AWARD APPROVAL AUTHORITIES FOR 

GS, WG AND SES/ST/SL EMPLOYEES 
CASH AWARDS AND QUALITY STEP INCREASES (QSIs)

Supervisory Level


Approval Range 

Directors of and Staff Offices
All QSI”s (GS and WG only) 

Directors of and Staff Offices
Performance Rating-Based: as determined by the 
NTE maximum allowable % of salary for the designated performance rating level as approved by the Center Director (GS and WG only)
Directors of*
Special Act: up to $4,000 for groups and individuals 



(GS and WG only)

Center Director
- Special Act $4,001 to $10,000 (GS and WG only)


- All Awards for SES/ST/SL**
NASA Headquarters

All awards that exceed $10,000 (All)
Notes:

*  Directors of may re-delegate any portion of these authorities down to any subordinate level or to an authorized peer review committee.
** Before inputting any cash or time off award into the NASA Automated Awards System (NAAS) for SES/ST/SL employees, an email notification must be sent to Center Management (Center Director, Deputy Center Director, Associate Center Director(s), and OHCM (Executive Resources Manager and Awards Officer).  This email should include a short justification (2-3 sentences) for the cash award and the dollar amount of the award. The Center Director will provide a written response to the Director Of to indicate whether or not the cash/time off award is approved. Only after receiving approval from the Center Director can the award be processed in NAAS.
TIME-OFF AWARDS*
Supervisory Level


Approval Range 

Immediate supervisor/Branch                     
8-16 hours**
level or equivalent


Division Chief, Deputy, or                            
17-40 hours**
equivalent, and above

Notes: 

*  Time off may be granted in amounts of up to 40 hours for a single contribution not to exceed 80 hours during a leave year. 
**Time off awards nominated by organizations external to an employee’s organization must first be approved by the employee’s immediate supervisor. Once approved, utilize the NAAS email feature under the “Routing and Approval” tab to courtesy copy the immediate supervisor.  
