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	Coin Number:
	1234
	Presenter:
	John Smith

	
	
	
	


	Date:
	10/01/06
	Recipient:
	Jane Doe


 FORMCHECKBOX 
  Exceeding Customer Expectations
 FORMCHECKBOX 
 Lending a Helping Hand



 FORMCHECKBOX 
  Supporting Other MWR Programs

 FORMCHECKBOX 
  Delivering Quality Service



 FORMCHECKBOX 
  Going the Extra Mile



 FORMCHECKBOX 
  Other


      
Briefly describe the circumstances which led you to recognize this employee: 
	This space allows up to 300 characters to add text.  You must use the tab or arrow keys to navigate, enter key should not be used.  


           
Instructions
Award Presenter: 


· Notify the employee’s supervisor of your intent to recognize their employee.

· Present a completed copy of this form and a chip to the employee.

Award Recipient:

· Give the chip and award certificate to your supervisor.
· Coordinate the time off with your supervisor.
  
Recipient’s Supervisor:
	Initials:
	   

	Date:
	     


· Give the completed form to your organization’s timekeeper.

Recipient’s Timekeeper:

· Attach a copy of the completed form to the employee’s Time and Attendance Report.

· Return the chip and original form to the MWR main repository.

DMWR Awards Coordinator:

· Notify Awards Committee for recognition in Employee Newsletter/Quarterly Awards 


Ceremony.
· Return coin to MWR Main Repository (Chip Bank).









