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SUBJ:  2004 Air Force Association Employee of the Year Award Program





1.  The Air Force Association (AFA) is inviting the Department of Veterans�Affairs (VA) to submit nominations for its 2004 Air Force Association Employee of the Year Award Program.  The Program increases public knowledge and appreciation of the dedication and personal commitment of VA employees in providing competent, courteous, and compassionate service to veterans.  It encourages VA employees to strive for excellence in their daily work.  All VA employees are eligible to apply individually.  (Group and team awards are not accepted.)  This year’s award will recognize employees’ contributions made during the period of January 1, 2003, through December 31, 2003.





2.  Enclosed is program information, including award criteria, eligibility information, and nomination procedures, as well as VA Form 3496, “Authorization to Release Information.”  Brochures, illustrations, photographs, etc., are welcomed.  Appropriate officials must endorse nominations and may submit an unlimited number.  Mail your submission(s) via the U.S. Postal Service to the Office of Human Resources (20M1), 810 Vermont Avenue, NW, Washington, DC  20420, or via Federal Express to Francene Shelton, Veterans Affairs Central Office, Room 540, 1800 “G” Street, NW, Washington, DC  20006.  Nominations must be postmarked by Tuesday, April 20, 2004.  





3.  Last year, the Department’s award recipient was Mr. Bob Williamson, VA Medical Center, Durham, North Carolina.  For more information concerning AFA, please access the AFA web site:  http://www.afa.org/.  You may direct questions concerning this announcement to Ms. Francene Shelton via e-mail or call on (202) 273-5913.











								/s/


							Daniel L. Cooper


							Under Secretary for Benefits





Enclosures





2004 Air Force Association Employee of the Year Award �Program Information








Award Criteria:  AFA grants one award to a VA employee in recognition of significant contributions to the mission of the VA.  Group or team awards are not accepted.  The award also focuses public attention on the achievements of VA employees in serving America’s veterans; increases public knowledge and appreciation of the dedication and personal commitment of VA employees to provide competent, courteous and compassionate service to veterans; and encourages VA employees to strive for excellence in their daily work. 


Eligibility of Nominees:  All current VA employees are eligible to apply.


Nomination Procedures:  Please submit the nomination in typewritten and single-spaced format.  The nomination must include a signed VA Form 3496, “Authorization to To Release Information,” (enclosed).  Nominations must be neat, accurate, and error free.  Brochures, photographs, and illustrations, etc., are welcomed.  Abbreviations should not be used unless they are familiar terms.  Acronyms must be defined the first time they are used or they will be returned to the originating organization for correction.  Nominations must include information numbered to correspond with the following:





Nominee:  Include name, social security number, job title, organization, mailing address, telephone number, fax number, and e-mail address.





Nominator:  Include name, job title, mailing address, telephone number, fax number, e-mail address, and the name of VA facility or Central Office staff.





Description of the specific achievements or service that would qualify the employee for the award.  The period covered is January 1, 2003, through December 31, 2003.  Also include any community involvement or accomplishments that resulted from the nominee’s work with veterans.





Name and phone number of individual to contact for further information. 





Suggested award citation consisting of 50-70 words that highlight the essence of the achievement.





If applicable, list branch of military service employee served in and rank at discharge.








AUTHORIZATION TO RELEASE INFORMATION











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 receiving full consideration.





(Clip and attach to nomination)


(-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -





Name of Nominee:  ________________________________________________________





Title/Grade/Pay Plan:  _____________________________________________________





Organization:  ____________________________________________________________





SSN:  ______________________________ Date of Birth: _________________________





Place of Birth:  ____________________________________________________________








AUTHORIZATION TO RELEASE INFORMATION: Except as specified below, VA may use all personal information contained in my nomination for promotion and publicity of the 2004 AFA Employee of the Year Award.





Exceptions: (Please specify any personal information that you do not want released.)











______________________________________________            ____________________


                Signature   			 		  	Date

















VA Form 3496


March 2004





