Standing Operating Procedure No. M02                                             October 5, 1998

CAREER SERVICE RECOGNITION AWARDS

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER & RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

LABOR/MANAGEMENT EMPLOYEE RELATIONS

1.  PURPOSE:  This Standing Operating Procedure outlines tasks for the processing of Department of the Army Career Service Recognition (commonly referred to as Length of Service) awards.  Career Service Recognition is covered in AR 672-20 Chapter 10 and DA PAM 672-20 Chapter 6, available for reference purposes in the Army Civilian Personnel Management Library on CPOL, Legal/Regulatory section. 
2.  APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  It demonstrates appreciation for the number of years (in five-year increments) an employee has served the Government.  It applies to those civilians who currently are employed by DA and have been for a total of 1 year.  All Federal service counts toward eligibility for career service recognition.  For the first 5 years of service, the employee receives a certificate.  After the first 10 years of service, the certificate is accompanied by an emblem at the 5-year intervals.  Military service that is creditable for leave accrual purposes also counts for Career Service Recognition.

3.   PROCESSES AND RESPONSIBILITIES:   

I. {BPM block 2}  CPAC runs periodic computer programs consistent with local program guidance to identify employees who have creditable service in five-year increments who may be due Career Service Recognition.  CPOC {BPM block 1} resolves questions of eligibility, on request from CPAC.

II. CPAC forwards list of eligible employees to manager, along with appropriate certificates and emblems.  CPAC advises managers on awards ceremony policies.  

III. Information on procurement of CSR certificates is at DA PAM 672-20, Chapter 7-2d.  Information on procurement of career service emblems is at DA PAM 672-20, Chapter 7-1e.  These references are in the Army Civilian Personnel Management Library on CPOL.

IV. Manager completes certificate and presents it at appropriate awards ceremony  {BPM block 3}.

4.  REFERENCES AND RELATED DOCUMENTS:  None








APPROVED BY:  _______________________

                                                                       
       Elizabeth B. Throckmorton

                                                                       
       Chief, Policy & Program 

                                                                         
       Development Division

