and 

concurrence.  The Human Capital Officer will review and concur and transmit the DI-

451 to the Director for the amount recommended.  The Director will approve 

monetary group awards that are within their delegation of authority or will concur and 

send to the next level of approval. 
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2. Time-Off Group Awards.  The Recommending Official will transmit the DI-451 

award nominations to the individual First Line Supervisors for approval.  

 

E. Processing.  The approved DI-451 and SF-52 for each award recipient must be approved and 

forwarded to the SPO before awards can be processed.  BOEM Federal Personnel/Payroll 

System (FPPS) initiators will be responsible for entering group award SF-52s into FPPS 

using the proper nature of action code (841, Group Award – Ch 45 for monetary awards or 

847 Group Time-off Award for time-off).  Initiators can refer to Attachment 2, Instructions 

for Initiating Group Awards in FPPS, for assistance in completing the SF-52.  When award 

recipients cross BOEM organizational lines, initiators can work with the Human Capital 

Officer to ensure all group award recipients have the proper Request for Personnel Action 

initiated in FPPS.  The SPO will complete processing and associated documentation will be 

uploaded into electronic Official Personnel File (eOPF).  The SPO will redact the names and 

amounts of other award recipients on the DI-451 prior to uploading the documentation into 

the eOPF. 

 

When BOEM wishes to recognize an individual in another bureau or office within the DOI or 

another agency through a monetary group award, the Recommending Official will prepare 

the award documentation and contact the award recipient’s supervisor and/or servicing 

personnel office for guidance on how to process the award and complete a reimbursable 

service agreement for the award funding.  The award must be submitted for approval within 6 

months following the contribution.   
 
 
Attachments:  
(1) Sample Recommendation and Approval of Award (DI-451) for Group Awards 
(2) Instructions for Initiating Group Awards in FPPS 
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Attachment 1, Sample Recommendation and Approval for Award (DI-451) for Group Awards 
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Attachment 2, Instructions for Initiating Group Awards in FPPS 



Page 10 of 12 
 

 



Page 11 of 12 
 



Page 12 of 12 
 

 


	3422 Group Award MC Transmittal - Final.pdf
	TRANSMITTAL SHEET
	Part 451: Awards and Recognition

	3422 Group Award MC Transmittal - Final.pdf
	TRANSMITTAL SHEET
	Part 451: Awards and Recognition




