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	Cab/Dept #:
	     
	
	Cab/Dept Name:
	     

	Personnel #:
	     
	
	Employee Name:
	     

	Position #:
	     
	
	Job Classification:
	     

	Pay Grade:
	  
	
	Work Schedule:
	 37.5 Hours
 40 Hours
	
	Monthly (for salaried employees) or Hourly Midpoint Wage:
	$     


	I hereby request that the aforementioned employee be awarded an Employee Recognition Award, in the form of a lump sum payment of up to ten (10) percent of the midpoint salary.

	This request is being submitted pursuant to:

	 

	     

	

	Award Calculation:

	ERA Percentage Requested:

	  % of the monthly or hourly Midpoint Wage (provided above)

	Lump Sum Calculation:
	  % of $      (monthly or hourly Midpoint Wage) = $

	Requested Effective Date:
	16th of  FORMDROPDOWN 


	

	The candidate:

	
Has an established annual increment date.  (Annual Increment Date:       )

	
Has 12 consecutive months in the current department.

	
Has 24 consecutive months in state service.

	
Has not received an ERA in the preceding 24 months.


Date of last ERA:       

	
Has not received an Adjustment for Continuing Excellence (ACE) award in the preceding 12 months.


Date of last ACE:        

	
Has not been granted an Educational Achievement Award for the same training/education.

	

	Justification:

	Provide specific details below of how:

1.  The employee’s acts or ideas have resulted in significant financial savings or improvements in services to the Commonwealth and its citizens; 
2. The employee has exhibited distinguished performance during participation in special projects that have had a significant beneficial impact on the department, office, or governmental operations; or
3. The employee has demonstrated a sustained level of exceptional job performance;

	     

	 I certify that funds are available and are set aside for this award.

	Award is Requested/Recommended By:

	     
	
	
	
	     

	Cabinet Secretary/Appointing Authority Designee
	
	Signature
	
	Date:


PC/DHRA/DEM

11/2022

