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* When monetary awards are given, funds must be available in sub-object code 4036 prior to submitting this form to Human Resources.  If this form is processed and funds are not available, the Budget Office will report it as a negative budget variance.  Budget adjustments should be forwarded directly to the Budget Office.

	Budget Code
	VP Area
	Department Name
	Effective Date

	
	
	
	  

	Position Number
	UIN
	Last Name
	First Name
	MI

	
	
	
	
	

	Type of Awards
	Individual or Team
	Monetary Awards

Amount
	# of Recognition Days Awarded
	Total Days Awarded (Cannot exceed 5 days)
	Time Period (use specific dates)

	 FORMCHECKBOX 
 Monetary

 FORMCHECKBOX 
 Non-Monetary

 FORMCHECKBOX 
 Recognition Leave
	 FORMCHECKBOX 
 Individual

 FORMCHECKBOX 
 Team
	
	
	
	

	Explain reason for recognition (attach additional pages if necessary)

	

	
	
	Processing Information

	Supervisor's Signature
	Date
	
	 Date
	Initials

	
	
	Payroll
	
	

	Budget Unit Director
	Date
	
	
	

	
	
	
	
	

	Vice President
	Date
	
	
	

	
	
	

	Human Resources
	Date
	

	· Monetary Awards will be included in a single check with regular pay.  Taxes are withheld at the regular rate.

· All gift certificates are monetary & taxable to employees.
· Non-Monetary Awards - may be non-taxable if value is so small as to make accounting for them impractical.  Contact Payroll for assistance.

· Recognition Leave - Expires 12 months from the date it was awarded.  Recognition Leave is keyed into the Leave Reporting System by Payroll.  


ADMINISTRATIVE/PROFESSIONAL &


TEACHING/RESEARCH FACULTY


IMMEDIATE RECOGNITION/BONUS ACTION FORM 





Please complete the information below and submit it to the Budget Unit Director and Vice President for approval.  Upon approval, the original form will be forwarded by the Vice President to Human Resources for processing, with a copy sent to the supervisor.
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