
Spot Award Program

April 22, 2009



Why a new program?Why a new program?
Six Sigma PIP team assessed the previous SPOT award program 
and associated practices and identified the following issues and associated practices and identified the following issues 
with vendor gift cards:

Issues

IRS regulations
N d f  h d i t l t lNeed for enhanced internal controls
Potential unallowable costs 
Safety issues for staff
Cost corrections & rework
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Other Issues Identified:
Spot Awards

• Employees had limited choice with pre-purchased gift cards 
t  d  l t d b  

Other Issues Identified:

to vendors selected by managers

• Managers had to make assumptions on vendor gift cards 
hi h  t fit th  l ’  f  ( g  B d  which may not fit the employee’s preference (e.g., Borders, 

Wal-Mart, Baskin Robbins)  

• Cards were not used according to program requirements • Cards were not used according to program requirements 
(e.g., given as door prizes, etc)
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Objectives
• Eliminate rework

Objectives

Sweet!
• Enhance internal controls

• Centralize processing  

• Cost savings 

• Mitigate the previous issues identified• Mitigate the previous issues identified

• Provide employees and managers a more meaningful employee 
recognition programrecognition program
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SPARK a smile!
Revised program-Merchandise award program

•Step 1‐Manager gives Spot Award to employee.  

Revised program Merchandise award program

Personal Note 
C dCard

Gift Card Recognition Card
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Revised program-Merchandise award programRevised program Merchandise award program

•Step 2‐Employee logs onto website and selects gift:

Hmm…what 
to get?

Redemption site addressp

Reward login # 
& PIN

Phone # to 
Gifts

Phone # to 
call w/ 

questions or 
problems

•Over 90 to choose from
•$50 value
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SPARK a smile!
Revised program-Merchandise award programRevised program Merchandise award program
•Step 3‐Gift is shipped to employee’s home address at no additional 
charge
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SPARK features…
Features and Benefits of Merchandise Award Cards

No Expiration                 
Convenient & 

Eas to UseNo Expiration                 
Dates

Toll‐Free                        

Easy to Use

Toll Free                        
Phone Support

Easy To Track                   
C d Secure & Easy Card 
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TimelineTimeline
Event Date Other
Meeting w/ AD Chiefs of 4/22/09 MSL AuditoriumMeeting w/ AD Chiefs of 
Staff and Business 
Managers

4/22/09 MSL Auditorium

ADs complete Form 4/28/09 Send to Barbara Mayson p
1975, “LAAP-Spot 
Award Request Form”

y
(Serviceawards@lanl.gov)

Manager briefings TBD Physics Auditorium
Cards available for 
Managers

Approximately 
5/15/09

Will be mailed to mail stop
g

Second call for Spot 
Award request

Approximately July 1 To AD COS & Budget Mgrs 
from Awards Coordinator
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ActionsActions
• Review LAAP/Spot allocations with Budget Manager

• Complete Form 1975  “LAAP/Spot Award Request Form”• Complete Form 1975, LAAP/Spot Award Request Form

• Identify how many Merchandise Award Cards are needed ($50 each)

R t  b  4/28/09 t  B b  M  (S i d @l l )• Return by 4/28/09 to Barbara Mayson (Serviceawards@lanl.gov)

• Form available electronically from HR web 
(http://www.lanl.gov/worklife/benefits/awards/spot.shtml)(http://www.lanl.gov/worklife/benefits/awards/spot.shtml)

• Ensure cost stream is accurate-No cost corrections

AD  ill di ib   Di i i  d G   i• ADs will distribute to Division and Groups, as appropriate

• Cards should be stored in a secure location-no tracking of cards 
i d
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