
Create an Effecve Recognion Program

1.  Determine why you want to establish a rewards 
program.  You may want to reward for some or all of the 
following:  

• Money-saving ideas
• Outstanding one-me achievements
•• Soluon to a difficult problem
• General ongoing contribuons that you would  
 like to acknowledge

2.  If you are un2.  If you are uncertain about employee a tudes about 
a rewards program, find out.  You can conduct a short 
wrien survey of your employees and ensure that they 
submit it anonymously, and/or you may solicit feedback 
from a workgroup or commiee. 

3.  3.  Form an employee workgroup that will be in charge 
of the rewards program development and implementa-
on.

4.  Determine to whom rewards will be given and how 
frequent they may be awarded (quarterly, semiannually 
or on the spot awards).

5.  Decide who can give or nominate an employee for an 
award.

6.  Consider whether the award would be presented in a 
public or private se ng.

7.  Ensure it is a part of the workplace culture and that 
some fun was included in the program.

8.  Determine what types of rewards to give (no 
cost/ low cost).

9.  Once you have started your rewards program, 
you will want to plan on keeping it going, and/or 
determine if it is well received and should connue.

10.  A10.  Aer a while, you will want to measure the 
program’s effecveness.  This can be done through 
discussions with managers and employees at various 
levels, or through a second survey.

  Create an Effecve Recognion Program
  Praise of an employee reinforces, recognizes and motivates behaviors  
  that you, as the manager, want to see.    

Introducon

RReward and recognion programs can be a cost-
effecve and beneficial tool to boost employee 
morale, producvity, decrease arion rate, 
absenteeism and stress.  In fact, studies have found 
that effecve reward and recognion programs 
have unlimited benefits.

Employees not only value pay and benefits, they 
also want to be  appreciated and valued for their 
efforts, treated fairly, parcipate in work that is 
important, have advancement potenal and 
opportunies to be involved in the agency.   Recog-
nion and rewards play an important role in their 
work unit and agency programs to aract and 
reretain their employees.

This brochure serves as a guide to assist manage-
ment with creang an effecve recognion 
program.



Purpose and Scope

The employee sasfacon and engagement 
iniave focuses on areas resulng from an 
analysis of employee responses to the 
Department and Office of Personnel 
ManagemeManagement employee survey quesonnaires, 
as well as employee engagement literature 
research.

This is published as part of the efforts in 
the DoD Employee Sasfacon and 
Engagement Campaign 2011.

For more information on Employee 
Satisfaction and Engagement,

please visit:  

www.cpms.osd.mil/worklife

Create an Effective 
Recognition Program
April 2011 
Information and Tips

Employee Satisfaction 
and Engagement
Productivity begins with Employee Engagement.

Productivity begins with Employee Engagement.


	back side brochure
	front side brochure

