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SPECIAL ACHIEVEMENT AWARD NOMINATION FORM

	Name of Nominee:
	Job Title:

	Department:

	Nominated By:
	Date Submitted:

	Please answer all four (4) questions in the space provided below regarding your nomination for the Special Achievement Award. Outlined below is the nomination instructions for guidance. 

	1. Special Achievement Description – give a summary of the major problem solved or special project success achieved (Give full details of the impact of this achievement on the department/company and the extent of the extraordinary effort made by the employee).
	

	2. Describe tangible benefits realized by this achievement with specific examples.
	

	3. Describe challenges or difficulties the employee overcame leading to this achievement.
	

	4. Describe leadership or other outstanding personal qualities demonstrated by the nominee.

	

	Recommended:
___________________________
Reporting Authority 
Date:
________________________
Supported:
___________________________
Department Head 
Date:
________________________
Date Received:          ___________________________
Division Head
               ________________________
Recommended:
___________________________
Selection Committee
Date:   ________________________
Approved:
___________________________
Executive Team 
Date:   ________________________



Nomination Instructions

Each year LUCELEC seeks nominations for the Special Achievement Award which recognizes a recent outstanding achievement such as the solution of a major problem or a notable project success for which there is evidence of the tangible benefits achieved.

ELIGIBILITY: To be eligible for the LUCELEC Special Achievement Award, the nomination must: 

a) Satisfy the eligibility requirements for awards as outlined in the Employee Rewards and Recognition Policy.

CRITERIA: 
a) The special achievement should be an outstanding achievement attained by the employee during the year.
b) It should result in one or more of the following: 
· solution of a major problem
· notable project success 

· improved service, procedure, system or method
PROCEDURE: 
a) Complete the nomination form. Nominations will not be considered without a competed nomination form.

b) Forward completed nomination form to the relevant reporting authority for review and signature.

c) Submit completed forms to the Division Head copied Human Resources Department by the published deadline date.

d) The Department Awards Selection Committee will review the nominations submitted for team members within the department and select one nominee for the various categories of awards.

e) The Division Head will submit all approved nominations to the Head of Human Resources Department, who will inform the Managing Director and other Executive Managers of all awards approved by the Division Head in the various categories.

f) The Executive Management Team will review the awards approved by the Division Head and determine the final awardees for all categories of award.
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