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DEPARTMENT OF VETERANS AFFAIRS

Veterans Benefits Administration

Washington, D.C.  20420��



November 25, 2003



VBA Letter 20-03-



Director (00)

All VACO Services and Offices and All Regional Offices and Centers



Subj: Secretary’s Fifteenth Annual Equal Employment Opportunity (EEO) Awards Program



We are accepting nominations for the Secretary’s Fifteenth Annual Equal Employment Opportunity (EEO) Awards Program.  The Secretary‘s EEO Awards honor VA employees who have helped attract and retain a diverse workforce in VA. Preventing sexual harassment and discrimination and increasing the employment of women, minorities, and people with disabilities are valuable tools that foster an environment of mutual respect and equal opportunity.  



Five categories have been established that provide a representative range for recognizing outstanding EEO accomplishments by VA employees.  The categories are: (1) Non-supervisory employees, (2) Supervisors and managers through GS-14 and equivalent, (3) Managers and executives GS-15 and above, (4) EEO program representatives such as counselors, investigators, EEO committee members, and special emphasis program managers, (5) Employees promoting programs for disabled veterans and people with targeted disabilities.



We are including the nomination criteria, format, and the Privacy Act Addendum in the attachments.  Please submit an original and two copies of the nomination package to the Office of Human Resources (20M1), 810 Vermont Avenue, NW, Washington, DC, 20420, by December 4, 2003.  Nominations must be endorsed by appropriate officials.  You may direct questions about the EEO Award categories to Jomoya Mobutu, Office of Diversity Management and Equal Employment Opportunity on (202) 273 7032. 





								/s/

Daniel L. Cooper

Under Secretary for Benefits



Enclosures

�



SECRETARY'S FIFTEENTH ANNUAL �EQUAL EMPLOYMENT OPPORTUNITY (EEO) AWARDS PROGRAM

NOMINATION CRITERIA AND PROGRAM INFORMATION



 

I.    CATEGORIES OF AWARD RECIPIENTS

 

A.  Non-supervisory employees

 

		B.  Supervisors and managers through GS-14 and equivalent

 

C.  Managers and executives GS-15 and above

 

	D.  EEO program representatives such as counselors, investigators, EEO         committee members, and special emphasis program managers

 

E.  Employees promoting programs for disabled veterans and people with                    targeted Disabilities.





II.   NOMINATION CRITERIA

 

A.  Nominations will be processed through appropriate procedures

established within each organizational component.  The nominations should include a brief narrative that summarizes each individual's accomplishments.  One or more of the following criteria should be used:

 

1.  Demonstrated leadership, skill, ability, or creativity in designing or administering major EEO projects or programs.  This can be accomplished through outstanding participation on various EEO committees such as the Federal Women's Program, Hispanic Employment Program, and People with Disabilities Program.

 

2.  Used existing programs or resources to implement the EEO program in an innovative manner.

 

Achieved significant savings to the Government by avoiding or resolving EEO complaints.



4.  Assisted in the successful placement of a significant number of minorities, women, and persons with disabilities into training and/or developmental opportunities that offer a potential for major career advancement. 
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5.  Contributed significantly to improving the Department's overall EEO profile with respect to underrepresented minorities, women, and persons with disabilities in occupations identified in local affirmative action plans.

 

6.  Established relationships with community organizations of minorities, women, or persons with disabilities, which resulted in, improved employment representation of one or more groups, or improved relations between VA and local communities, thus enhancing the image of VA as an Equal Opportunity Employer.

 

7.  Demonstrated specific, innovative, and exemplary actions to meet the Secretary’s goals for increasing the representation of disabled veterans and people with targeted disabilities.  This includes enhancing their employment transition, promotion, and advancement.

 

B.  Nominations should describe clearly and concisely the basis for the 

nomination.  Nominations should include only those individuals who have achieved outstanding results through unusually effective leadership, skill, innovation, and perseverance in extending equal opportunity to all, particularly minorities, women, and people with disabilities.  While special acts or other one-time achievements will be considered, these awards will place special emphasis on effective and sustained efforts worthy of recognition.  This justification will serve as the principal basis for selection of the award recipients.  Group nominations will not be considered.

 

C.  Abbreviations should not be used unless they are familiar terms.  

Acronyms must be defined the first time that they are used.  Incomplete nominations will be returned to the originating organization for correction.  

 



III.   DOCUMENTATION AND PROCESSING

 

A. The following identification details should be provided along with the narrative in the following format:

 

      1.  Full name of nominee

 

      2.  Specific category for which the nomination is to receive

       consideration (see Section I, Categories of Award Recipients)



3.  Name and location of duty station

 

        4.  Previous awards and significant honors (give dates)
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5.  Community service membership and activity in professional 

   associations, community organizations, etc.



6.  Narrative described in Section II, Nomination Criteria



7.  Nominations from Veterans Benefits Administration (VBA) field facilities                       should be submitted through the appropriate VBA channels for   concurrence and forwarded to the Office of Human Resources (20M1) for coordination and submission to the Under Secretary for Benefits.

 

B.  A screening committee will review all nominations, select semifinalists, and submit the names to an ad hoc committee for selection of finalists.

 

C.  The ad hoc committee will review the nominations of semifinalists

      and submit recommendations for finalists to the Secretary.

 

D.  The Secretary will select the award recipients and make the presentations at    an appropriate ceremony in Washington, DC.

 



IV.  AWARDS

 

 Each recipient will receive a plaque and a cash award in the amount of $2,500.

 



V.   INQUIRIES

 

  For questions or further information, contact the Office of Diversity

  Management and Equal Employment Opportunity at (202) 273-7032.
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 NOTE:  The Privacy Act Addendum – Awards Nomination, must be completed and  signed by each nominee and forwarded with the nomination.

 



AUTHORIZATION TO RELEASE INFORMATION



 

NOTE:  The following Privacy Act Addendum, Authorization to Release Information, must be submitted with each nomination.  Information is disclosed voluntarily and is used in the selection process and for publicity and related purposes.  Not providing all or part of the requested information may result in a nominee not being fully considered.  Awards Nomination, must be completed and signed by each nominee and forwarded with the nomination.

 

                         (CLIP AND ATTACH TO EACH NOMINATION)_________

 

Name of Nominee:

____________________________________________________  





 

Title/Grade/Pay Plan: 

____________________________________________________

 

Organization/Facility:

____________________________________________________

 

SSN:  _______________ Date and Place of Birth:  _________________

 



Authorization to Release Information  



 

Except as specified below, all personal information contained in my nomination for the Fifteenth Annual Equal Employment Opportunity Awards may be used by the Department of Veterans Affairs for promotion and publicity.

 

Exceptions:  (Specify personal information you do not want released.)

 

  

_____________________________    __________________

Signature                                                       Date
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