Attachment 5
TO:



FROM:
Administrative Officer, [Insert Organizational Name]
SUBJECT:
On-the-Spot Award

This is to notify you that you have been approved to receive an on-the-spot (OTS) award in the amount of  _______.  OTS awards are entered into the Administrative Database, and your award was entered on (enter date). You should receive an electronic funds transfer into your bank account in approximately three working days from (enter the date the award was entered in the ADB).  However, if you do not receive the electronic funds transfer after seven working days, please contact the [Insert Chief AO name and phone number].

Federal and State taxes are not withheld from OTS awards.  However, you will be responsible for the state tax upon filing your tax return.  

Congratulations on a job well done!

cc:

Employee(s Immediate Supervisor

Recommending Official
