REQUEST FOR TIME-OFF AWARD (TOA) / - DATE OF REQUEST
SPECIAL STEP INCREASE (SSI) []MLC [ ] MC [] HHA
1S BRI / 55 FHEEREE
2. NAME OF EMPLOYEE (LAST, FIRST) 3. EMPLOYEE NUMBER |4. EMPLOYMENT CATEGORY
EXEK% EXEES ERES
5. EMPLOYEE'S ORGANIZATIONAL UNIT 6. JOB TITLE, JOB NO., BWT-GRADE AND STEP
EXBOFEE#RA BiEs, WEES. ERER. FRRUSHE

7. CATEGORY #&5!

SUPERIOR
ON-THE-SPOT TIME-OFF (STOA) SPECIAL STEP INCREASE (SSl)
(MLC Ch 13/ MC Ch V / IHA Supp #9) [] :’;&Tﬁﬂ‘)’:ﬂ%‘fgg'{"I'?'Igz':sﬂ%':)) [] (MLC Ch 5/MC Ch VIl / IHA Supp #11)
A2+ ZKy MES EHE RIS BT ST
(MLCEE13Z/MCH5E/IHARX HEE9) (MLCE13E/MCHESE/HARX HIEE9) (MLCEE5ZE/MCETE/IHARXHEEZ11)

8. BRIEF DESCRIPTION OF ACT OR SERVICE / SUSTAINED SUPERIOR PERFORMANCE TO BE RECOGNIZED:
TARIEY —ERMBELHBBEDOHE

9a. RATING PERIOD COVERED (PTOA/SSI ONLY) FROM (YYYYMMDD): TO (YYYYMMDD):
FHEBHAR (BVFEREIZ S BARIRASRIRIEDH) Yall (EBR) &9 (EBR)

9b. RECOMMENDED FOR SSI n EMPLOYEE MET ALL COMMON FACTORS ON REVERSE-SIDE
RRIREOER LR BRREOR TOREERERT T

9c. RECOMMENDED NUMBER OF TIME-OFF HOURS
RSN B AREESRIS HRS B

10. NAME, TITLE, PHONE NUMBER OF RECOMMENDING OFFICIAL | 10a. SIGNATURE B# 10b. DATE Bf¢

EEEOKR,. HER. BEES

APPROVAL BY AUTHORIZED OFFICIAL #:BtEE(C & 5&:R

11. APPROVED NUMBER OF TIME-OFF HOURS
AR ENFARIRERRREE HRS B

11a. NAME, TITLE, PHONE NUMBER OF APPROVING OFFICIAL 11b. SIGNATURE &% 11c. DATE Hft
AEREEDOKR, BER, BEES

INDORSEMENT BY COR/IHAR ZHEIUERBE/IHAEEEREEDES

IT IS REQUESTED THAT TIME-OFF AWARD / SPECIAL STEP INCREASE SHOWN ABOVE BE MADE
TO THE EMPLOYEE AS AUTHORIZED UNDER THE PROVISIONS IN BLOCK 6

BOMDREICEIEERIND EHY . HFZRERICH LT LRIE S BRBAFHFEDNTSHEENE T EEEHET B,

12. COR/IHAR (Typed Name) 2B L ERES IHAEEEAEENKS [12a. SIGNATURE  B% 12b. DATE Bft

INDORSEMENT BY RDB/RDO #t75FitER/FhEEHrRDER

ACTION REQUESTED ABOVE IS ACKNOWLEDGED LE&EnEHF%#EET %

13. RDB/RDO (Typed Name) #i5E5EiE/ B EMHm% 13a. SIGNATURE  E# 13b. DATE  Bff
13c. GRANTED ON (YYYYMMDD): 13d. EXPIRES ON (YYYYMMDD):
t58 (FAR) #TH (EER)
STOA: 1ST DAY OF THE FOLLOWING MONTH FROM THE DATE ON 13b STOA: 3 MONTHS FROM 13c
A H - ARy MESHEHKE 1 30 MOBRORA1H F¥ - Ry MESEEE 81 3cBOBAD530A
PTOA: 1 JANUARY Eh#Emi&EiE > 8RR : 1818 PTOA: 31 DECEMBER #i#mi&EIZ 5> EiAR : 128318

USFJ FORM 12EJ, 20210319 PREVIOUS EDITIONS ARE OBSOLETE SEE REVERSE FOR INSTRUCTIONS



INSTRUCTIONS FOR PREPARATION OF REQUEST FOR TIME-OFF AWARD / SPECIAL STEP INCREASE

1. General: This form will be prepared by the first-line (or second-line, if applicable) supervisor and will be reviewed and approved by higher-level supervisor. COR/IHAR signs
and forwards original and one copy to the RDB/RDO concerned via LMO. The RDB/RDO upon completion of the action, returns a copy to the COR/IHAR
—fi% ! CORRIBEEINEEE (X3ZLULBAICITE2RRMEOEEE) ([CEVIFRETN. LUDEBEICLYBEERUVERINS, THENERBELLRIHAEEERBEEBERD0 L. FERT
B U2 BESSEE S HEEGETE CTHAERMEEBAICENT 5. AER/MEEHIE. YZFHxETH LNEYEREELRHATEEARE I LELEZ1BEEXT 5,

2. Entries in blocks (self-explanatory blocks omitted).
RDEA (BEEDORIZE)
a. Block 8. Indicate brief statements, justifications, or rationale of an act or service, or sustained superior performance.
a B8l FRAGTARIRY—ER. HEVREFEHERBEOBEETTENLT S,
b. Block 8b. Check this block if the employee meets all the common factors listed below.
b 8ol YUZMESHTROLERERL LILBAE. HEMFIvIEANS,

3. If space on the form is insufficient to include all of the required information, attach separate sheets thereto and insert a notation in the proper block(s) indicating the inclosure.

BRADLTORBELERERLHT 2 IcdFT 5%

»E. BEZRAT L, EYERICRMIERICGGERT2EDIEEEET S,

COMMON FACTORS FOR SPECIAL STEP INCREASE (Must meet all the common factors)

FRIFHRLBIRE (TN TOHERBZH LT &)

CHECK
FIvy

COMMON FACTORS
HEIEE

EXAMPLES OF EXCEPTIONAL LEVEL _ERizHEDA

1. QUALITY OF WORK
rtEDNE

-

@ N

. Exceptionally precise and accurate, thorough, consistently follows procedures, suggests improvements.

BITHTPARICH S TERD DRBICEBEZRITL, EBERET HHICRRLELEETS.
Reviews whole assigned duties and promotes work in a well-planned manner. 5Z 5hicEHERLKRZRBEL. HENICEBZERITT 5.
Performs duties with certainty, accuracy, tenacity, and fosters subordinates. ##%ERL DRRITEITL. BTOEREITI.

2. COOPERATION AND
TEAM WORK

F—LT—%

5.

. Engages in harmonious working environment, inspires and works effectively with others.

BB CHRMZE Y. FRRABNSVEEEZRIE LD SHRUICEBEZZTTES,

. Appreciates help and constructive comments, suggestions and new ideas, takes effective action.

fDEDBEPRBNER. BR. HLLTATT7LELEENRNITBIFANSTENTES,

. Actions and attitude greatly enhance good customer and co-worker relations without exception.

BILBEEPRELOBRERRICR DL SLTHBLUEEEZ LTV,

. Sensitive to the behavior of fellow workers, supervisors, and subordinates.

FIEPLEE]. $2VEBMTOTEHPEEICERNTSHS,

Maintains effective working relationships with others.
& LMRALGRRERSEH SEBEFTTES,

. Builds cooperative work relationship with supervisors and subordinates.

EFPEBTERNNEBRERELREBERTIHTLHNTES,

3. INITIATIVE
BEM

-

. Always does what has to be done without being asked, seeks extra work or more effective ways to perform tasks.

BIRROETH G THHFTNBEBEZRITL. FLTNUNOEBERELTITV. EEUNENICEBERITT BHEEERT 5.

Exerts effort and shows initiative in starting, carrying out and completing tasks; spends time effectively.
EBEFTIALOICRABBNL. BENICABEZMELRTEERTEHTES. KAZEMNES LN TES,

. Works on business with responsibility, complies with rules, and performs duties with fairness.

AEIcHEERS. RAUEETFLRAEICEBETITEHNTES,

4. KNOWLEDGE AND
ADAPTABILITY

HEICEY S K UIERSE

N

. Superior knowledge and skill, highly interested, adjusts quickly to new assignments, suggests improvement.

AHRICRAT BB S UREAIRRIES L, FlAEBICLBRITHE LR EDADRREFLITS.

. Picks up new ideas and procedures quickly; is easy to instruct; can adjust to the demands of new situations; understands and carries out oral or

written instructions.
FLOZZPEBFIRICANETE, BBITHEREZITAN. HILORKRANOERICEFTE, DBESSUNEICKZEBEGEERLRTTES,

. Acquires expertise and skills required for assigned duties; responds to action assignment by knowledge, collecting information, considering,

and/or reviewing countermeasures.
EHRITICHEREPIES L CRENE G LIERINES SURSRE RS LRBICSZ 5T EHTES,

. Successfully completes job-related training, if applicable. #¥ITRHSNZHEE - AFEET LTS, ZUTZIHBEDH, )

5. DEPENDABILITY
{EL Tk

-

w N

. Excellent attendance (i.e., five sixth or more attendance requirement), always on time for work, and follows call-in procedures.

HEPRRNMER TERERDEY ICHBL (62D EHEEH L TWNS) | REESOEEFIBICRE> TS,

. Stays for extra work when necessary. #ELISSIIBRNELEEITS.
. Work as a permanent employee for a total of five years or more at the end of the rating period. At least one year of the permanent

employment period must be in the current position at the full performance level.
BRARES L L CGHBRRME TRICSHETSEU EHBE L. ZORDEL EH1ERRBREORHMAICEVTERTNEFRTHHEL TV S,

. Dedicates himself/herself to the accomplishment of USFJ mission and works for an admirable length of service.

EEKEOEHERICEMK L. HHEICETZHMICEYVHHELTNS,

. May have received SSI and/or Time-off Award in the past. BXICEHFHERTXISIESBRBONRELE ST ELHIBELEENS.

6. COMMUNICATION
AZa=4—vavh

. Communicates clearly and effectively, whether orally or in writing.

X&. OBEEMDY. BRICHONRNEII1=r—arhehs,

FACTOR 7: Applicable only for employees assigned to a leader/supervisory position. IH 7 1) — 4 —$ K UEEERRIC DI+EFH

7. WORK MANAGEMENT
RIEEE

1.

N

w

Effectively plans and organizes work.

MEN B EHE. EETES,

Properly follows or implements management procedures, directives, regulations, or technical orders.
EEFIR TEERLRAL KMEHE EEBYICET LETTES,

. Ability to direct, evaluate or substitute for absent supervisor.

EBEDORERICIIZ ORERBZRIT LEBORRE - SHELN TES.

Sets high but attainable standards and is an excellent coach; everyone knows what is expected.
FETRGRKEDEBEELE TR L, BREEEREZRL. 280BEEERL TV S,

Rewards, corrects, and evaluates in a generally acknowledged outstanding fashion.

BYNCERD, B8, BLUHMEET S EHTES,

Evaluates and rewards strictly according to established standards.

BT ENBEICBRICH S TGHES S URMT BT LN TES,
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