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Spot Award for Day-to-Day Excellence 

Recognition Award Action Form for Classified, University, and Wage Employees

Instructions: Complete the information below and obtain appropriate signatures. Send to VCU Human Resources through ImageNow by scanning and emailing to hrdocs@vcu.edu (or fax to 827-8250) by the deadline listed on the payroll processing schedule. If recognition leave is given, also forward a copy to your timekeeper. This award may not be used in place of paying overtime or compensatory leave. Eligible Classified and University employees must have a rating of satisfactory or higher on file in VCU Human Resources and no active written notices. (Exceptions may be made for Group 1 Written Notices or Written Warnings with VCU Human Resources approval.)
	Employee Name:
	

	V-ID #:
	

	Department:
	

	Date:
	


	 FORMCHECKBOX 
 Monetary Award - up to $1,000 

· For Classified, University, and Wage employees.
· Recognizes outstanding day-to-day support, customer service, and teamwork.  
· Is paid in the pay period immediately following receipt of this form, if received by the payroll deadline.

· Normally included in a single check with regular pay.  Taxes are withheld at approximately 38.4%. 

· For Classified employees, no more than $5,000 (combination of Spot Awards and Recognition Awards) can be awarded per fiscal year.
· For University employees, no more than $5,000 or 10% of an employee’s salary (whichever is greater) (combination of Spot Awards and Recognition Awards) can be awarded per fiscal year.
· No more than $5,000 (combination of Spot Awards and Recognition Awards) can be awarded per Wage employee per fiscal year.
	
	 FORMCHECKBOX 
 Recognition Leave - up to 4 hours of leave 

· For Classified and University employees only.
· Recognizes outstanding day-to-day support, customer service, and teamwork.

· Is used within the same pay period that the award is granted, if this form is received by the PAF deadline.  Employees choose leave code 92 (Recog Spot Leave) in VCU RealTime.
· Leave must be used within two pay periods of its granting or it expires. Spot Leave is not payable upon separation.
· If the employee has already been awarded the maximum of recognition leave in this fiscal year, the employee must use a different type of leave to cover the time or be docked, if no leave is available. 

· No more than five days (combination of Spot Awards and Recognition Awards) can be awarded per Classified or University employee per calendar leave year.


	Monetary lump-sum amount:
	
	
	Number of Leave hours awarded and taken:
	

	Total this fiscal year from all sources:
	
	
	Total days/hours awarded this 
calendar leave year:
	

	Index to be charged:
	
	
	


	Explain reason for recognition:

	



___________________________________________
___________________

Supervisor – print name and sign



Date

___________________________________________
___________________

Dean/Department Head – print name and sign


Date
To be completed by HR:�
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____ Eligibility verified


____ Overtime recalculated�


(SPT earn code)








See also Recognition and Awards at https://insidehr.vcu.edu/guidelines/recognition-and-awards/
Last Revised 4/21/2021

