Nebraska Department of Education

EMPLOYEE RECOGNITION
Annual (Fiscal Year) Budget Guidelines
The following annual budgetary guidelines exist to support the recognition of NDE employees for special contributions they make to the agency and to the state through the workplace and, where appropriate, to the community through non-workplace activities.

Employee-of-the-Year, Supervisor/Manager-of-the-Year, and Honorable Mentions
· Cash awards

· Employee-of-the-Year and Supervisor/Manager-of-the-Year — $500 x 2
$1,000

· Honorable Mention Recipients — $300 x 2
$600

· Luncheon for honorees (4), one guest each, Commissioner & Deputy


Commissioner (2) — $20 per meal x 10
         

$200
· Framed certificates — $20 x 4                                                                            
 $80
Years of State Service Awards

· Recognition gifts such as coffee mugs, clocks, etc. (As billed by DAS)


$900        
NMA Team-of-the-Year, if applicable


· Cash award


$250

Quarterly Employee Recognition

· Quarterly Employee Recognition expenses — Food, paper products, 

door prizes, decorations, etc.  Average of $750 each x 4                              
$3,000
· New employee welcome kit supplies — padfolio or like item, wrap, etc.


$1,000

Years of NDE Service Awards


These awards may be:

· Gift items purchased by HR (e.g., lapel pins, plaques, clocks, desk accessories,

glassware, jewelry, or gift cards), or 
· Gifts made available through the online recognition program and selected

by the employee (i.e., online shopping at selected stores;  gift cards


from selected stores;  or multi-merchant gift cards for use at selected


stores).  This includes associated shipping or processing fees.

$5,000
Retirement Reception (For each retiring employee)

· Retirement plaque or gift items (e.g., clocks, platters, desk accessories,


pens, watches, jewelry, glassware, clothing, gift cards, and sporting equipment)

Up to $75 each x 15
        

$1,125
· Privately held recognition lunch/dinner allowance —

Retiree & guest, $25 each x 30                                                                               
$750

· Reception expenses such as cake, coffee, punch, nuts, paper
products and associated delivery charges — Up to $165 each x 15


$2,475
Employee/Work Group/Team Recognitions

Expenses for general employee recognition as well as recognition for

completion of special projects or program participation (e.g., wellness

events) as authorized by NDE Human Resources

· May include items such as certificates, plaques, pins, monetary


recognition, gift certificates, food/refreshments, trophies, and


items embossed with the Department name (e.g., pen, cap, shirt, portfolio)               
$2,175
Employee/Work Group/Team Incentives

Incentives for participation in competitions, charitable giving drives and other

NDE-sponsored activities as authorized by NDE Human Resources

· May include items such as certificates, plaques, pins, monetary


recognition, gift certificates, food/refreshments, trophies, and

items embossed with the Department name (e.g., pen, cap, shirt, portfolio)                               $
750

Miscellaneous Supplies

Supplies associated with any of the above activities (e.g., gift wrap, table cloths,

balloons, decorations, cards)
$100
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