James L. McDonough Annual “We C.A.R.E.” Employee Award
Continuous  Awarding & Recognition of our Employees

Administration and Finance Award established in 2002.
Objective: To honor outstanding Administration and Finance employees for their performance and commitment to excellence and quality in the work place.  Employees are nominated by their peers and awarded at the annual Administration and Finance employee meeting  May 15 and 16, 2012.  

Eligibility: All regular full and part-time employees are eligible.  The employee must have worked for Administration and Finance for at least one year prior to date of award.  

Nomination Form: 
1. Any member of Administration and Finance can make a nomination. 
The nominator is responsible for submitting a Completed Nomination Form – Nomination forms that do not provide specific examples will not advance in the review process. The nomination form should be submitted to HR Services c/o Marie Aguirre at MSC 3HRS or deliver to Hadley Hall Room 14.  
Award Criteria:  
The following criteria MUST be addressed in the nomination form. 
· JOB PERFORMANCE: performs above standard expectations, such as quality of work, 
· COMMITMENT: demonstrates dedication 

· HUMAN RELATIONS: provides superior customer service
· ACHIEVEMENT: outstanding contributions 

Selection Committee: will be made up of the following members; 
· Senior VP for Administration and Finance
· VP for Advancement or their designee
· Non-academic Representative
· Administration and Finance Employee
Award: The recipient will be awarded with a plaque and cash award at the Annual meeting The James L. McDonough Employee Recognition Endowed Fund established at the University Foundation will provide funding. Awards will be subject to applicable taxes and will be processed through Payroll with the appropriate taxes withheld. 
Nomination Form
James L. McDonough Annual “We C.A.R.E.” Employee Award

Continuous Awarding & Recognition of our Employees

	Today’s Date
	

	Name of Nominee
	

	Years of Service with Administration and Finance
	

	Nominees Department
	

	Person submitting Nomination
	


Please complete the form describing examples of nominee’s work-related performance that exceeds expectations and is worthy of recognition. The form below will expand as you type.  Attachments such as Letters of Recognition or additional sheets may also be included. 

JOB PERFORMANCE: state how your candidate consistently performs above standard expectations, such as quality of work, what was the action that made you take notice.

	


COMMITMENT: state how your candidate demonstrates the dedication necessary to complete the job. Were they reliable, dependable and dedicated?  Did they demonstrate flexibility, did they adapt to change?
	


Human Relations: state how your candidate provides superior customer service, and professionally
represents the department and university.  Are they a team player, provide superior customer service with employees, students, and or the general public?
	


Achievement: identify one or more outstanding contributions that your candidate has made to Administration and Finance operations and progress. 

	


PLEASE RETURN THE COMPLETED FORM BY April 6, 2011 at 5:00 pm TO:
Gregory Smart
Academic Research Center B 

Room 106G

If you have questions or need additional information contact 
Gregory Smart at 646-7444
