CHECKLIST FOR DePAC AWARD NOMINATON

Please do not submit checklist with nomination package

Use checklist as guide to ensure nomination is complete 
	YES
	NO
	Please ensure all items are included in the nomination package

	
	
	

	
	
	Application form complete

	
	
	1.  Proposed award

	
	
	2.  Name and contact information of nominee

	
	
	3.  Basic readiness status

	
	
	4.  Nominator’s information  

	
	
	5.  Supervisor’s approval

	
	
	

	
	
	Narrative is thorough and includes all important items

	
	
	Introduction

	
	
	1.  Period covered

	
	
	2.  Proposed award

	
	
	Background

	
	
	1.  Organization of nominee including title, position, duties

	
	
	2.  Chronology of pertinent service

	
	
	3.  Applicable educational experience

	
	
	Accomplishments

	
	
	1.  Specific information on how the nominee meets the award criteria (available on DePAC website or from DePAC awards workgroup member)

	
	
	2.  Description how achievement was above and beyond the expected performance of duty

	
	
	3.  Examples that display the nominee’s ability to be innovative and creative

	
	
	4.  Examples of how nominee produced outstanding results in the face of resource limitations or other hardships

	
	
	5.  Examples of how nominee stands out from other officers

	
	
	6.  COER or performance evaluation history

	
	
	7.  Examples of past career recognition

	
	
	Impact/Outcome

	
	
	1.  Clear and definite description of the impact the accomplishments had on US Public Health Service or US Public Health Service beneficiaries

	
	
	2.  Statistics and tangible data showing impact/outcome (include numbers)

	
	
	3.  Narrative should not just contain “glowing adjectives.”  It must contain substantive evidence of accomplishments and impact.

	
	
	General Requirements

	
	
	1.  Easily read and understood

	
	
	2.  Two pages preferably (no more than three pages)

	
	
	3.  Block paragraphs, single spaced (double spaced between paragraphs)

	
	
	4.  12 point Times New Roman font

	
	
	5.  Can combine bullet and narrative format to emphasize accomplishments

	
	
	6.  Save in Rich Text Format so it can be opened with various programs


