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ALCGCIV 001/15
SUBJ: CIVILIAN AWARDS PROCESSING GUIDANCE AND PERFORMANCE YEAR
2014/2015 CLOSEOUT PROCESS
A. COMDTINST M12430.6B Excellence, Achievement, and Recognition
System
B. DHS Performance Management Program Guide
C. Management of Civilian Pay and Benefits Civilian Cash Awards SOP
dated 14 Jan 2013
1.  This message provides guidance to Supervisors, Performance
Incentive Pay Officials (PIPO), Civilian Resource Coordinators (CRC),
Command Staff Advisors (CSA) and Human Resources Specialists for
Civilian Performance Year 2014/2015 (PY14/15) closeout and awards
processing.  Per Chapter 3 of REF A, the full year appraisal period
is 1 Apr 2014 thru 31 Mar 2015.
2.  COMDT (CG-121) will administer the PIPO process with respect to
Performance Management as outlined in REFS A AND B.  COMDT (CG-833)
will serve the critical support function of funds distribution and
certification.  COMDT (CG-833) will issue a separate message
promulgating budgetary constraints/limitations for Special Act, On
The Spot Cash Awards, Quality Step Increases (QSI), Delayed Ratings
and Time Off Awards (TOA).
3.  COMDT (CG-121) distributed employee PIPO roster listings to
designated CRCs for validation and will provide the mechanism to
submit ratings of record as well as rating-based awards.  PIPO
responsibility resides at the Flag, SES, Logistics/Service Center
Director, Commander or Commanding Officer level.  PIPO activities may
be re-delegated to Chief of Staff, Executive Assistant, Deputy, or
Executive Officer level, as deemed appropriate by the PIPO (but no
lower than CAPT/GS-15).
4.  For PY14/15, the PIPO designations can be viewed at
https://cglink.uscg.mil/a9f5eb1e (questions regarding this link must
be directed to COMDT (CG-833)).  The name of the authorized Civilian
Resource Coordinator (CRC) currently on file is listed with each PIPO
area.  Consistent with funding delegation authority, any modification
to this listing shall be coordinated with the Civilian Pay Manger in
COMDT (CG-833).
5.  Supervisors will submit ratings of record to the PIPO designated
CRC.  The CRC is responsible for submitting ratings of record to
COMDT (CG-121) in the approved formatted spreadsheet for uploading to
the National Finance Center database.  An email to CRCs will be
provided on or about 03 Apr 2015 with specific guidance on submitting
ratings of record.  COMDT (CG-121) will lead the effort with respect
to the performance management program outlined in REFs A, B and C,
found at
http://www.uscg.mil/civilianhr/performance/performance.asp.  and
http://www.uscg.mil/civilianhr/awards/docs/AWARDS.pdf.
6.  Supervisors must complete final ratings of record by 30 Apr 2015
in accordance with REF A.  The timeline for the PY14/15 closeout is
as follows (unless noted, timelines are NLT)
           9 Mar 2015:  PIPO roster and instructions were provided at
https://cgportal2.uscg.mil/units/cg121/CRC4PIPO/Documents.
          13 Mar 2015:  CRCs completed review of PIPO roster and
report discrepancies to COMDT (CG-121) via
https://cgportal2.uscg.mil/units/cg121/CRC4PIPO/Documents/
           3 Apr 2015:  PIPO discrepancies resolved, final PIPO
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Rosters provided to CRCs to execute PY14/15 closeout.
           1 May 2015:  New performance plans for PY14/15 should be
completed in accordance with REF A.
           1 May 2015:  CRCs submit, on final roster
spreadsheets, ratings of record and rating-based award nominations to
PIPO officials.  (This deadline does not apply to delayed ratings).
PIPOs certify roster and submit to COMDT (CG-121) in approved
spreadsheet format via
https://cgportal2.uscg.mil/units/cg121/CRC4PIPO/Documents/.
           1 May 2015 - 18 May 2015:  PIPOs convene and complete
award recommendations.
          19 May 2015:  PIPOs certify their submissions and submit
their awards spreadsheet to COMDT (CG-121) in the respective ATU
shared folder at
https://cgportal2.uscg.mil/units/cg121/CRC4PIPO/Documents/ for
processing.  Certifications not submitted by 19 May 2015 will miss
the regular processing deadline and will be processed with delayed
ratings (on or about 7 Aug 2015).
          29 May 2015:  PIPOS forward all ORIGINAL signed performance
appraisals, award justifications, and employee elections for time off
in-lieu-of cash to COMDT (CG-121) for filing in the employees
electronic Official Personnel Folders (eOPF).  This activity shall be
coordinated with the Command Staff Advisor or servicing HR
Specialist.
           5 Jun 2015:  COMDT (CG-121) forwards consolidated
spreadsheets to COMDT (CG-833) for certification.
          12 Jun COMDT (CG-833) reviews and forwards funds
certification to COMDT (CG-121) for processing.
          15 Jun 2015:  COMDT (CG-121) quality review and issue
adjudication.
          29 Jun 2015:  COMDT (CG-121) begins processing of
performance cash awards, quality step increases, and TOAs submitted
on the PIPO spreadsheet with an effective date of 28 Jun 2015.
Payout of awards accompanies pay period 13 and is disbursed on or
about 20 Jul 2015.  TOAs will reflect in WEBTA on or about 20 Jul
2015.
7.  Ratings of Record are required for all employees who, as of 31
Mar 2015, are in covered positions and have been on an approved
performance plan for at least 90 days during the performance cycle.
PIPOs shall ensure the complete SSN is reflected on each employees
evaluation.  Coast Guard EMPLIDs are issued through the military HR
system (Direct Access) and have no utility in the civilian HR System,
or in the Office of Personnel Management eOPF.  PIPOs shall ensure
that performance anniversary dates (beginning and ending) are
included with their PIPO submission and match the dates on the form.
8.  Ratings of record are required for employees activated for
military service who performed at least 90 days on an approved
performance plan.  Ratings are not required if performance is less
than 90 days.  Presumed ratings are not authorized in either case.
9.  Employees detailed or temporarily assigned outside the Coast
Guard for 90 or more days are eligible to be rated.  Supervisors must
make a reasonable effort to obtain appraisal information from the
detailed organization to prepare a rating of record.
10.  Impact of Organization Modification Requests (OMR):  Employees
will remain within their PIPO, based on the Personnel Allowance
Listing as of 31 Mar 2015.  Organizational discrepancies associated
with OMRs shall be identified by the PIPO during the initial employee
roster verification.  Organizational discrepancies unrelated to OMRs
must be reconciled by the PIPO and their CSA or servicing HR
Specialist.  All discrepancies will be adjudicated through COMDT
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(CG-833) and associated changes made by COMDT (CG-121) and COMDT
(CG-833) staff per the timeline in paragraph 6.  Modification to
organizational listing/budget modification shall be approved by COMDT
(CG-833).
11.  ALLOCATION OF AWARDS:  Making distinctions in employee
performance ratings and awarding employees based upon distinctions in
performance are challenges identified in the 2014 Coast Guard Federal
Employee Viewpoint Survey.  Rating and approving officials and PIPOs
are encouraged to adequately consider this feedback as they complete
the PY closeout process.
12.  RATING-BASED AWARD ELIGIBILITY AND STANDARDS:  Employees who are
on an approved performance plan on the last day of the appraisal
cycle (31 Mar 2015), including any extension needed to meet the
minimum 90 day requirement (delayed ratings), are eligible for a
rating-based award.
      A.  Employees rated Meets under (EARS) and Achieved
Expectations under (DHS/PMS) are eligible to receive rating-based awards, at PIPO
discretion, based on the quality and value of their performance.
PIPOS must ensure that an employee rated Exceeds or Achieved
Excellence and approved for a rating-based award receives a larger
award than an employee in the same grade and performance pool that
was rated at Meets or Achieved Expectations.
      B.  Departing employees are eligible to receive a rating-based
award.  Pay period 6 is the last full pay period of the performance
appraisal cycle end date.  Employees must be onboard as of 31 Mar
2015 to receive a performance cash award.  Paragraph 13 and 14
contain further guidance regarding limitations on QSIs and TOAs for
separated employees.
13. QUALITY STEP INCREASE (QSI) ELIGIBILITY AND REVIEW:  GS/GM
employees must meet the specific requirements outlined at
http://www.uscg.mil/civilianhr/compensation/qsi.asp to be considered
for a QSI.
      A.  Command Staff Advisors (CSAs) or Servicing HR Specialists
will review QSI nominations for compliance before processing in the
HR system.
      B.  All QSIs must have supporting justification indicating
sustained superior performance that is expected to remain at a
consistently high level.
      C.  QSIs for employees not on the Coast Guard rolls:  QSIs
cannot be processed for employees who is not on the Coast Guard
rolls.  Employees must be onboard at the time the awards are
processed by COMDT (CG-121), otherwise the QSIs will not be
processed.  Para 6 contains processing effective dates.
14.  MINIMUM AWARD AMOUNTS: The minimum amount of performance cash
awards is established at 500 dollars.  Performance cash awards in
amounts less than 500 dollars will not be processed.  Cash awards of
5001-5999 dollars and above must be approved by the Commandant.
Awards over 5999 dollars must be approved by the Secretary.
15.  TOA IN-LIEU-OF CASH:
      A.  PIPOS must pay close attention to the rationale applied to
create equivalent recognition between TOA and cash awards for
employees performing at similar levels.  The PIPO will relate the
number of hours off to the level of rating received.  TOAs
cannot exceed 40-hours for full-time employees. TOAs for
part-time employees are limited to the pro-rated basis of their work
schedule as of 31 Mar 2015.  A part-time employee who works 40-hours
a pay period cannot earn a TOA in excess of 20-hours.  More
information on TOA limitations and TOA expiration can be viewed at
http://www.uscg.mil/civilianHR/awards/saotstoawds.asp.
      B.  TOA EXPIRATION: TOAs must be scheduled and used within 52

Page 3 of 4

4/2/2015https://cgportal2.uscg.mil/library/generalmessages/General%20Messages/GENMSG2015/A...



weeks from the effective date of the award.  If the TOA is not used
within this time limit, the TOA will be forfeited.  There will be no
exceptions to this expiration period.  Employees are responsible for
utilizing their TOAs within the 52 weeks period.
      C.  TOA ACKNOWLEDGEMENT:  Employees must acknowledge their
decision to elect a TOA in-lieu-of cash in writing.  This decision is
irrevocable.  PIPOs shall attach the employees written
acknowledgements to the evaluation forms and submit this
documentation per the timeline in para 6.  A sample of this
acknowledgement is available at
http://www.uscg.mil/CIVILIANHR/PERFORMANCE/perfmgtears.asp.
      D.  TOAs are not transferable to agencies outside of DHS and do
not convert to cash at the time of separation or forfeiture.  TOAs
given by Coast Guard may be honored by other DHS Components upon
transfer.
      E.  TOAs for employees not on the Coast Guard rolls:  TOAs
cannot be processed for employees who are not on the Coast Guard
rolls.  Employees must be onboard at the time the awards are
processed by COMDT (CG-121), otherwise the TOAs will not be
processed.
16.  DELAYED RATINGS:  Supervisors are obligated to submit ratings
for all covered employees who begin employment between 31 Dec 2014
and 1 Apr 2015.  Employees who do not meet the 90-day minimum period
for a rating as of 31 Mar 2015 are eligible for a performance cash
award or TOA under the delayed rating process.  COMDT (CG-833) has
set-aside a portion of the annual awards pool for employees
recommended for performance cash award under the delayed rating
process.  The initial Delayed Ratings Awards roster will be provided
via SEPCOM by Ms. Regina Gary.  Forward delayed ratings directly to
Mr. Felix Edozie, COMDT (CG-833), who will approve for further
processing.  Additional guidance on Delayed Ratings will be forwarded
to CRCs separately by COMDT (CG-833).
17.  NON-RATING BASED AWARDS PROCESSING:
      A.  Nominations for Special Acts and On The Spot Awards should
be submitted whenever appropriate, in accordance with COMDTINST
12451.1(series).
      B.  Information regarding the award submission process can be
found in the Civilian Awards Manual, COMDTINST M12451.1(series).
18.  Performance Appraisal Copy:  The original signed appraisal forms
are maintained by COMDT (CG-121) and a copy of the signed appraisal
should be provided to the employee by the rating official.
Supervisors, managers and employees may sign digitally using their
CAC Card on the EARS evaluation form.  Digital signatures are not
authorized on the DHS Employee Performance Plan and Appraisal Form.
19.  Employee Personally Identifiable Information (PII):  Maintaining
the safety of employee PII is of the highest importance, keep
performance appraisal forms in a secure place at all times.  PII
should only be forwarded to authorized personnel with a need to know
and otherwise be safeguarded and released only for purposes permitted
by the Privacy Act.
20.  Questions regarding performance management closeout guidance
should be directed to your CSA or servicing Human Resources
Specialist.  A listing of servicing assignments can be found at
www.uscg.mil/civilianhr/contact.asp.
21.  Michelle R. Godfrey, Chief, Office of Civilian Human Resources,
sends.
22.  Internet Release Authorized.
BT
NNNN
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