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contribution. 

Funding for awards issued in accordance with this procedure will be provided by the 
Office of Management and Budget to a non-departmental account from which agencies 
can draw in accordance with an allotment formula determined by 0MB. Appointing 
Authorities for agencies which, by virtue of their size, are not allotted funding sufficient 
to issue the maximum employee award permitted by Section 16-209 of the Personnel 
Law, may request a supplemental allotment by writing the Chief Administrative 
Officer. 

This procedure applies only to permanent, classified County employees. In instances 
where this procedure conflicts with collective bargaining agreements, the agreement 
shall be superior. 

a. Tax on Cash and Cash Equivalents

As a general rule, unless otherwise provided, gross income include amounts received as 
prizes and awards which may be subject to federal, state and FICA employment taxes. 
Agencies should consult with the Office of Finance regarding tax withholdings prior to 
presenting awards in an effort to prepare the employee for possible tax implications. 

2. EMPLOYEE INCENTIVE AW ARDS 

a. Dedicated Attendance Awards

1) Dedicated Attendance Awards -- to be granted to an employee who has
demonstrated dedicated attendance by using no sick leave during any
consecutive twelve (12) month period. Upon the application of an employee to
the employee's appointing authority within thirty (30) days of the twelve (12)
month period of no sick leave use, a certificate and the conversion of three sick
leave days to a non-base salary payment is the appropriate recognition for an
employee who meets established criteria and is eligible to receive an Agency
Dedicated Attendance A ward.

b. Agency Awards

1) Agency Awards, to be authorized by appointing authorities consistent with
established agency policy, include:

a) Honorary Awards -- to be granted to an employee who has performed
some portion of his or her duties in a noteworthy manner. A certificate or
letter of commendation is the appropriate recognition for an employee who
receives an Agency Honorary Award.

b) Creativity Awards -- to be granted an employee who has contributed an
idea or suggestion which results in measurable monetary savings to the
County or measurable improvement to operational efficiency. A certificate

and a non-base salary payment of up to one thousand dollars
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Name of Agency: 
--- ------------------------

Name of Employee Recommending Award: 
------- ----------

Name of Employee Receiving Agency Award: 
------ ----------

I. Type of Award Recommended:

Dedicated Attendance A ward 
---

___ Honorary Award 

___ Creativity Award 

___ Exemplary Performance A ward 
___ Special Achievement Award 

___ Employee of the Month (if applicable) 
___ Employee of the Year (if applicable) 

Social Security # 

___ Check here if you want this nomination considered for a County Executive 
Award 

II. Type of Recognition Recommended:

Letter of Commendation Certificate 
Conversion of _ __ Days Sick Leave
Grant of ___ Days Annual Leave 

__ Non-Base Salary Bonus of ____ Day(s) Pay 
Indicate Amount: $ 

-----

__ Other Non-Base Salary Bonus (Employee of the Year Only) 
Indicate Amount:$ 

--- --

-- Other Recognition (Specify)

III. Concise Statement of Justification for Award

(Complete documentation should be attached to this form):

IV. Authorizations:

Signature of Employee 
Recommending Award 

(Date) 

Distribution: Original to Office of Human Resources Management (COREHR@co.pg.md.us) 
Copies to: Budget Director 

Finance Director 
P.G.C. Form 4009 (09/21) 
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Approval of (Date) 
Appointing Authority 




