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1.  PURPOSE AND NATURE OF AWARD 
 

This Guide contains Agency policy and procedure concerning recognition of 
employees for extraordinary public service in the Food and Drug 
Administration through the FDA Award of Merit, the Agency's highest award. 
The FDA Award of Merit is honorary in character and it consists of a pen set, 
a certificate signed by the Commissioner, and a silver emblem. Members of 
groups who receive the FDA Award of Merit will be given individual 
certificates signed by the Commissioner and, in most cases, one plaque for 
each group. 

 
2.  ELIGIBILITY 
 

All individual civilian employees or groups of employees of the Food and Drug 
Administration, past or present, (except special government employees~ are 
eligible to be nominated for the FDA Award of Merit. In addition, staff of the 
Assistant General Counsel, Food and Drug Division, are eligible. There is no 
limit on the number of awards that may he granted in any one year. The FDA 
Award of Merit may be granted in addition to, or in lieu of, another award. 
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3.  CRITERIA 
 

Following are the criteria and some examples of contributions which may 
qualify for the FDA Award of Merit. These examples are not all inclusive, and 
other significant achievements or accomplishments may also warrant 
consideration for this award: 

 
1.  Exceptional outstanding leadership that contributed to the successful 

accomplishment of FDA's mission or the redirection of FDA objectives, 
e.g, 

 
a.  Notable managerial competence, resourcefulness, and leadership 

in improving the managerial, regulatory, or scientific posture of the 
Food and Drug Administration. 

 
b.  Outstanding leadership in developing or implementing FDA 

regulations. 
 
2.  Exceptional performance which brought tribute to FDA, the Public 

Health Service, the Department, or the Federal Government, e.g. 
 

a.  Cooperation with other Federal, State, or local governments or 
nations. 

 
b.  Outstanding research efforts which have contributed to the 

achievement of the FDA mission. 
 
c.  Sustained outstanding performance of duties that sets a highly 

unusual record of achievement which brings special recognition to 
the Agency or which significantly aids the Agency in meeting its 
aims and goals. 

 
3.  Significant and exceptional performance of a single, one-time 

achievement or service benefiting the public or resulting in major 
advances in an FDA program, e.g., 

 
a.  Outstanding performance demonstrated during a national 

emergency. 
 
b.  Dedication, initiative, and resourcefulness in developing a 

nationally-accepted method or practice. 
 
c.  Exceptional creativity and sound judgment in designing a new 

system which significantly improved the service of the Agency to 
consumers. 
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d.  Distinguished performance, initiative, and resourcefulness in 
resolving a complex issue of major significance. 

 
4.  PREPARATION AND REVIEW OF NOMINATIONS 
 

A.  Who May Nominate. All FDA employees may nominate co-workers, 
subordinates, supervisors, or managers for the FDA Award of Merit. Staff 
of the Assistant General Counsel, Food and Drug Division, may also make 
nominations. Self nominations will not he accepted. 

 
B.  Routing of Nominations. Nominations are to he prepared in the format 

shown in Attachment B and transmitted by individual memorandum 
(Attachment A) to the FDA Awards Coordinator, Division of Human 
Resources Management, HFA-43D. 

 
1.  Performance Appraisal. A copy of the summary rating sheet of the 

nominee's current performance rating must be attached with the 
nomination. For nominations of groups a copy of each group member's 
current performance appraisal summary rating sheet must be included. 

 
2.  Nominations of Headquarters and Headquarters Field Employees. 

Nominations are to go through the nominee's supervisory channels up 
to and including, as appropriate, the respective Associate 
Commissioner: OC Office Director: Center Director: or Director, 
National Center for Toxicological Research, for signature on the 
transmittal memorandum acknowledging the nomination and indicating 
endorsement, nonendorsement, and/or comment, if appropriate. 

 
3.  Nominations of Field Employees. Nominations for Field employees 

must go through the Associate Commissioner for Regulatory Affairs as 
well as the Director, Office of Regional Operations, and the appropriate 
Regional Food and Drug Director. 

 
4.  All Nominations. 411 nominations, whether endorsed or non-endorsed, 

are to be forwarded to the FDA Awards Coordinator. In addition, 
nominations should be routed through the nominee's local incentive 
awards officer for review to insure consistency with the prescribed 
guidelines and to assure proper and adequate format and content. 

 
C.  Who Reviews Nominations. The FDA Awards Subcommittee reviews 

nominations for the FDA Award of Merit and presents recommendations to 
the FDA Policy Board. The Policy Board reviews the Subcommittee's 
recommendations and makes recommendations to the Commissioner. 
When a Policy Board member is nominated for the FDA Award of Merit, 
the selection will be made by the Commissioner with the advice and 
consent of those the Commissioner may consider appropriate. 
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5.  DUE DATE FOR SUBMISSION OF NOMINATIONS 
 

Properly prepared and routed nominations for the FDA Award of Merit are 
due to the FDA Awards Coordinator. Division of Human Resources 
Management, HFA-430, no later than January 1 of each year for presentation 
at the Annual FDA Honor Awards Ceremony. However, nominations will be 
accepted throughout the year. 

 
6.  APPROVAL OF NOMINATIONS AND PRESENTATION OF AWARDS 
 

The Associate Commissioner for Management and Operations will notify 
Center/Office heads of the approval or disapproval of award nominations. 
Those awards which are approved will normally he presented by the 
Commissioner at the Agency's Annual Honor Awards Ceremony which will 
usually be held in the spring in the Washington, D.C., metropolitan area. 



Attachment A 
 

EXAMPLE OF TRANSMITTAL MEMORANDUM FOR FDA AWARD OF MERIT 
 
Each nomination must have its own transmittal memorandum showing all 
necessary endorsements. The information in parentheses describes the kind of 
information to be entered. 
 
 
 
 
 
DEPARTMENT OF HEALTH AND HUMAN SERVICES 
FOOD AND DRUG ADMINISTRATION      Public Health Service 
______________________________________________________________________________________ 
          

         Memorandum 
 
Date:   
 
From:  (Nominator’s title & Organization) 
 
Subject: Nomination for (insert name of award) – (Nominee’s name) 
 
To:  FDA Awards Coordinator, HFA-430 

Through: (Nominee's supervisory channels up to and including, 
as appropriate, the OC Office Director; Associate 
Commissioner; Center Director; or Director, National 
Center for Toxicological Research. Nominations of 
Field employees go through the appropriate District 
Director; Regional Food and Drug Director; The 
Director, Office of Regional Operations; and the 
ACRA.) 

 
This memorandum transmits the nomination of (nominee's name) for the (name 
of award). 
 
 

(Signature of Nominator) 
 
Attachment 
 
ENDORSEMENTS/COMMENTS 
 
(Prepare a space for each official listed in the through line to endorse, 
nonendorse, and/or make comments. Example: 
 
Title___________________ Endorse _____ Nonendorse_______ Date________ 
 
________________________________________________________________ 
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Attachment B 
 

FORMAT FOR FDA AWARD OF MERIT 
 
Prepare an information sheet. The instructions in parentheses describe the 
information to be entered. Do not exceed one page. 
 
-------------------------------------------------------------------------------- 
 

(Actual size 8 1/2" x 11") 
 

NOMINATION FOR FDA AWARD OF MERIT 
 

1. Name and organization of nominee: 
 

(Use name exactly as it should appear on certificate. Include any doctoral 
degree used. Also indicate Miss, Ms., Mrs., Mr., as appropriate. For a 
group nomination, indicate the name of the group.) 

 
2. Title, series, and grade of current position: 

(Example - Consumer Safety Officer, GS-0696-12) 
 
3. Brief statement of current duties: 
 
4. Length of Government service: 

Length of HHS service: 
Length of FDA service: 

 
5. Listing of previous honors and awards: 

(If member of a group award, indicate name of award, name of group, and 
year received.) Example: 
Quality Increase 1978 
Commendable Service Award, Administrative Review Group, 1983 

 
6. Brief summary of education: 
 
7. Brief summary of work experience: 
 
8. Proposed citation: (Twenty-five [25] words or less summarizing the service 

or achievement which serves as the basis for this nomination. Begin the 
citation with, "In recognition of..." --or-- "For ..." and do not include 
personal pronouns such as his, their, etc. When formulating the proposed 
citation, take special care to assure that it not only states what the award 
recognizes, but also that it is identifiable with the award criteria.) 

 
9. Identification of criteria under which nominated: 

(Example - Criteria B) 
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Attachment B 
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*NOTE:  When a group is nominated, items 2 through 7 may be omitted, but 
a complete and accurate alphabetical listing of the name and titles 
indicating Mr., Mrs., Ms., Miss, D.V.M., M.D., Ph.D., etc.; the 
organization for each person; and a brief statement beside each 
name describing the role each individual played in the particular 
effort, is to be attached. 

 
Prepare a narrative justification (single-spaced). The instructions in 
parentheses describe the information to be entered. Do not exceed three 
pages and do not attach written testimonials or endorsements. 

 
 

(Actual size 8 1/2" x 11") 
Page ______ 

NARRATIVE STATEMENT 
 

(Describe the employee's achievement or distinguished service, showing 
clearly the manner in which the nominee has met the award criteria. This 
statement should include sufficient detail to provide reviewing and advising 
boards with enough information to effectively evaluate the nominee's 
contribution. Some points to include, if applicable, are: impact of the 
achievement on Agency mission, function, or activity affected; level of 
effectiveness before and after improvement actions were taken; results 
obtained by the nominee's actions, including any quantifiable evidence of 
improvement; and, degree of ingenuity, innovation, or exceptional skill 
demonstrated by the nominee.) 

 


	FDA STAFF MANUAL GUIDES, VOLUME III - GENERAL ADMINISTRATION
	PERSONNEL
	INCENTIVE AWARDS
	FDA AWARD OF MERIT
	1.  PURPOSE AND NATURE OF AWARD
	2.  ELIGIBILITY
	3.  CRITERIA
	4.  PREPARATION AND REVIEW OF NOMINATIONS
	5.  DUE DATE FOR SUBMISSION OF NOMINATIONS
	6.  APPROVAL OF NOMINATIONS AND PRESENTATION OF AWARDS

	3113.3a.pdf
	EXAMPLE OF TRANSMITTAL MEMORANDUM FOR FDA AWARD OF MERIT

	3113.3b.pdf
	FORMAT FOR FDA AWARD OF MERIT
	NOMINATION FOR FDA AWARD OF MERIT


	3113.3a.pdf
	EXAMPLE OF TRANSMITTAL MEMORANDUM FOR FDA AWARD OF MERIT

	3113.3b.pdf
	FORMAT FOR FDA AWARD OF MERIT
	NOMINATION FOR FDA AWARD OF MERIT





