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Federal Executive Board of Minnesota
Suite 510, 1 Federal Drive

Saint Paul, Minnesota 55111-4008
(612) 713-7200

Facsimile (612) 713-7203
www.minnesota.feb.gov


January 22, 2004
 SEQ CHAPTER \h \r 1To:

All Agency Heads and key Postal Service Officials, Statewide

From:  

Steve Kleinglass, Chair    

[image: image2.png]OF MINNESOTA




Subject:

27th Annual Civil Servant of the Year Awards Program and Luncheon



Response due by March 12,  2004)
The Federal Executive Board of Minnesota is pleased to announce that the 27th ANNUAL FEDERAL CIVIL SERVANT OF THE YEAR AWARDS PROGRAM AND LUNCHEON will be held at 11:30 A.M. on 
Friday, April 30, 2004, at the Radisson South Hotel in Bloomington, Minnesota.

As one of the major highlights of Federal Executive Board activity, this program offers an excellent opportunity for public recognition of Federal employees who have demonstrated outstanding performance on the job and/or within the community on a sustained basis.  We invite you to begin now to consider possible nominations.  Nominations this year are also requested from agencies in Greater Minnesota.

The criteria for selecting nominee(s), as well as the actual selection process, are left to each individual agency.  The enclosed fact sheet contains only general instructions and the formula for determining the number of nominees permitted in each agency.  You are encouraged to consult with your managers and supervisors, examine recent employee appraisals and review community volunteer activities to ensure that deserving individuals are not overlooked.  

Five outstanding Federal employees will be selected by a special panel from among all general agency award nominations.  One employee will be honored in each of the five categories for this year’s outstanding employee awards.  These five categories include the following aspects of Federal employment: Administrative, Leadership, Professional Skilled/Trades and Community.  Please bold or underline the appropriate category for each submitted nominee--Maximum of  two categories) Failure to complete this section will deny the employee an opportunity to compete for one of the five outstanding Federal employee special awards. Judging will be done by staff members from Minnesota’s Federal Congressional Offices.

Specific information relevant to the luncheon (reservation requests) will be forwarded to your agency before March 15, 2004.  NOTE:  This year’s luncheon reservations will be accepted on line.
The nominee(s) Selection Form for 2003 Civil Servant of the Year must be submitted by close of business 
March 12, 2004.   All forms are to be returned electronically via email to FEB_MN_Awards@yahoo.com.  Electronic versions of the nomination form are posted on the FEB Website www.minnesota.feb.gov.

All news releases on individual award winners are the responsibility of the submitting agency.  The Federal Executive Board Public Affairs Council will release a general announcement of the event.

Your continued support of this event is appreciated.

Attachments

NOMINATION FORM

2003 CIVIL SERVANT OF THE YEAR 
Please complete a separate form for each employee selected, VERIFY CORRECT SPELLING of Civil Servant’s name and type each entry.  PLEASE DOWNLOAD THE ELECTRONIC VERSION OF THIS FORM FROM THE FEDERAL EXECUTIVE BOARD WEBSITE  www.minnesota.feb.gov  
Submit via email the completed form & attached text description to FEB_MN_Awards@yahoo.com
Name:___________________________________________________ tc "Name\:___________________________________________________ " \l 2
Phonetic Spelling (REQUIRED): ___________________________________________________

Job Title: ______________________________________________________________________

Agency:________________________________________________________________________ tc "Agency\:________________________________________________________________________ " \l 2
The FEB will arrange a photo session so that nominee’s picture will be taken. 

Underline or bold the appropriate special award category(ies) that this nomination represents (below): LIMIT – No More Than 2 Categories For Each Nominee
Administrative        Leadership             Professional          Skilled/Trades       Community.

Special Accommodations Required for Awards Program: ________________________________

Agency Name and Address: _______________________________________________________

Nominee’s Supervisor: ___________________________________________________________

SUMMARY:  Provide a brief summary of selection (not to exceed 125 words).  NOTE:  Send this electronic file and the text summary attachment via internet e-mail to FEB_MN_Awards@yahoo.com.  IMPORTANT: Please place in the subject line of your  email the following information: Award Nomination – Agency Name – City.  Tell us what the person did in calendar year 2003 to distinguish himself/herself by sustained, superior performance, special acts, community service or other noteworthy contributions.  This paragraph may be edited and will be included in the 2004 Federal Civil Servant of the Year program booklet.  ANY MATERIAL IN EXCESS OF 125 WORDS WILL EDITED.

Questions regarding completion of this form should be directed to:

Submitted By:_________________________  Title: ____________________________________

Telephone No. ____________________

Name of Agency Head or designee: __________________________________


RETURN FORMS VIA EMAIL TO FEB_MN_Awards@yahoo.com  Non-electronic submitted forms will not be accepted.  For more information call the FEB Office at (612) 713-7200.  Electronic versions of this form are available on the FEB Website.  Click on  the 27th Annual Federal Civil Servant of the Year link on the opening homepage.

FACT SHEET

FEDERAL CIVIL SERVANT OF THE YEAR RECOGNITION 

AWARDS LUNCHEON
WHAT:
2003 Minnesota Federal Civil Servant of the Year Recognition Awards Luncheon

WHY:
To honor agency-selected Civil Servants of the Year.  Recognition booklets with a  summary of each individual’s contribution will be distributed at the luncheon.

WHO:
Federal Employees, spouses and other interested guests

NUMBER OF NOMINEES PERMITTED EACH AGENCY IS AS FOLLOWS:

· Agency with 1 - 100 employees:

1 nominee

· Agency with 101 - 500 employees:

2 nominees

· Agency with 501 - 1,000 employees:

3 nominees

· Agency with 1,001 and over employees:


      4 nominees, plus 1 additional nominee for every 250 employees over 1,001


Each agency is encouraged to consider employees at all grade levels when making their selections.

The employee(s) named by your agency will automatically be designated as a Minnesota Federal Civil Servant of the Year


Each agency will be kept informed regarding this awards program. Should you have any questions or suggestion, please call the FEB office at (612) 713-7200.

ELECTRONIC (EMAIL) RESPONSE DEADLINE: MARCH 12, 2004
Send to FEB_MN_Awards@yahoo.com
NO EXTENSIONS
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