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Exceptional Recognition Acknowledgement 
Instructions: Complete the information below, obtain appropriate signatures, and forward to your HR Professional or HR Associate for 
printing/processing through ImageNow. Eligible employees must have a performance rating indicating Developing or higher performance 
on file and no active written notices. (Exceptions may be made for Group 1 Written Notices or Written Warnings with VCU Human 
Resources approval.) 

Step 1: Complete the employee data 
Employee Name: 
V-ID #:
Department: 
Employee Type  University Classified Wage 
*Effective Date:

Forms submitted *Effective Pay Date 
1st through 15th of month 25th of same month 16th of following month 
16th through end of month 10th of following month 1st of month following effective date 

Step 2: Describe exceptional performance and/or provide justification for recognition award 
Explain reason for recognition: 

Step 3: Confirm employee meets eligibility requirements 
Check the boxes below to indicate that the eligibility requirements are met 

Performance: 
 Employee has a performance rating indicating satisfactory or higher performance on file with Human Resources. 

Written Notice: 
 Employee does not have a written notice or written warning on file.  
 Employee has a written notice on file. VCU Human Resources has been contacted and this acknowledgement has been approved. 

To acknowledge this award with a bonus or leave, complete step 4. 

Step 4: Check box for award type (monetary and/or recognition leave) and complete the remaining fields 
 Monetary Award  Recognition Leave 

Lump-sum amount: Number of days awarded: 
Total this fiscal year from all sources: Total days awarded this calendar leave year: 
Index to be charged: 
Monetary Awards Recognition Leave 
• Monetary awards will normally be included in the same check with regular pay.

Taxes are withheld at approximately 35.4%. 
• The employee may elect to put the lump-sum amount into an account with the 

VCU Tax-Deferred Annuity (TDA) program or the Commonwealth of Virginia’s 
Deferred Compensation Plan (DCP). Contact HR for details and deadlines. 

• For Classified employees, no more than $5,000 (combination of Spot Awards
and Recognition Awards) can be awarded per employee per fiscal year.

• For University employees, no more than $5,000 or 10% of an employee’s 
salary (whichever is greater) can be awarded per employee per fiscal year.

• Wage employees are eligible for no more than $5,000 per fiscal year 

• Recognition leave awarded/accrued will be keyed into the leave reporting
system by HR. 

• This leave expires within 12 months of the date it is awarded.
• Unused active recognition leave is paid to the employee upon separation or transfer

to another state agency.
• No more than five days (combination of Spot Awards and Recognition Awards) can

be awarded per employee per calendar leave year.
• Wage employees are not eligible for Recognition Leave

Step 5: Obtain the appropriate signatures below 

_________________________________________________ _________________ 
Department Representative – print name and sign  Date 

_________________________________________________ _________________ 
Vice President (or designee, as appropriate) – print name and sign Date 
Required for monetary award greater than $1,000 or more than 3 days of leave 

_________________________________________________ _________________ 
Human Resource Professional – print name and sign  Date 

To be completed by VCU HR 
DATE INITIALS 

HR Ops 

PAYROLL 

____ Eligibility verified 
____ Overtime recalculated 

(REP earn code) 

https://hr.vcu.edu/about/contact/hr-contacts-for-schools-and-units/
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