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	Special Bonus Scheme


	  (Rev 03/14)

	
	Only submit this form if you do not have access to the online form via HRMS
	

	
	
	

	

	Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes.  * Mandatory Fields - must be completed


	*Section 1 – Personal Details of Recommending Officer

	Initials
	    
	Surname
	     
	Title
	    
	

	

	Address
	     
	Forename(s)
	     
	

	

	
	     
	Contact number
	     
	

	

	Postcode
	     
	Service/Staff Number
	 
	
	
	
	
	
	
	
	
	
	

	


	Warning: If the required fields are not completed there may be a delay in this form being processed.


	*Section 2 – Recommendation of a New Special Bonus Payment (to be completed by an officer(s) at least one senior level to the officer(s) recommended for an award.)

	                                                                                                                                               

	
	Staff Number
	
	Name (Initial & Surname only)
	
	Grade/
Rank
	 Recommended      Authorised

 value of award    value of award**
	
	Value of Award**
	

	
	 
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	 
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	 
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	 
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	 
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	

	
	
	 
	 
	 
	 
	 
	 
	
	     
	
	     
	
	£      
	£
	 
	 
	 
	 
	

	I recommend that the above individual(s) be awarded a Special Bonus for the following reasons:

	
	     
	

	
	

	Signature of Recommending Officer
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	** Authorised Value of Award to be completed by the Authorising Officer ONLY. Unsigned forms will not be accepted.

	


	Section 3 – What to do next

· If you are also the Authorising Officer for this Award – please go to Section 4.

· If you are not the Authorising Officer – please forward this form to your designated Authorising Officer.


	*Section 4 – Comments on the Special Bonus Payment

	· Special Bonuses must be approved by an Authorising Officer with the necessary delegated authority under local procedures who is at least two levels higher than the officer(s) nominated for the award and not lower than Band B2.

	  Authorising Officer’s comments on recommendation

  (You may choose to reject this Special Bonus Award at this point.  You must state your reasons in the box below.)

	
	
	

	· If you are content with the recommendation, please check the recommendation value of the award.  Please enter the Authorised Value of Award in the appropriate area in Section 2.  (You may adjust the value of award up or down or keep it as the same level.)


	*Section 5 – Authorising Officer Declaration

	By signing this form I declare that the information entered on this form is correct and in accordance with the guidance contained within the Policy, Rules & Guidance: Rewarding Performance Through the Special Bonus and Minor Award Scheme on the People Services website.


	By signing this form I also declare that I have delegated authority to approve payment of a special bonus award for this individual/team and that I have checked with the Budget manager to ensure that sufficient funding is available to pay the above award.


	I understand that it is a serious offence to make or conspire in making a false statement on this form and acknowledge that any false statement may lead to criminal prosecution or disciplinary action, either of which could result in dismissal.
Unsigned forms will not be accepted.


	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Surname
	     
	Forename(s)
	     
	

	

	Contact Number
	     
	Grade
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	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the production of management information, which will be collected centrally. If you have any concerns you should advise the DBS Contact Centre.


	Section 6 – What to do next

Now send this form 
By post to: Defence Business Services, RMDT, Oak Building, Mail Point #6030, MOD Abbey Wood, Bristol, BS34 8QW
Only submit pages 1 and 2 – do not use staples or attach further information in any other way.
PLEASE NOTE FAXED COPIES OF THIS FORM WILL NOT BE ACCEPTED.
Thank you


	Guidance

	*Section 1 – Personal Details of Recommending Officer

	Initials
	Enter the initials of your forename(s).

	Surname
	Enter your surname.

	Title
	Enter your title.

	Forename(s)
	Enter your forename(s).

	Address
	Enter your address for correspondence.

	Postcode
	Enter your postcode.

	Contact No
	Enter your contact number.

	Staff/Service Number
	Enter your Staff/Service Number here.

	*Section 2 – Recommendation of a New Special Bonus Payment


	WARNING: Failure to accurately complete relevant fields will result in the form being returned unprocessed.

	To be completed by an officer(s) at least one level senior to the officer(s) recommended for an award.

ONE RECOMMENDATION per row – if you are making a team award to more than seven individuals you will need to complete additional form/s.

	Staff Number
	Enter the officer(s) Staff number.

	Name
	Enter the Officer(s) name.

	Grade / Rank
	Enter the officer(s) grade / rank.

	Recommended Value of Award
	Enter the recommended value of award for the officer(s).

	Authorised Value of Award
	Enter the authorized value of the award for the officer(s).

	
	This is to be completed by the Authorising Officer ONLY.

	Branch / Section
	Enter your branch / section.

	I recommend that the above Officer(s) / Rating(s) be awarded a Special Bonus for the following reasons:
	Enter the reasons you have recommended the Special Bonus Award.

	*Section 4 – Comments on the Special Bonus Payment

	Authorising Officer’s comments on recommendation
	Enter comments on the recommendation.

	*Section 5 – Authorising Officer Declaration

	Signature
	This is your declaration to confirm that you have the authority to approve payment and the information you are providing is accurate.  

Unsigned forms will not be accepted.


�
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